City of West Haven
Project/Tasks/Outcomes
A/O April 7, 2022

A. Budget
1. Budget Surpluses
2. Fund Balance
3. Five year financial plan

w

Medical Benefits
1. City/Sewer Dept. — Transition from Anthem to State Pa rtnership
City Savings of approximately $700,000 annually
Sewer Savings of $225,000 annually
2. BOE - Transition from Anthem to State Partnership

C. User Fee Evaluations
1. Reviewed fees, indirect costs, various department charges —

2. Real estate conveyance tax increase (Increase in revenue of approximately $650,000
annually)

D. Competitively Bid Electricity Rate and Rate Lock
1. Savings generated for City, BOE, Sewer Dept. and Allingtown Fire District
(Approximately $280,000 Savings)

E. Fire District Consolidation Study
1. Established 3/5 year financial plans for operating and capital budgets
2. Districts have generated 3 years of consistent surpluses and fund balance increases
3. Each Department is meeting their actuarially determined pension contributions
4. Tri-District Board established to facilitate efficiencies, greater operational collaboration,
cost savings, economies of scale, and enhanced revenues
F. Established Operational Action Plans for Three Key Areas of Government

1. Purchasing Procedures/MUNIS financial accounting system utilization
2. Information Technology
3. Human Resources

G. Real Estate Property Revaluation
1. Conducted successful State mandated property revaluation — F.Y. 22



MUNIS TRAINING
INFORMATION FOR
CITY DEPARTMENTS



Department of Finance

City of West Haven
355 Main Street
West Haven, Connecticut 06516

Frank M. Cieplinski
Finance Director

1896-1968

To: All City Department Heads
From: Frank Cieplinski, Finance Director
Subject: Accounts Payable / MUNIS Purchasing Process Changes

As you know from the Mayor’s recent staff meeting and her follow up email memorandum last week,
the City is embarking on a comprehensive restructuring of the entire purchasing function. This change

will impact the accounts payable/purchasing process as well as introduce the required utilization of
the MUNIS accounting system in all purchasing transactions.

This change will provide greater internal financial controls and checks and balances as well as create
a more efficient system for departments to process purchase requisitions and access extensive
financial information from the system without having to request it from the Finance Department.

The process to guide the organization through this transition will require several steps-spread out over
the next few months. We will start by exposing all users to the use of the MUNIS system through
various documents and guidelines that we have developed and augment it with small group interactive
training as needed. This initial step is designed to provide everyone involved with a basic
understanding of the system through on- going live use of the software.

Attached to this email you will find a series of documents that you and relevant staff should read and
review to familiarize yourself with this information. Since this is a work in progress please email us
with any questions, suggestions, observations, etc. that you have that will assist us in responding to
your needs and resolving issues that we might have overlooked or that need correction or clarification.

Please direct these inquiries to me by email and copy Wilma Petro, our Purchasing Consultant
(wpetro@westhaven-ct.gov ) and Michael Milone, the Office of Policy & Management Liaison to
West Haven, (michaelmilone@snet.net ) on the email. Also please identify the- subject as
“Purchasing/ MUNIS Project Inquiry”. '

' We will be following up soon with the Purchasing Manual as well as instructions for practicing in the

MUNIS Training system and in the meantime thank you for the time and attention you are devoting
to this very important initiative.

Regards,

Frank

Telephone: 203-937-3626 ¢ Facsimile: 203-937-3621
E-Mail: fcieplinski@westhaven-ct.cov



CITY OF WEST HAVEN

ACCOUNTS PAYABLE/MUNIS PURCHASING PROCESS GUIDELINES

A. Introduction and Overview

The objective of these guidelines is to establish a formal process that restructures the City’s
accounts payable and financial control system of internal checks and balances. A critical
component of this initiative will be to reinforce the need to establish a valid purchase order
PRIOR to ordering any goods or services and maximize the utilization of the MUNIS
accounting software system for all accounts payable transactions. This transition to a totally
computerized process should significantly streamline the purchasing approval process by making

this operation fully automated, more efficient, and eventually much easier for staff to manage
their purchasing responsibilities.

The MUNIS system will permit staff to automatically track their purchase requisitions, purchase
orders, and vendor payments through the system and will allow staff to access their departmental
budgets on demand in real time, as well as provide relevant information such as vendor inquiries,
purchase order inquiries, payment status, etc., without having to request this information from
the Finance Department. It will also allow departments to have easy access to real time,
historical expenditures by account, line-item detail of payments, or vendor, which will greatly
assist staff in the development of future budgets. A key element to this electronic purchasing

process will be the adoption of consistent, uniform, and clear purchasing guidelines
required for each department to follow.

One significant change in the purchasing process will be that the procurement of all goods (Le.,
supplies, materials, and equipment), other commodities, contracts for work, or services required
for any department, agency, board or commission of the City, shall originate as a purchase
requisition through the MUNIS purchasing system. All purchase requisitions must be created
prior to the commitment of the purchase of goods or services.

The purchasing process will begin with the department creating a purchase requisition with all
supporting documentation, provided. Only after review of the requisition by the Finance and
Purchasing Departments, to ensure accuracy of the line- item charge, verification of the
sufficiency of funds and appropriateness of the request, will the requisition be approved, and a
purchase order created automatically. It is at this point that the procurement or service can be
executed as the current voucher system will no longer be an acceptable means of
acquisition. If the procurement or service is an emergency, guidelines will be provided to
explain how this must be processed and the requisite authorization.

This new purchasing procedure, utilizing the MUNIS accounting system, is outlined in section
“B” of this correspondence. Additionally, there is a packet of items attached, identified as
“Requisition Entry”, “Requisition Approval”, and “Purchase Order Change Orders”, which
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provide screen shots that visually illustrate how to perform the tasks required, to create the
purchase requisition and the supporting documentation. The “Requisition Entry” packet also

includes information that describes and explains each of the fields available for data entry on
each of the various screens utilized in this process.

As the screen shots and narrative information indicate, the creation of the purchase requisition
will require inputting at least the following information: vendor and delivery information;
quantity and unit cost; order details, budget line item and project codes (if required); additional
budget line items, if necessary (only if acquisition is being charged to more than one budget line
item or more than one division within a department). Also, please note that the purchase
requisition could likely include multiple items within the budget line item, and these individual
items must be listed (e.g. office supplies should be detailed as to each item that comprises the
office supplies, quantity of each, unit price of each, and total cost of each item listed).

There are two types of purchase requisitions, the traditional purchase requisition, and the blanket
requisition. The traditional purchase requisition is used when there is a one-time purchase of
goods or services and there is an identified price, even if there are multiple payments for the
goods or services over the course of the year.

The blanket purchase is used in instances where various supplies are needed on an ongoing basis
from a vendor over the course of the fiscal year but the items to be purchased and the quantity or
unit cost are unknown at the time that the blanket requisition is created. An example would be
the Public Works department, acquiring various construction and equipment supplies over a
period of time as their projects demand and might use a vendor such as Home Depot. The
requisition would be based on an estimated amount, determined by the requisition originator, and
not based on the quantity and unit costs of the items. A more detailed explanation will be

provided for these two types of requisitions in the purchasing manual which is being
finalized and will distributed, shortly.

B. MUNIS Purchase Requisition Process

Once the department creates a requisition request that has been populated with the necessary
information, highlighted in earlier paragraphs, pages 2-7 of screen shots in the “Requisition
Entry” packet identifies the actions required and steps that will follow.

1. MUNIS performs a check on available budget funds in the line item(s) being charged. If
department funds are available, the process moves to step 2; if funds are unavailable, the
originator is notified and works with the department head and the Finance Department, if

necessary, to initiate the appropriate budget transfer. Once the transfer is completed, the
requisition proceeds to step 2.

2. MUNIS pre-encumbers the funds at this point in the process. A pre-encumbrance is a

temporary freeze on these funds to prevent duplication of use of the funds while the
requisition is proceeding through the remaining steps in this process. Your department
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budget will reflect this encumbrance in the designated line item on your monthly budget
report until it is liquidated.

3. The Finance Department further reviews the requisition to verify the appropriate budget
line-item account was chosen, sufficiency of funds, justification for the purchase, etc. If
the requisition is approved, it moves to step 4. If denied, it is sent back to the appropriate
originator (initial originator, department head) with an explanation for the rejection. Once

the issue has been resolved to the satisfaction of the Finance Department, the requisition
moves to step 4.

4. The Purchasing Department reviews the requisition for such items as cost, nature of
purchase, choice of vendor, compliance with contract (if one applies), bulk purchase
opportunity, bidding requirement, whether multiple purchase orders are being processed
to avoid bidding, etc. If the Purchasing Department approves the requisition, it proceeds
to step 5. If the Purchasing Department denies the requisition it is returned with a note to
the department head and/or the originator. Once it has been resolved by one of them and
the Purchasing Department concurs, it proceeds to step 5.

5. The purchase requisition is now formally converted to a purchase order and MUNIS
encumbers the funds (as previously explained, an encumbrance is a reserve of funds for
specific goods or services that have not yet been delivered) and is reflected as an
encumbrance in your department’s fiscal year-to-date budget report.

6. The Purchasing Department then orders goods and services from the vendor, in the form
of a purchase order, which is transmitted electronically or by mail.

7. Goods and services are received by the department and the department verifies the
accuracy and condition of materials received, and completeness of order. If the order is

deficient, the recipient of the order resolves with the vendor and if necessary involves the
Finance or Purchasing Departments.

8. Ifrecipient is satisfied with the order, the department acknowledges receipt of the order

electronically and then, uploads the vendor invoice into MUNIS for payment, certifying
the items received and approving the payment.

9. Accounts Payable Clerk processes payment and a check is cut to the vendor and
transmitted accordingly (i.e., mail, inter-office to department, personal pick-up, etc.). At
this stage of the process, the respective department’s budget report will reflect this charge
as an expenditure as opposed to an encumbrance.

10. Department is notified through the MUNIS system that payment has been issued to the
vendor.
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Requisition Entry
Objective

This document provides instruction on how to enter a requisition into the Munis Requisition Entry
program. This document is intended all users responsible for entering requisitions.

Overview

By entering a requisition, you are requesting funds to make a purchase. As soon as the requisition is
entered, the funds for the purchase are set aside, or pre-encumbered, for the specified general ledger

expense account. When the requisition is released, it moves through the approval process, after which
it is converted into a purchase order.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Munis system.

Before beginning the requisition entry process, gather the following information:
« The vendor name or vendor number from which you would like to purchase the items.
= The general ledger expense accounts that will be used for the purchase.
= The quantity, price, and description of the item being purchased.

Requisition Entry Page 1 of 19



Purchase Order Requisition

. From Munis Application Menu

Select Financials>Purchasing>Purchase Order Processing>Requisition Entry
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2. Enter Vendor and Delivery information

On the “Main” tab:

Tock e

1RO EBFEXSERDEER UERN B8

status Eg} Created

ey [ B

Entered Lyopnl B By [eske
PO expiration

Recsive by :  Amount |

[ravorE eemrcE R
VTEST HAVEN. - ] fosste |
Reference | Atim: John Doel P

1. The Department/Location should populate. If you purchase for multiple locations

please select via the dropdown menu. Enter general commodity, if unsure select
from dropdown menu.

2. Select vendor number from dropdown menu or enter vendor number if known.

Select if you are ordering a quantity (product) or amount (service or blanket)

Enter staff member the items should be shipped o or depariment contact person.

On the “Terms/Miscellaneous” tab:

[E Redquisiion Enty - Munis [CITY OF WEST HAVEN | TRAIN | 06709]

)
[y

001 ACCOUNTS PAYARLE

N =NONE &

5. Select the type of purchase order that details items to be purchased.
6. Click “Accept” @ to save and continue to Line Detail.
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3. Enter Order Details
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Enter Quantity (if you created an “Amount” PO then this will default to 1)

Enter description of purchase: include item part number and description
Enter cost per unit

If this PO is for a Bid Project then enter the Bid #
Enter organization, object, and project (if required) codes

1
2
3
4. Enter unit of measurement (will normally be “each”)
5
6
7. Click “Accept” @ to save line 1
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4. Click “Add” = to add another line to this PO request
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5. Add information for additional line item
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Verify next line item

Enter Quantity

Enter description of purchase: include item part number and description
Enter cost per unit

Enter unit of measurement (will normally be “each”)

Enter organization, object, and project (if required) codes

Click “Accept” to save line. Repeat Steps 4 & 5 if additional lines items are
needed.

N o o &~ W h o=
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6. Close Line ltem Page

[ Linehems
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7. Review PO for accuracy before release

After reviewing the request, from the Requisition Entry screen click the Release option
to submit the requisition and initiate the approval process. Once you have released the
requisition for approval, you will be able to view the requisition, but will not be able to
make any further changes to itunless it is rejected through the approval process.

Entered 1y/11/2021 B4 By [2066fce . -
Poetatin
Recsiva by 2 Quankty . Amount

) Thees wav match rmcuired

Requisition Entry Page 7 0of 19



::'?s %ya@ﬂ’

(<) tezhnoiegies

o
%%

Requisition Entry
Objective

This document provides instruction on how to enter a requisition into the Munis Requisition Entry
program. This document is intended all users responsible for entering requisitions.

Overview

By entering a requisition, you are requesting funds to make a purchase. As soon as the requisition is
entered, the funds for the purchase are set aside, or pre-encumbered, for the specified general ledger

expense account. When the requisition is released, it moves through the approval process, after which
it is converted into a purchase order.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Munis system.

Before beginning the requisition entry process, gather the following information:
* The vendor name or vendor number from which you would like to purchase the items.
» The general ledger expense accounts that will be used for the purchase.
» The quantity, price, and description of the item being purchased.

Procedure

To create a requisition:

1. Open the Requisition Entry program.
Financials > Purchasing > Purchase Order Processing > Requisition Entry
-OI'_
Departmental Functions > Requisition Entry

Racuon Enary - kiund
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Click Add on the ribbon.

OQ
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% tyler
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Complete the fields, as required, to define the requisition details. Refer to the following table for
specific field information.

Field [Descripfion

seEsaro U s e

Main Tab

Main Information

Dept/Loc

This box contains the department or
location responsible for the requisition.

Will default for your department
but can be changed.

Fiscal Year

The box identifies the fiscal year in
which the requisition is created.

This option can be the current or next
year; the program automatically
highlights Current or Next when you
type the four-digit year.

Requisition
Number

This box identifies the requisition
number.

The system will autopopulate the
next requisition number for you.

General
Commodity

This box specifies the general (type 2)
commodity for the requisition. Press Tab
to leave this box blank if your
organization does not use commodity
codes.

Codes entered in this box must exist in
the Commodities program.

Commodity Codes ARE NOT
required, you may skip over this
field.

General
Description

This box contains a general description
for the order.

The description can contain up to 50
alphanumeric characters.

This description will carry over to
the Purchase Order.

Status

This list indicates the current status of
the selected requisition.

This box is accessible when you click
Search to locate a record.

2 — Created, 4 — Allocated,
6 — Released, 8 — Approved,
0 — Converted, 1 - Rejected

Needed By

This box specifies the date by which the

goods or services in this requisition are
needed.

Entered

This box displays the date that the
requisition is created.

By

This box displays the user ID of the
person who enters the requisition.
When you are adding or updating a
record, the program completes this box
automatically, and you cannot change
the entry.

This box is accessible when during the
Search process; type a user ID to find
only those requisitions entered by that
specific user.

Convert To

This list allows you to define whether the
requisition will be converted to a
purchase order or a contract.

Convert to Purchase Order

Requisition Entry
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| Description
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PO Expwatron

This field def nes the explrahon date of a
purchase order created from the
requisition. The date entered in this box
is automatically transferred to the
purchase order record during the
conversion process, but you can change
it after the purchase order is created.

Receive By

This option determines the manner in
which the invoice will be received:
quantity or amount.

Three Way Match
Required

This check box, if selected, indicates
that a three-way match will be required
for the purchase order that will be
created from this requisition. This check
box does not have any actual effect at
the requisition level. It is intended as a
method of speeding the data entry
process, as the value of the check box is
carried to the created purchase order
when the requisition is converted.

Three way match will require that
the Purchase Order, Purchase
Order Receiving Record and the
Invoice match.

Inspection
Required

This check box is only available if you
selected the Three Way Match Required
check box and adds another level of
matching.

You may skip this field.

By

This box contains the name of the
inspector for the requisition.

You may skip this field.

Project Accounts
Applied

This check box indicates that project
account strings have been applied to the
requisition.

Please uncheck this box unless
your purchase is associated with
an existing project in Munis.

Vendor Information

Vendor

This box identifies the vendor from
whom you are requesting the requisition
items. You can type a vendor number,
or you can click the field help button to
select a vendor.

If the Enforce Bid Defaults check box in
Bid Management Roles is selected, only
awarded vendors can be entered.

The Committed Vendor check box, if
selected, indicates that the vendor is
designated as a sole source for the
commodity. The information in Vendors
provides the default value for this box,
and you cannot change this.

You may enter a portion of the
vendor name in the Vendor Alpha
Field and click accept to search.

£
6% gEmpan ey
% o |

2y Eerowse B
& i‘*-«-i e
Accept Cancel ; Search @QLEW Boider. Add

i O TS

Vendor Alpha [I |
Vendor Name | i

Committed

This check box indicates that the

Requisition Entry
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selected vendor is a commltted vendor
either because of a bid, or a contract.
The check box is automatically selected
or cleared based on the vendor and
commodity code and cannot be
manually updated.

Name

This is the vendor's name, which is
automatically entered based on the
vendor number selected.

PO Mailing

This box identifies the vendor's remit
address to be used for purchase orders.

Delivery Method

This is the desired delivery method for
the completed purchase order.

The default values of these check boxes
are drawn from the vendor record.

The E-Procurement option indicates that
the purchase order will be submitted via
the vendor's online shopping interface.

Remit

This box specifies the address to which
payments should be sent.

The default value is zero if the vendor
does not have any remit addresses on
record; otherwise the default value is
one.

Values are zero or any existing remit
address number for that vendor.

When liquidating a purchase order in the
Invoice Entry program, if the remit
address number is greater than 0, the
remit address entered in this field is the
default value on the invoice.

Shipping Informatio

n

Ship To

This is the location to which the item
should be delivered.

You may select another Ship To
location from the field help.

Email This is the contact email address for the
shipping location.
Reference This is the name to reference on the
vendor's shipping document. You can
enter up fo 30 characters in the box.
Requisition Entry Page 11 of 19
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4. Complete the fi elds on the Terms/Miscellaneous tab.
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Bitto L fae Notiiy originator when converiad fo PO:Contract.
Billto emall i e — } Nofify odginatar of overages.
Special nanding N

Description |
Task

— [Oeamptens— = e Etepr e

Discount % This is the vendor's standard discount You may skip this field.
percent, if applicable.

Freight % This is the percentage of the order that the | You may skip this field.
vendor charges for shipping, if applicable.

Sales Tax % This is the sales tax percent paid to the You may skip this field
vendor.

Use Tax % This is the use tax percent that is paid to You may skip this field.
the state.

Notification

The value of this box determines at what You may skip this field.
expenditure amount notifications are sent
to the requester after the requisition is
converted to a purchase order, and then
liquidated with an invoice. The percentage
is transferred to a purchase order during
the conversion process.

Threshold %

Freight This is the shipping method and terms. You may skip this field.
Method/Terms The default value for this information

displays from the standard methods and
terms identified in the Vendors program for
the selected vendor.

Bill To This is the bill-to code of the department or
location paying for the item.

If the Dept/Loc box has an associated
default bill-to code, it is displayed in this
box, but you can change this.

Bill To Email This is the contact email address for the
billed depariment.

Special Handling | This list identifies special circumstances for
the requisition or purchase order:

Requisition Entry Page 12 of 19



e

o2%,
000
(=3

ler

teshnologies
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* None - No special processing.

+ Confirming - A confirming order, or a
follow-up to a telephone order. This
prints the words Confirming PO on the
purchase order form.

= Print first - Indicates that this requisition
should be printed first once it becomes a
purchase order.

* Prepaid - Indicates that this is a prepaid
requisition.

Miscellaneous

« Normal - Purchase order for specific
goods or services.

= Blanket - A purchase order that is
intended to be used over a long period of
time.

» Dept/Emergency - Purchase order that
must be rushed.

= RFP/Bid - A request for proposal or bid.

Allocation This is the allocation code for general You may skip this field.
ledger distribution. :

Buyer This is the person requesting the item to be
purchased.

Review This list determines the requisition's review | You may skip this field
process.

Type This list identifies the type of requisition:

Purchase Order

This is the number assigned to this
purchase order once converted.

Notify Originator
When Gonverted
to PO

This check box, if selected, directs the
program to send an email to the employee
who entered the requisition that it has been
successfully converted to a purchase
order.

If the Notify Originator When Requisition is
Rejected or Converted to a PO check box
in Department Codes is selected, this
option is selected as well, but you can
change this.

You will find this notification on
your Tyler Dashboard in your
Notification Tile. It will be
labled RCP.

Notify Originator | This check box, if selected, causes the You may skip this field.

of Overages program to notify the requester when a
requisition has liquidations greater than the
specified amount.

Contract

Number This box contains the contract number You may skip this field.
associated with the selected commodity.

Requisition Entry Page 13 of 19
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Description This is the contract description. You may skip this field.
The description is automatically completed
Work Order
Number This box identifies the work order number | You may skip this field.
associated with a contracted service, if
applicable.
Description This is the description of the work order. You may skip this field.
Task This box contains the work order activity You may skip this field.
code.

Click Accept to save the header information. The program displa

screen. You may also continue to the Line ltems screen by tabbi
Miscellaneous section.

ys @ new screen for the Line ltems
ng through the last field in the

Click Add to begin entering the line detail information for your requested line item.
Press Tab to move through the fields. Click Return to return to the header screen.
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Description:

Fiscal Year This box indicates the fiscal year in which the

requisition was entered.
The year is display only.

This value will default from the
header screen.

Number This box displays the requisition number This value will default from the
entered on the main Requisition Entry screen. | header screen.
This number is display only.
Requisition Entry
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Line

This box provides the Etiem;gsequence in the
requisition. This number is assigned by the
program and you cannot change it.

Detail

Quantity

This box specifies the order quantity for a
single line item in the requisition.

The program multiplies the number entered
here by the unit price of the line item to
calculate the net cost.

The default quantity value is 1, but you can
change this.

Commodity

This box identifies the detail (type 4)
commodity code for the item. Press Tab to
leave this box blank if your organization does
not use commodity codes.

You may skip this field.

Inventory ltem

This box specifies the item number.

You may skip this field.

Location

This box indicates the location of the item.

You may skip this field.

Type

This option determines the item type: pick
ticket or purchase order.

Leave this at Purchase Order.

Product ID

This is the product ID of the requested item.

Description

This is an item description.
You can enter up to 210 alphanumeric
characters.

If your site does not use the Bid Management

module, and a commodity that has been defined
as a Bid Item in Commodity Codes is used, this

field is not accessible. The program uses the
default value from the commodity code, which
you can only override if you have been
assigned permission to do so in Requisition
Roles.

Unit Price

This box contains the unit price of the goods
or services specified on the line item.

The program multiplies this amount by the
quantity to calculate the line item total.

For pick ticket lines, the unit price is entered
from Inventory ltems.

The program uses the default value from the
commodity code, which you can only override
if you have been assigned permission to do
50 in Requisition Roles.

uom

This box indicates the unit of measure to be
printed for the line item.

Requisition Entry
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The value of this box does not aﬁect ’{he
calculation of the ltem Total.

Freight This box indicates the freight charge, if You may skip this field.
applicable.

Discount This box identifies the vendor discount for this | You may skip this field.

Percent line item, if applicable.

Credit This box records a trade-in or credit.

When you enter an amount, the program
reduces the line item total by the credit
amount.

You can enter a credit of up to 9,999.99 or
until the line item total is reduced to zero.
This credit prints on the requisition and
resulting purchase order.

Enter reasons for the credit in the Description
box.

Line Item Total | This box displays the total amount for the
current line item.

This amount is display only.

Description This box provides an item description. The
description can contain up to 210
alphanumeric characters.

Click the Add'| Desc Notes button to add more

information.
Miscellaneous
Manufacturer This is the manufacturer of the requested You may skip this field.
item, if applicable.
Manufacturer If a manufacturer has been entered, this is the | You may skip this field.
ltem Number manufacturer's specific item number for the
requested item.
Vendor This box identifies the vendor from which to You may skip this field.
order the commodity.
PO Mailing Identifies the specific vendor ma[hng address
to which to submit the resulting purchase
order.
Delivery This is the delivery method to use when This will default from the vendor
Method delivering the purchase order created from the | file.
requisition.
Remit This is the remit address for the record.
Vendor ltem This is the vendor’s specific item number for You may skip this field.
Number the requested item, if applicable.
1099 Box This list specifies the 1099 Box code.

If the 1099 Default box for the Object Code
segment the Chart of Account Segments

Requisition Entry Page 16 0f 19
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program has been completed the program
completes the value.

If the 1099 Default box in the Chart of Account
Segments program is blank, the default value

for this box displays from the Vendors
program.

Bid

This box identifies the bid number, if
applicable. To update bid details, including the
commodity, click the folder button to open the
Create Bid Master program.

If the Enforce Bid Defaults check box in Bid
Management Roles program is selected, any
information previously entered on the bid
(such as unit price or discount) cannot be
changed.

Dept/Loc

This box indicates the department/location
code of the requesting department.

The default value is entered according to the
department code associated with your user
ID, but you can change this if you are
authorized fo order items for more than one
department.

If the department code is changed while
adding or updating a requisition, the program
displays a replacement confirmation
message. Click Yes to replace the current
data with the new department's defaults.

Required By

This box specifies the date by which the
goods or services in this requisition are
needed.

Requested By

This box contains the user ID of the person
who requested the item.
The value of this box must be a Munis user.

Receipt
Notification To

This box contains the Munis user ID of the
individual to notify when the item is received.

Employee

This is the employee to which the inventory
item should be issued.

You may skip this field.

Fixed Asset

This list indicates if the item is a fixed asset
(Y), a master fixed asset (M), or not a fixed
asset (N).

You may skip this field.

WO Number

This box specifies a work order number,
which is applicable only if the line detail item
is for a work order. The program automatically
allocates the line detail to the work order.
Work order numbers apply if your organization
uses Munis Work Order, Fleet and Facilities.

You may skip this field.

Requisition Entry
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WO Task

This box indicates“t'_hé-té'éll{‘ésag froﬁ the .

associated work order.
Work order tasks apply if your organization
uses Munis Work Order, Fleet and Facilities.

You may s}{ip thlsﬁéld

Risk Claim

If the requisition is associated with a risk
management claim, this box contains the risk
claim number.

Click the folder button to view the risk claim
record.

You may skip this field.

Notify Buyer

This check box, if selected, directs the
program to notify the buyer when the item is
received.

To use the notification functionality, there
must be an accurate email address in the E-
mail Address box in User Attributes.

Once you have entered the required line detail information, press Tab to move to the GL Allocation

section on the Line Detail screen. This section contains the general ledger expense accounts that are
to be charged for the specific line items.

GL Account Number

(Field = |Descripion .| ESASD
Seq This box displays is the sequence
number assigned to the line item
by the program.
Project Account This box contains the project
account number, if applicable.
Account Type and The account type Expense will You may use the field help button to

default. The next box provides the
account number of the general
ledger account for the requisition.
The program completes the
account description when you
enter an account number.

locate the appropriate account.

Percent

This box indicates the percentage
of the total requisition amount that
is allocated to this account.

Amount

This box contains the total value of
the items. _

This calculation assumes the cost
of the line item is being allocated
to a single expense account.
Adjust this to distribute the cost
over multiple allocation lines (for
example, expense accounts), if
desired, but the total of the
allocation lines must equal the line
item fotal.

Requisition Entry
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PA Bud This box indicates the project
account status for the line item, if
applicable.
GL Bud This box indicates the budget

status for the line item. A budget
allocation code of A indicates that
the line item is approved,
regardless-of budget level. A value
of U indicates that the account is
under budget.

11.

12.

13.

14.

Enter the general ledger expense accounts to which to charge the item. You can either type
account number or click the field help button in each box to select the appropriate account.

To allocate the line item amount to more than one general ledger account, enter the amount to
expense to the first general ledger expense account, and then press Tab to move through the
remaining fields for the current line, and then to the next account line, where you can enter another

expense account and amount. Repeat these steps as many times as needed, until the total amount
allocated to expense accounts equals the total cost for the line item.

When all general ledger accounts are added, click Accept to save the detail.

. Ifyou have additional items to order, click Add on the ribbon of the Line Items screen and repeat

the process for each item that you add to the requisition.

Once you have completed adding all of your requested items, click Return on the ribbon to return to
the main Requisition Entry screen.

You may toggle between the main Requisition Entry screen and the Line ltems screen by using the

Return button (on the Line ltems screen) and/or clicking on Line Items (on the ribbon of the
Requisition Entry screen).

From the Requisition Entry screen click the Release option to submit the requisition and initiate the
approval process.

Once you have released the requisition for approval, you will be able to view the requisition, but will
not be able to make any further changes to it unless it is rejected through the approval process.
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Requisition Approval
Objective

This document provides instruction for approving released requisitions. It is intended for personnel
responsible for approving requisitions.

Overview

The Workflow Approvals web part, in conjunction with the Workflow business rules, establishes an
electronic approval process for requisitions. When a requisition is released in Munis, the requisition is
submitted to an approval process. The requisition must be approved by all necessary approvers in

order for it fo be converted into a purchase order or contract. This document describes the approval
process using the Workflow Approvals web part. '

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Munis system.

Confirm the following:

* Requisitions have been completed and released.

*  Workflow business rules are established.

* You are included in the Workflow User Attributes program as an approver.

* You have access to the Workflow Approvals web part from the Tyler Dashboard.

Requisition Approval Page 1 of 4



Purchase Order Requisition Approval

Select Financials>Purchasing>Purchase Order Processing>Requisition Approvals

B

[l or,

!il‘.l_:;_.ﬁu,--:'-‘ R e ey

> Favorites

v Finandals
» A, General Ledger Menu
> B.BudgetProcessing
¥ C. Purchasing
> A, Setup
¥ B. Purchase Order Processing
A. Item Order Form Requests

B. Requisitions
C. Requisition Entry

. Reauisiion Approvals.

E. Requisition Conversion
F. Requisition Import

G. Requisition Export

H. Purchase Order Entry

I, Purchase Order Approvals

3. Print Purchase Orders

K. Purchase Order Change Orders
L. Purchase Order Receiving

M. Purchase Order Quick Receipt

N. Purchase Order Receiving Import

O. Purchase Order Import
P. Purge Purchase Orders
Q. Purge Reguisitions

? R, Purchase Order Site Spedfic

Click “Select”

20 2

My Ffle Edit Tools Help

2N,

LB QAEEBFEFNCLER BEEO U

i ode Req ¥ Process  Enteredby -Deg
00001276 REQ 2066vyed MEL

2022 00001411 REQ 2066rmem EPC
2022 00001416 REQ 2066amad NOV
2022 00001417 REQ 2066rcha HO
2022 00001418 REQ 2066dasc Key
2022 00001418 REQ 2066dasc Sup
2022 (00001421 REQ 2066dasc Sup
2022 00001422 REQ 2066pdah 4T
2022 00001423 REQ 2066pdah 5-!
2022 00001424 REQ 2066pdah VAR

Requisition

Approval
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For each requisition, using the dropdown under “Code” select either Approve , Reject,
or Hold

My File Edit Tools Help
Q0 sam

BRI

Year Req # ?Process

2022) 00001416 REQ

| 2022, 00001417 REQ

202 oooommReQ

) 202 00001415 REQ

Button >~ [Descripion =
Approve Identifies the record as approved, and sends notification to the next
approver in sequence.

Reject Rejects the item. You must enter a rejection reason. The program
notifies the originator of the rejection and reason. The originator
determines the next course of action (alteration and resubmission or
deletion).

Hold Retains an item in your approval queue for additional review. It will -
remain here until further action is taken.

Once all the requisitions have a code selected click “Accept” &

My File Edit Tools Help

80 2B =B +EX &@REE

i E{'ﬁ: 5

| Code : 'ﬁ"x—:-arf Req# Proce:
Approve | 2022 DOOD1258 (REQ

w Requisiions |

Approve 2022, 00001276 REQ
Approve 20720 ODOOI4LL REQ.
Approve  2022. 00001416 REQ
Approve | 2022 00001417 REQ

Approve 2022 0OD01418 REQ

Approve . 2022 00001419 REQ
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Click “Process”

My Fle Edit Tools Help

20 :ma

E B 8/0F

2022
2022
2022
2022
2022
2022
2022

00001276 REQ
00001411 REQ

00001416 REQ -

00001417 REQ
00001418 REQ
00001419 REQ
00001421 REQ
00001422 REQ
00001423 REQ

Req # Process

 2066pdah
- 2066pdah

;Dest

Sup;

4TH

5-¢

Once all records are processed there should be no remaining requisitions no the screen

My Fle Edit Tools Help

EREBEDE U

| Code . Year

S0 LB AEE+EX SR

Req £ 'Process ‘Entered by

Dest

Requisition Approval
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Purchase Order Change Orders
Objective

This document provides instructions on how to process a purchase order change order using the
Purchase Order Change Orders program.

Overview
This program allows users to process PO change orders. A purchase order change order allows for

change requests to be made with workflow approvals. The changes are not reflected on the purchase
order until approved.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Munis system.

Confirm the following:

* The Allow Workflow in PO Change Orders check box is selected in the Purchase Order Settings
program.

Purchase Order Change Orders Page 1 of 8



Purchase Order Changes
From Munis Application Menu

1. Select Financials> Purchasing > Purchase Order Processing > Purchase Order
Change Orders

> A Ganerai Ledger Menu
> &&dget?mcessng
¥ C. Purthasng
> A.Sékp
™ B, Purchase Order Processing
A Ttem Crder Form Requests
E. Requisitions
C. Requlsitm Enh'y
D. Requisition Aporovals
E: Reqws:bmﬂﬂmetscn
Reqwﬁun]nmrt
& Reqisition | E':q:nrt
H, Purchase Order Entry
I Pur:hase Drdar Appravals
3. Pm['. Purd‘zae Orders

2. Click “Search” Q' to find the purchase order to change

My Fle Edit TcoTs Heip

ER EEEE UEDN w080

LoCurent dext Peiod [ ] Bayer | :

{E} Three way match required
{%" Inspection raquired
© i General desaiption i " =
1 P e Recsive By Quanfty ™ Amount

. B [Breowng™ 7] [ B ]

3. Enter the PO number and Fiscal Year of the PO to be modified.

4. Click "Accept” & to display the selected purchase order.
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5. Click “update” & tomake changes to the PO Header

My Fle Edit Tools Help

0@ $ By @ Qi"T. -§=mX BE@.I% .@ @J?E’x‘; xﬁi}l@

¢ iMext period  [od] Buyer §3°jpése b ra A
i meewaymatchreqwed

i Inspection required
; Inspector R
| Receive By '@ Quanfity T A

6. Click “Accept” & to save your changes.

7. Click on the “Line ltems” button to display the line item detail screen.

My Fle Edit Took Help

X218 Q&QB.?? X@&E%l @J%?& Q@@

' Next  Period E[ Buyer Lmﬁépage S ot B
‘I?sreemaymatd'lremd
= {1 Inspection required
e i S—
el Serdces 0009 - - ] Receive By e Quantity A

| B

8. Click “update” B 1o edit the line item.

9. Enter the Year/ Period / Effective Date / Description for the change being made
Line ltems

My FEle Edit Tools Help

5@@“" BB QE @'7‘ ?K %VQI% l@l' BN E;U.@

Period . Effed:veDate osm{m@ | FsclYesr [(2021] Mumber [
iption | pri d":ange| i Vender 95933(PLU.LMAN &COMLE’ LLC)

] ‘Contrac't

 Pricng -Detai

Current New Commadity
- Quantity ke l Triventary Tem
UritPrice - | 23,000.00000] | G 6 0
_ T ezt !
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10.Click “Accept” € to save the journal information

. Make changes to quantity,
amount, or account lines as needed.
B3 Lineltems
P;‘l}f He Edt Tools Help

- O
(00 édiﬁ.c\ @ﬁf:\f){%ﬂ.%@ﬁﬂﬁll @%ﬁ*x}-ﬁl@ L
; ‘“EW'EH mﬂj *MM@E D2t ‘Mumber |
‘ﬁmmmmm 2 o mal emmmmmm
B I . Detad e bt g B i
. Quantity o] . T b, P =
b ueedee © [ as000.00000) 27,000.00000] - :::g:j . Z ‘
Sl oaess o [ - 23,000.00] R T A e e R S
i 3 S 2K - "Descripton . |eond Tssuance P
. Fréight L o] o] i
f;&Mw.m”fj;nm___{‘ ' Y
HE 3 . 0.00) o] %
= "~ 23,000.00] ~_zo00] |
s phr e
éu@m fﬁ.@ . :
Cancelled Restore ' -

Seq Org " Obj Proj Desmphon "
130100000 sewso {BOND ISSUE BXPENSE
P

11.Click “Accept” & 1o save your changes.

12.Close the line item screen once all changes are made and accepted
3 Line Items
My FHe Edt Tooks Hep

@O taBqQEE + %qalal @J%?\xﬂ@@
- = 2 -Jul.maIInfom;ahun 2 Purchase Order
contract e helpl  vear Pesiod @ Effective Date " FiscalYear . [ 251 Nunber- tine [ 73]
' DﬁmpbonL change ] Vendor  95583(PULLMAN & COMLEY, LLC)
Pz ) Contract .
pricng - - : : Deti . e :
13.0nce you return to the PO Header Screen you can verify that the Change Order
status is now C-Created.
9@ B Q --}- X @@l% EEEE RN w0@e
= 7 ::t"':; % ;;‘5 ::::.’t rext Peiod  [os] Buyer __5“*9" ; Qrigna! SE:"H
T mds =—m .7 Trvee ay match regered > L» Chenga Orcer [C-Created Li I
Inspacor i E e
_| Receiva By < Quantty . Ampunt

"
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14.Click on the “Release” button 1o release the changes and move the change order

into the workflow process for approvals.

I!?E‘eﬁﬁtmu#h

Q@%m%Q@@TQXEQIﬁE@IE@FWQQEG

:

2010 ES] 2010
E 3 Curent

Professional Servicas - Oct202 3
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Stabg

+ Orignal 8-Printed =
{7 Theee way match requred >> % Change Orcer
"‘trspedmreqwad
il e = R
# S e

15 Verffy that the Change Order status is now P- Pending.
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> | ©- change Order E '

Entered
st
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Purchase Order Change Orders
Objective

This document provides instructions on how to process a purchase order change order using the
Purchase Order Change Orders program.

Overview

This program allows users fo process PO change orders. A purchase order change order allows for

change requests to be made with workflow approvals. The changes are not reflected on the purchase
order until approved.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Munis system.

Confirm the following:

* The Allow Workflow in PO Change Orders check box is selected in the Purchase Order Settings
program.

Purchase Order Change Orders Page 6 of 8
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Procedure
The purchase order change order process includes cancelling and closing purchase orders.

Changing a Purchase Order
To enter a change order:

1.

Open the Purchase Order Change Orders program.
Purchasing > Purchase Order Processing > Purchase Order Change Orders

Click Search on the ribbon and enter the PO number and Fiscal Year of the PO to be modified.

Click Accept.

The program displays the selected purchase order. The status for the Change Order option is N-
None.

N R — Purchase Order Change Ordlers - Munis a U x
T ihoME ’ TN

@) @Q Fovowae =§# @ ?jnﬂm @ %Tmﬁle; Bwere

Accept Cancal | Search Q“’*'YE“'H“; rd vpame CoGemt T Beor (BE ey i
. H ~# Cuplicna © R Previe | {3 schesule -

Adlions : . Outut i . Office

702 Buyer]
O Project accounts appried
O Threa way maich requirea
O Inspection required

Inspector i e g ]

Recelve By @ quantty O Amount

s '!:m»fn i- S—
Click Update on the ribbon to make any required changes on the PO header screen.
Click Accept to save the changes.

Click the Line Detail option on the ribbon to update the details.
The program displays the Line Detail screen.

Purchase Order Change Orders Page 7 of 8



o tyler
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Vendor - 1057 (SHERWIN WILLIAMS)
Conlract :

Flscal Year; 2006) MNumber [ 2 Lne T

technologies
"-:5"- S Purthase Ordar Change Ordars - Munis > Purehase Order Desal Q7 x
HOME

& OO B . m X retta R BWed | §, e ok
@ @q .I?;l«eﬂ“ el _ﬁ" ;\Dele:e :u-tmz: e Ewe ﬂji L}L‘-ﬁ‘-f 3 e @
Accegt Cancel Searcn G Advncag= | B Updsie - Sisbst =0 BHROR o Damat Lty ey EEMsgiage | S -

i (& Query Buildar | & Cuplicata | B Prview [ schacute | Do A

Joumal Information
Year L. j Perod [~ EffeciveDale |

CURRENT NEW Commeaty T o - E

1 E . 1000-1-135-000-00-00-000D-0-546d,

i | Dessipgen LT A
- OFFICE SUFFLIES

Quantty i 1.00, T | Inventary ltam ks
Unit pce 12.00000; | Item Location

Preduct 1D
GROSS T 1200 | - !
Freight A0 | =
Disc% L0 [ 1
Credit a0
TOTAL Z 1200, Hou

'Vendor flem number

1089 box

Manufacturer

- - - fem number

Liquidated ] 080 Medify Bid -

DeptLoc
Cancelled L. 1200 Bestore Requested by
Open T ——om Required by ST

e o R [J Motify Buyer
[ sspmma=es o

Risk cizim i I

-Seq - {T. ~accomnt .- :

K < Tof2 > , ‘ '
7. Click Update and make changes to the quantity, amount, or account lines as needed.
Click Accept to save the changes.
Click Return on the ribbon to return to the PO Header screen.
The Change Order status is C-Created.
) _— Purchase Oraer Change Orders - Munis a § 7 x
?'t HOME

B O B A, BF MDaw Rtesne 27 @vies
@2 Q T 2

i E - - = E @J
Accept Cocel Search B ey s © et~ - Lo e BB

? ENotes BRAudt - Line Detal
i Nt T Ruplink- . Notas

Searcn ot oapm-m i Esenecte’ D Aot Profet Summary
—— 7 . Deke Tecls Menu
| FBE | Temsiiscaianequs | -UserDeined |

= CENTRAL OFFICE

Buyer lmunis__ T
[l Praject accounts appied
] Three vay malch required
[ inspection recuirsg
Inspecior

Recave iy Oouny ®anom

»» | @ Change Order
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Action
Item #
1.1 Consider outsourcing Payroll and Benefits administration 7/1/2021 Completed
1.2 Create and fill the position of Benefits administration 7172021 Completed
Reorganize Department structure and assign separate
individuals to the duties of Human Resource administrator o
13 and Director of Personnel and Labor Relaticns Completed
» o5 (5
1.4 Fill Directors position 10/18/2021 Completed
1.5 Create a position of Human Resource Generalist 7/1/2021 Completed
Position posted; Interviews conducted - no strong candidate
1.6 Fill Human Resource Generalist position Director 10/1/21 identified. (job desc. Modification recommended)
Dedicated position required; payroll cannot be combined with
Benefits administration due to demands frequirements of both
1.7 Create and fill the position of Payroll Specialist. Director 5/1/22 reponsibilities.

Conn. Partnership Plane offers a Health Enhancement
Program {HEP), a limited wellness program, but yet to be fully
activated, HEP Education components are currently promoted

Director, H.R.
Generalist, Office through regulare newsletler issues. Plan is to aclivate and
2.1 Implement Wellness Program Asst, 6/30/22 promote program for maximum integration,
Director, H.R.
Generalist, Office Will complement HEP with in house program to meet other
2.2 Expand and Enhance State H.E.P. Asst. 12/31/22 employee health needs not provided by HEP.
Director,
Enhance benefit management oversight and employee Payroll/Benefits Development to begin once Coordinator can ensure her
23 advisary services Coordinator 71123 availability for this function.

—

Requires additonal
headcount; new
position requested



3.1

Audit of Immigration (1-9) forms for active employees.

Personnel Director

12/31/20

Completed and Reviewed. All forms were extracted from the
individual employee files and relocated to separate repository
binders.

3.2

Move Personnel files to a centralized and secure location,

Personnel Director

12/31/20

Completed and Reviewed. Personnel files are secured in
locked cabinets.

3.3

Audit Personnel files for appropriate document filing.

Personnel Director

S12/31/20. v

Completed and Reviewed. The following documents and/or
records were purged from Personnel files and relocated:
employees' medical history, status, etc,; medical leave, FMLA-
related, workers' compensation; child support/garnishments;
Affirmative Action self identification of race, gender, disabllity
and veteran status.

3.4

Enhancing Recruitment Efforts

Perscnnel Director

KE S w R

In Progress

Utilizing job posting sites beyond Indeed.com. For each
vacancy, caordinating a targeted advertising Plan (assoxlation
related, CCM, etc.) fo attract job specific disciplines. Utilizing
ADP Recruitment Portal to include "disqualifying questions" to
eliminate non-gualified applicants,

35

Update Hire/Offer letters to comply with workplace
standards

Personnel Director

12/31/20

Completed and Reviewed. New hire package includes an
acceptance letter for new hires. An "Employment Acceptance
Agreement" is included which includes job-specific information
such as work schedule, start date, salary benefits, union
affiliation, probationary period, and Employee Handbook of
COWH policies and procedures. Employee signature is
required upon acceptance, Employees changing positions
recelve a letler documenting job specific information.

3.6

Exit Interviews with terminating employees

Personnel Director

2/1/22
or first termination

Part 1: Exit interview format created (Completed).

Part 2: Begin offeting terminated employees Invitation to meet
with Personnel Director to discuss feedback prior to leaving.
Will be initiated with next termination.

3.7

Labor Relations Strategies

Personnel Director

In Progress

1. Reinforce management rights across all labor contracts, 2.
Re-evaluate past praclices approach in resolving labor issues.




| Actioh

Revlewed, revised and completed Dec 31st, 2020, Notices
posted in all locations and added to application forms; City of
West Haven website has been updated to include the ANEEQ
verbage. Electronic and paper Employment Applications have
been expanded to Include disclosure, authorization sign-off for

Employment Application Compliance - AA/EEQ Personnel Director & background test, pre-employment drug testing, and credit
4.1 Statements Staff 12/31/20 background.

Reviewed, revised and completed Dec 31st, 2020, On-line
Employment Application Forms have been updated with Fair
Credit Reporting

Employment Application Compliance - Falr Credit Personnel Direclor &
4.2 Reporting Act Form Staff 12/31/20

Reviewed and completed, On-line training application
launched and communicated to all employees as a required
tralning to complete. Completion of 2-hour course will
generate a Certificate of Completion which Is collected by
Personnel and filed. Training is conducted on an ongoing

4.3 Sexual Harassment Tralning Personnel Director 6/30/21 basis and required.,




| Action
Item #

Expand on Recruitment Portal usage fo ensure accurate

Personnel Director &

External postings include link for applicants to completa
employment application within ADP Portal. Additional
functionality to be determined.

1.1 applicant tracking Staff In Progress

Payroll 7 Benefits

Coord. and Personnel | Contingent on release of |Time & Attendance phone App. - Version |l - reduced distance
1.2 Launch ADP Vers, Il of time and attendance application | Dir. Version Il from ADP  [radius from work site.

Doln_:@

Organizationat
Develop a standardized format for Performance Development recrultment of new Development of format contingent on addition of Organization
2.1 Assessment/Management Specialist position Development Specialist
FY 2023 Framework will identify key positions, existing benchstrength;
Organizational Contingent on funding and (internal talent demonstrating greater capability for growth and
Development recruitment of new development; documentation of action plans. Ongoing
2.2 Design a Succession Planning Framework Specialist position monitaring of progress.
FY 2023 Key steps and common practices will bs identified to
Organizational Contingent on funding and|assimilate new hires to the organization. Personnel Dir.,
Development recruitment of new Personnel Staff, and hiring managers will sign-off checklist for
2.3 New Employee Onboarding Program Speclalist position orlentation steps completed.
FY 2023
Organizational Contingent on funding and
Development recrultment of new Conduct assessment of training needed in areas such as
2.4 Inservice Training and Professional Development Specialist position Supervisory Skills, Project Management, etc. L

3.1

Identify goals, objectives and performance measures for
Personnel Staff

Personnel Staff & Dir,

711/22

Begin development and plan o Incorporate In FY '23 budget to

clarify objectives,

expectations, and performance metrics.

3.2

Review and update Personnel policies and procedures.

Personnel Staff & Dir.

9/30/22

In Progress.

Requires
additional
headcount
Organization
Development
Specialist



INFORMATION
TECHNOLOGY
ACTION PLAN



S Qh\g‘—ll
g?mg o

Initiative: Information Technology Upgrades

Condition: The city of West Haven Windows Setvers, SAN, emall, firewalls, network switches are outdated and should be upgraded for security reasons. | recommend doing this in stages.
Solution: Implement new IT stack. Upgrade all legacy servers. Migrate from office exchange 2010 to 0365, Improve IT security. Develop a Disaster Recovery plan. Resolve all network issues and upgrade the

network & computers on windows 7.

..z.mm_ua:.m?_m Party o e estone Date.

Action Item

Status

Implement Nutanik. AHV Virtualization

Order Nutanix Hyperconverge Server (pre-requisite for upgrading

1.1 Windows servers) Jumaine 6/10/21 Complete
1.2 Sign Microsoft EA agreement Jumaine 6/30/21 Complete
1.3 Purchase Datacenter Server 2019 Jumaine 6/30/21 Complete
1.4 Standup and configure Nutanix solution Jumaine, George, Nutanix 7/10/21 Complete
1.5 Configure networks on Nutanix Jumalne,George, Nutanix 7/10/21 Complete
1.6 Install MS DataCenter server on Nutanix cluster Jumaine,George 7/10/21 Complete
17 Migrate Domain Controller to server Jumalne,George, PerlmeterWatch 7/10/21 Complete
" Jumalne Aafgfor T T .. Complete
2.2 Jumaine/Dell 11/17/21 Complete
23 Stand up domain controller in Azure cloud Jumaine/PerimeterWatch 11/22/21 Complete
24 Migrate users e-mails to Office 365 George, Jumaine, PerimeterWatch 1/13/22 Complete

1/28/2022 'In - progress’ men.ﬁo ,_“m<_wm,mnvr.n.mn: to migrating

2.5 Migrate users map drives Into 0365 One Drive George, Jumaine, PerimeterWatch Rev, 2/28/22 departmentsinbatches, . - ¢

AT m..,om__.mm.w. I 3»,2,_ to ms‘:n:..mqu% and ‘wait until

2.6 Migrate Dept Drive into Microsoft Sharepoint George, Jumaine, PerimeterWatch 1/28/2022 Rev. Date 3/4/22 i OneDrive Migration Is completed 2/28/22 .
2.7 Deploy Office 365/Train users Jumalne, George 1/10/22 Complete




Updateall.outdated'servers to,Windows 2019

Migrate and upgrade 2003 and 2008 servers to 2019 on Nutanix

6/30/22

In - progress

3.1 platform Department Heads, Jumaine, George
32 De-commission non-production servers Jumaine, George 11/20/21 Complete
33 Development, testing, training Jumalne, George 1/10/22 Complete
3.4 System analysis redesign Jumaine, George 11/15/21 Complete
.U_mumnm....:mno<m_.<\u:u__..mmm‘..uo..#_:_..__»<.1_m.= | ;
4.1 Meet with Back HYCU/ Backup Solution for Nutanix and 0365 Jumalne, George,COW 12/3/21 Complete
4.2 Setup Call with GoogleCloud for Backup Solution Jumaine,George,CDW 12/15/21 Complete
43 Sign cloud storage Agreement with Cloud Google Jumaine 12/20/21 Complete
4.4 Meet with Druva/ Backup Solution for Nutanix and 0365 Jumaine,George -~ 10/20/21 Complete
4,5 Setup HYCU Agent on Nutanlix Node to Backup to MS Azure Cloud HYCU, Jumalne, George 2/28/22
4.6 Setup HYCU Agent on physical Servers to backup to MS Azure Cloud HYCU, Jumaine, George 2/28/22
4.7 Configure HYCU with Microsoft Office 365 for all backup HYCU, Jumalne, George 2/28/22
4.8 Configure HYCU to talk with Google Cloud for all Backups HYCU, Jumaine, George 12/17/21 Complete
Pending Est cost upon resources needed,
This is contingent upon the availability of additional
Test Disaster Rovery/ Business Continuity Solution Jumalne,George 6/30/22 financial resources and network support,
"Upgrade Windows operating system to MS Windows 10 Al -
5.1 Need budget to replace all outdated computers to Win10 Jumaine 6/30/22 In-progress. Pending budget availability,
Pending available finances in order to purchase
5.2 Vulnerability assessment and penetration testing PerimeterWatch 6/30/22 equipment needed to redesigned network.




6.1 Work with software vendors for supported requirements Jumaine, George 9/30/21 Complete
6.2 Carve out virutal machines base on hardware requirments Jumalne, George 6/30/22 In-progress
Policy Decislon/ Pending approval of FY 23 budget
Jumaine, PerimeterWatch 10/20/22 request to implement SIEM Solution.

P : .
...Miscellaneous

8.1

Pilot Duo 2FA authenticatlon setup

Duo, Jumaine, George, CDW

2/28/22

Pending Vendor Availa

8.1B

Deploy Duo to participating users

Jumalne, George,COW

3/1/22

i

Personnel

IT NETWORK, SECURITY ENGINEER

__ TR

Laplop + Docking Stations $35,000
Core Network switches $75,000
Everything listed in this section represents
Firewalls 445,000 our
Wireless AccessPoints $10,000 Equipment needs and cost
this will need to be approved by mayor and
IP PHONE $60,000 Council and will
Security Cameras $25,000 proceed in the fiscal 23 budget deliberations
APC Smart UPS $6,845.00
Confrence Rooms Technology Upgrades {Mayor Chambers + 3FI
conf + Harrient North $190,000
Security Maglock System $15,000
$461,845

Total FY23 $461,845
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Department of Finance

City of West Haven
355 Main Street
West Haven, Connecticut 06516

Frank M. Cieplinski
Finance Direcior

1896-1968

2/17/2022

To: MARB West Haven Subcommittee
Subject: Procurement Initiative

Committee Members,

This is to serve as an update on the procurement initiative developed by the City of West Haven. The
new procedures manual has been completed and distributed to the Department Heads along with a
copy of the City’s procurement ordinance and MUNIS purchasing process training pages showing

step by step instructions for various tasks. As we continue to refine where needed those changes will
be communicated to the staff.

The City’s procurement consultant has drafted recommended changes to the ordinance and a
subsequent request has been made to have the document be revised to show the redline changes to

the original ordinance. Once that is complete it will be forwarded to Corporation Counsel for review
and then to the City Council for discussion and ratification.

Training has begun with the department heads reinforcing the benefit and importance of the changes,
outlining their responsibilities and how the new process will function. Staff have been generally
receptive, and response has been positive leading to meaningful discussions. I am very pleased to

report that already people are reachine out daily to our consultant aski g for cuidance and
clarification.

The City met with candidates for the recently created position of Procurement Director and after
multiple interview rounds we have extended an offer and are awaiting a response. Once the new
Procurement Director is in place, he will begin the process of finding and hiring a procurement buyer.
Additionally, the new Junior Financial Analyst will start on 2/23 which allows our Accounts Payable
Analyst to begin the transition process and move full time into the A/P Tole.

The next steps will be to develop reports and metrics to help evaluate and control the effectiveness of
and compliance with the process as we move forward. For example, discipline within the AP process,
making sure accurate invoice dates are entered will allow us to identify any requisitions and purchase

orders created after or suspiciously close to the invoice date.

Respectfully,

Frank M. Cieplinski
Finance Director
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CITY OF WEST HAVEN PURCHASING PROCEDURE MANUAL

INTRODUCTION

This Purchasing Procedure Manualis intended to provide City Staff with a comprehensive
document of information and guidelines to facilitate the acquisition of all goods, services and
equipmentneededto supportthe operation of the governmentand thatmustbe followed in

the exercise of any such acquisition by any City staff me mber.

The City of West Haven’s procurement of goods, servicesand equipment is governed by local
ordinance, state statute and federal regulations and should also be designed to ensure that the
systemfollows best practices in the purchasing profession. The se “best practices” consist of the
following components: transpare ncy; open and competitive conditions; assurances of
acquisitions of highest quality goods, services and equipment; aclearly established procurement
process; lowest possible cost acquisitions; and a financial process structure that ensures
thorough financial controls and strong checks and balances. This manualis also designedto

ensure consistency, uniformity, equity and efficie ncy inall purchasing activities.

This Purchasing Procedure Manualis augmented by two addendum to supportand complement

the information in this manual and consists of:

s The Accounts Payable/ Munis Purchasing Process Guidelines (Addendum A)

e The City of WestHaven purchasing ordinance (Addendum B)
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I1. OVERVIEW

The City of WestHaven’s code, section 42-2 statesthat “The [Purchasing] Agentshall have the
powerand it shall be his duty to purchase or contract forall suppliesand contractual services
needed by any using agency which derivesits support, wholly or in part, from the City.” No
exceptions. No purchases may be made by City agencies than through the Finance Department.

Anyemployee who violatesthis provision may be personally liable for the amount of the

unauthorized purchase. Additionally and as stated in the Accounts Payable/Munis Purchasing

Process Guidelines:

1. The procurementofall goodsand services and equipmentshall originate as a purchase
requisition through the Munis purchasing systemand must be created prior to the
commitmentofthe purchase.

2. TheCity’s previousvoucher systemisno longeran acceptable means of acquisition.

3. Intheeventofan emergency wherethe requisition process cannot be utilized there is an

explanation of how the se situations will be handled in a later section of this manual.
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1.

FINANCIAL CATEGORIES OF PURCHASES

The acquisition of goods, servicesand equipmentassociated with the ongoing dayto day
operation of the governmentcan range from recurring needsto infrequentorone time
utilization of services, ongoing leases, rentals and other continuing contractural obligations.

The value of the obligation will fall into one of the categoriesbelow and be procured

accordingly:

A. PurchasesunderS$2,500. Purchasesthat are lessthan $2,500 may be purchased by the

Department Head. Competitive pricingis not required butshall be used when practical.

B. Purchases of $2,500-59,999. Departmentsshallobtainthree(3)writtencompetitive

quotations. The Purchasing department can help facilitate this if necessary.

C. Purchasesthatare at least $10,000. Purchases of $10,000 or more require a formal

competitive process, whetheritis a bid or a RequestforProposal (RFP). This processis

outlinedin Section VIl Of this manual.
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V.

RESPONSIBILITIES OF DEPARTM ENTS

Departments are charged with the following responsibilitiesin the purchasing process:

A.

To anticipate requirements sufficiently in advance to allow adequatetime to obtain
goodsin accordance with the best purchasing practices identified in this manual.

To communicate and coordinate purchases within theirown departmentand the
Purchasing Department.

To provide detailed, accurate specifications to ensure goods obtained are consistent
with requirementsand expectations.

To prepare requisitions in accordance with instructions so as to minimize the processing
effort.

To inform the Purchasing Department of any vendor relations problems, shipping
problems (i.e. damaged goods, late delivery, wrong items delivered, incorrect quantity
delivered, etc.) verbally and in writing, and any situations which could affectthe
purchasing function.

To minimize urgentand sole source purchasesand to provide written documentation

whensuch purchases may be necessary and in accordance with the guidelinesin this

manual.

- Toassist the Purchasing Department with the review of all bids received forcompliance

with specifications, and provide the Purchasing Department with written
documentation regarding theirfindings, as outlined in this manual.

To not “split” ordersforthe purpose of avoiding procurement requirements, such as bid
limits.

To insure that sufficient funds existin the account being charged, and if not follow the
process explained inthis manual and/or the addendum A, accounts Payable/Munis

Purchasing Process Guidelines.

Ensure that the acquisition is chargedto the appropriate account numberdesignated for

this description of the purchase.

Provide justification for the appropriateness and need of the goods and services

requested.
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L. Explain the reason for the quantity, unit cost, and total cost of the goods and services

requested.
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V. NATUREAND TYPE OF PURCHASES

A. General Acquisition of Goods and Services

These are the basic and mostfrequenttype of acquisition, providing the

suppliesand equipment supporting the ongoing operating needs of the

government.

B. Contractual Services

Includesall telephone, gas, electric, water, light and powerservices; cleaning
service; insurance; lease for all grounds, buildings, offices or otherspaces
required by the use of an agency; and the rental, repair or maintenance of

equipment, machinery and other City-owned personal property, etc.
C. Professional Services

Servicesrequiring the furnishing of judgement, expertise, design, advice or
effort by persons otherthan City employees, not involving the delivery of a
specificend or product defined by bid specifications. This shall include

consulting, professional, legal, financial, personal and technical services, etc.
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VI.

CLASSIFICATION OF FORMS AND STEPS IN THE MUNIS REQUISITION PROCESS

The classification of forms and stepsin the MUNIS requisition process is explainedinthe
Accounts Payable/ Munis Purchasing Process Guidelines, whichis a separate partof this
purchasing procedure manualidentified as Addendum “A”.Itis designedto guide a user
through the stepsin the electronic purchasing process while also including screen photos of
the software documentto provide visual recognition for the user. These Addendum “A”
guidelines also summarize various terms and categories of activities while also referencing
this Purchasing Procedure Manual which is designed to provide additional information on

thoseitems or processesto further clarify each. These terms and categoriesare listed

below.

A. Purchase Requisition

The purchase requisition (PR) is the first stepin the procurement process for any
departmentneedinggoods or services. The electronic PR formis accessed by departments
through the Munis accounting system. The PR must contain all pertinentinformation that is
necessary forthe order to be placed and is identified in the Accounts Payable/ Munis
Purchasing Process guidelines. When a requisitionis entered by the department, MUNIS
checksthe budget for fund availability. Once the requisition is approved atall levels, it
becomesavailable for buyer processing by Pu rchasing Dept. staff. The approved purchase
requisition authorizes the Purchasing Dept. to purchase the materials, equipmentor
servicesin accordance with established purchasing procedures, using fundsfromthe
requestingdepartment’s budget. Purchasing Dept. staff reviews the approved requisition
and verifies thatthe information it contains is accurate based on competitive source

selection where required. When the review processis complete, the electronic requisition

will be convertedtoa Purchase Order.

B. Purchase Order

The multipart purchase order(PQ)} servestwo purposes. Itauthorizesavendororcontractor

to provide goods or services to the City. Secondly, it createsan encumbrance, a freeze on
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the budgetline itemfor the amount of the purchase. Anencumbranceis a portion ofthe
budgetallocation in the accounting system thatis being setaside forthis particular item or
service on the purchase order. Encumbrances keeptrack of budget commitments related to
open purchase orders and contracts. Issuinga purchase ordercommits (freezes) that
portion of the budget appropriation and the reby reduces total budget funds available for

otherspending by the amount of the encumbrance.

Purchase orders are generated electronically from the information contained in the
purchase requisition. The PO includes any additional information that the Purchasing Dept.
may addin orderto clearly identify to the vendorthe goods or services being ordered.

Purchase ordersare printed in the Purchasing Dept. office. Copiesare distributed tothe

vendor, the orderingdept, and the Finance Dept.

Once a purchase orderhas beenissuedtoa vendor, its termsand conditions form a contract
betweenthe City and the vendor. Purchasing Dept.’s staff can cancel or make changesto a
purchase orderat the request of the userdepartment. The Purchasing Dept. will coordinate
any such changes with the user department, the vendor and the Finance Department, and

copies of the change order will be distributed to al|

C. BlanketPurchase Orders

When a department makes frequent purchases of supply itemsfrom one supplierit would
be costly and time consumingto issue separate purchase orders foreach purchase. Instead,
blanket purchase orderscan be issued to cover these purchasesfroma single vendorduring

the current fiscal year. Individual orders can then be placed as needed against the blanket

PO, provided that sufficientfunds remain on the balance of this blanket PO.

The example cited in the “Process Guidelines”is the Public Works Dept. who acquire various
construction, maintenance, and equipment supplies over a period of time as their tasks and
projects demand and might use a vendorsuch as Home Depotforeach of these purchases.
This blanket requisition would be based on an estimated amount, determined by the

requisition originator and not based on the Quantity and unit cost of the items. It mustalso
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identify the various types orgeneral categories of items that would like ly be purchased from
this blanket purchase order. Asitems are acquiredthey are charged against the remaining
balance ofthe blanket requisition, similar to charges made against a debit card.
Cancellations and change orders can be made to blanket orders as wel| by contacting the

Purchasingand Finance Departments. Change ordersare explained laterin this section.

D. Receiptof Goods orServices

Once an item or service has been ordered, the City must ensure that it is received or

performed exactly according to the required specifications. The responsibility for this task

falls on the requestingdepartment.

Supplies, materials and equipment, upon delivery, shall be examined by the ordering
departmenttoensure thattheyare received as ordered. Deliveries will be checked bythe
receivingdepartmentsfordamage,shortages and conformity to specifications. If anyare
found, they will be noted and reportedtothe vendorand if necessary to the Purchasing

Dept. so that corrective action can be taken.

E. PaymentofGoods

When a departmentis assured that materials receivedarein good order, and the invoice for
those materials accurately matchesthe purchase orderor quotation, the payment process
begins. Any discrepancies between the invoice and the purchase order must be addressed
and correctedin orderfor paymentto be processed and senttothe Finance Department
along with a copy of the invoice. Paymentis then processed electronically by the Finance
Department. Departments are encouraged to process invoices as quickly as possible in order
to take advantage of early paymentdiscounts that vendors might offertothe City and to
ensure the timeliness and accuracy of financial reports. Departments are responsible for
monitoring all open purchase orders fortheir departmentand communicating to the

Purchasing Dept. whenthe purchase ordercan be closed. This is particularly important at

fiscal yearend.
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F. Change Orders

Purchase orders representacontract between the Cityand Vendor. No changes maybe
made to the purchase orderwithout approvalfrom the Purchasingand Finance
Departments. Inthe eventthat changes are necessary, the Purchasing Dept. shall be notified

so that a change order request can be evaluated and processed if required.

Change orderrequests are more commonin construction and service contracts due to
changing conditions or unforeseen circu mstances beyond control of the City and Contractor.
For construction contracts and service contracts, a formal change order process exists which

amends the contract itself, in addition to a purchase orderchange order, and is explained

later in this manual.

G. Purchase Order Exceptions

Due to their nature, some goods or services are exceptionstothe normal purchasing cycle
and do notrequire a purchase requisition or purchase order. These include utility bills, dues,
subscriptions, traveland training expenses, petty cash, legalfees, payments to other
departmentsand governments and professionalmemberships. To payfortheseitems,
departments prepare a VRRand enterthe word DIRECT on the VRR form where the

purchase ordernumberwould normally be entered.

10
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VII.

EMERGENCY PURCHASES

A. Overview

As stated in this manual and the accompanying Accounts Payable/ MUNIS Purchasing
Guidelinesit is mandatory to establish a valid purchase order PRIOR to ordering any
goods or services as the current vouchersystem will no longerbe an acceptable means
of acquisition exceptas noted previously. However, this section was developedto

explain the criteria for establishingthe existence of an emergency and the processto

follow if this emergency criteriais met.

An emergency purchase is defined as any purchase necessitated by uncontrollable
circumstances during a time whenthe normal purchasing cycle is impractical or when

failure to make the purchase is threate ningthe lives, health or prosperity of citizens.

Failure to properly plan for routine pu rchases, routine maintenance orrunning out of

stock itemsis not considered a basis foremergency purchases

Required Information

The departmentrequesting the emergency purchase must provide at least the following
information to the purchasing agent:
1. Thecause and nature of the emergency and why it was unavoidable
2. Theurgency of the eme rgency, specifically how soon this situation
needsto be addressed and the consequences orimplications of any
furtherdelays
3. Afully completed purchase requisition thatis identified as an
emergency
4. Fundingsource to charge and adequacy of funding
5. Determinationas to whetherthe emergency is covered by the City’s

insurance policy

6. Howthevendorrecommendedto addressthis emergency was chosen

11
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C. ProcessRelatedto Categories of Estimated Expense

1. Inthe case ofatrue emergency of purchases of less than $2,500, the
departmentcan go directly to the Purchasing Agentaslong as the

required information in this section item “B” is provided.

2. Inthecase ofatrue emergency purchase of $2,501 to $9,999, and as
long as the required informationin this sectionitem “B” is provided, the
Departmentmustattemptto acquire three informal solicitations from
vendors and provide evidence of the three quotestothe Purchasing

Agent.[f the Department cannotgetthree quotesthe reason must be

provided to the Purchasing Agent.

3. Ifthe true emergency purchase exceeds $10,000 the department must
follow the same guidelines as in step 2 above. However, in this situation
the request mustbe approved by the Purchasing Agent, Finance

Director and the Mayor.

Also depending upon the severity of this request, it might also need City

Council review afterthe fact,

12
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VIIIL

BIDDING, SOLICITATION FOR PROFESSIONALSERVICES, AND QUOTATIONS

City Ordinance requiresthat items in excess of $10,000 must be subjectedtoaformal
bidding procedure. Solicitation for professional services must be pursuedthrough a formal
Request for Quotation (RFQ) / Request for Proposal (RFP) process, and purchases between
$2,499 and $9,999 procured by soliciting three quotations. This section explainsthe

information required in each of these situationsand the process to follow.

A. Specifications— This s the first requirementwhen soliciting prices whether it be through
bidding, RFQ/RFP or quotations. The specification is the City’s identification or
explanation of the item or services being pursued. A specification may be performance
basedor by brand name, but in orderto be successful, it must be clear and concise, be
competitive and non-restrictive in orderto attract a large numberof biddersand it must
ensure thatit describesa product or service that will perform the desired function.
Poorly written or confusing specifications can cause bidder nonparticipation, high costs,
and no assurance thatthe departmentis getting what theyneed. The extent of

information provided can vary fromeach of these Categories, asthe needs of each vary.

Certain types of equipment should be physically viewed by the respective bidding
department staff. For example, when purchasing vehiclesitis often instructive to see
the piece of equipmentin action and test it when possible. This should be done in

conjunction with the concurrence of the Purchasing Departmentas theywill need tobe

involved.

B. Quotations— A quotation sheetto assist the userdepartmentcan be provided by the
Purchasing Departmentwhen needed. Quotes shallbe senttoa minimum of three
vendors, whenthe purchase is between $2,500and $9,999. They may be faxed, e-
mailed or picked up by the vendor. A clear concise specification needsto be included,
along with a good estimate of the quantity needed. Localvendors should be solicited

whenever possible however, West Haven’s local preference does notapply in this

instance.

13
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C.

Bidding — Bidding differs from soliciting quotationsin a numberof ways. A bid must be
advertisedin a newspaper, and could be in trade magazinesand onthe State and City
website. By state statute it must be publically noticed (advertised) forat least 10 days.
Bid submissions fromthe vendorare requiredtobe retunedina sealed envelope and

are opened andread publically, at the date and time noticed by the advertisement.

Like quotations, bids start with clear concise specifications written by the user
departmentand sentto the Purchasing Dept. City Departments should work withthe
Purchasing Dept. so that it is indicated when the itemis required and otherfactors of
importance are identified. The userdepartment mustalso verify that funds for this
purchase are available. Once the bid is openedit should be awarded to the lowest
responsive, responsible bidder. A responsive bidderis onewhohas metall the
obligations setforthby the bid specifications, the City proposal page completely and
correctly filled out, the non-collusive affidavitand any otherpaperwork required is also
completed. Aresponsible bidderis a vendorthatthe City determines hasthe ability to

do the job or provide the itemas per specifications and with no deviation.

Disqualified or Rejected Bidders and Bid Award - There are mistakes or omissions that

vendors might make that would serve to have their bid disqualified. These flaws include
but are not limited to; droppingtheir bid offlate. Regardless of the reason, a late bid
cannot be accepted. A bid without the required surety cannot be considered and a bid

notin compliance with the States prequalification laws cannot be considered.

The remaining bids are evaluated by the user Departmentand the Purchasing agent.
Once the lowestresponsive, responsible bidder has been identified the userde partment
will send a recommendation form to the Purchasing Dept. Purchasing will make the final
award, dependenton receivingan insurance certificate in accordance with the bid
documents, and a bond if required. Once these documents have been receiveda
contract, if applicable will be sent. In all cases, a purchase order still is required to be

processed.

RequestforProposals (RFP) = RFP’s are usedin seekinga professionalservice, or when

soliciting solutionsto a problem. They are similar to bids in that they are solicited

through a formal competitive process, but unlike bids the lowest price is not necessarily

14
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the determining factor as price is negotiable if it is documentedthata higher cost
proposeris more qualified or more specifically addressed the needs identified inthe
RFP.In bidding, no negotiation is allowed. Typically an RFP starts with 3 Requestfor
Qualifications (RFQ). The responsesare thensenttoa panel, (the panelis selected by
the userdepartmentand the purchasing agent) who reads the responsesandthenrate
themin order of most qualified. Qualifications, knowledge, and experienceare the
determining factors, as price is not part of consideration at this stageofthe process.
Those firms that are then chosen to be further considered for the service will be asked
to respond to a formal RFP which includes the proposed price forthe service. Once the
responsesare submitted, the committee reviews and evaluates them and will then
decide to interviewall candidates or 3 subsetof proposals. At the end of the interviews

the committee evaluates and scores each to selectthe successful respondent.

Once the successfulrespondent has beenchosen, afee willbe negotiated. The
Departmentwillentera requisition, and once it hasbeen fully approved, the Purchasing
Department will send a notice of award. Uponreceiptofthe requiredinsurance, a

contract and the purchase orderwill be sentto the solicited vendor. Contracts will not

be sentwithouta purchase orderto ensure thata contract doesn’tgetsigned without

the available funds.

F. Co-operative Purchasing~The Charterspecifically allows piggybacking or joint

purchasing on co-operative purchasing agreements thatare developed by otherthird
parties. This can be donein lieu of bidding. Among the most common co-operative joint
purchasing opportunities are the State of CT Department of Administrative Services
bids, South Central Regional Council of Governments (SCRCOG), Capitol Region
Education Council (CREC), and othergovernment agencies, toname afew. There are
othersuch buying consortiums and youshould check with the Purchasing Agentwhen
pursuingthis alternative.

G. Bid Waivers — The Charterallows for 3 bid waiverwhenthereisan emergency defined
as “a purchase necessitated by uncontrollable circumstances duringa time whenthe
normal purchasing cycle is impartial or when failure to make the purchase is hazardous
to life, health or convenience of citizens. ” Lack of proper planning does not constitute a

bid waiver. Any such requestmustbe submittedto the Purchasing agent with

15
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appropriate documentationand then the waiver must be signed by the Finance Director

and the Mayor, and presented to the City Council.

Sole Source Purchasing— A sole source purchase meansthat only one supplier {source),
to the bestof the requester’s knowledge and belief, based upon thorough research, (i.e.
conductiona market survey), is capable of providing the required productor service.
Similar types of services may exist, butonly one supplier, forreasons of expertise,
and/orstandardization, quality, compatibility with existingequipment, specifications, or

availability, is the only source that is acceptable to meeta specificneed.

A sole source purchase is a method of acquisition to meetcertain unique conditionsand
guidelinesand appliesin the procurement of goods and services exceedingthe City’s

solicitation and/orbid limits.

A sole source justification from the requestingdepartmentshould describe the steps
taken to determine that the recommended vendoristhe only source available for the
productor service. This type of requestmustfirstbe approved by the Purchasing Agent

and satisfy at least one or more of the criteria that the Purchasing Agent will identify.

16
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IX. MISCELLANEQUS

A. Surplusitems— The Purchasing Department s also responsible forthe disposal of City
equipment. Surplusis defined generally asany City propertythatis no longerneeded or
no longerusable. No equipment should be disposed of untilthe Purchasing Agent has
reviewed the requestand approvedthe disposalin accordance with the Purchasing

Ordinance.

B. Unauthorized Purchases — Exceptforemergencies, as defined earlierin this manual, no

purchase of supplies, services or equipmentshallbe made withoutan authorized

purchase order. In the event of an unauthorized purchase:

1. Thepurchasercan be held personally responsible forthe payment

2. Invoice may be returned tothe vendorunpaid.

17



Summary Status of City of West Haven Compliance with FY 2021 MOA

Sl 2032
Section: Requirement: Cu rrenf Status:
6.a Remit to OPM $100,000 MARB Fee £ FY 2021 Complete
Discussion: '

Received within 2 weeks of execution of MO’

Section:

6.band 6.c

Requirement:
Provide MARB fee expe .2tail to City

Current Status:

Complete

Discussion:

Transmitted 2/8/21. Updated version transmitted 5/13.

Section Requirement: Current Status:
7and7.a By May 1, the City shall submit to OPM a revised Delayed
~ | Munis training plan based on recommendations in .
. . . Plan for Purchasing and A/P
f}?:ﬁ;lzl:m Shapiro report. The City shall implement components submitted
Bt 11/12/21
Training plan for other
5 — modules pending
January Update
Discussion:

This requirement originated from the 2018 Blum Shapiro report that recommended the City make
greater use of Munis to automate financial processes.

The implementation of this requirement revealed that the City lacked formal, uniform policies and
procedures that would form the basis of many workflow and business rules in Munis. These policies
and procedures would first need to be developed and then implemented in the Munis system.

Delays in fulfilling this requirement were numerous, due in part to vacancies and the demands of ADP
project.

The detailed plan for Purchasing and Accounts payable, which was developed and submitted for

review in November 2021, is in the implementation phase. Detailed updates on specific tasks are
provided in the Action Plan status report.

Plans for training on other Munis modules will still need to be developed and implemented.

1/13/2022



Requirement:

8and 8.a

By April 20, the City and Board of Education shall
complete implementation of all corrective actions
addressing FY 2019 audit findings. Monthly updates
are to be provided to the MARB Subcommittee.

Current Status:

Pending verification of items
reported as closed by City.

Several items remain open as
reported by the City.

Plan for findings related to
Purchasing submitted
11/12/21

January Update

Discussion:

Written reports on FY 2019 findings not provided consistently through year. Verbal updates
frequently. Verification of closed items is pending (upcoming FY 2021 audit)

Latest status update (Dec. 2021) shows three remaining open items. January 2022 update pending.
Purchasing Action Plan submitted on 11/12/21 addresses items #4 on status report.

ection:

Requirement;

Saand9.b

By April 20, the City shall submit to OPM a corrective
action plan to address FY 2020 audit findings. The City
shall implement the plan and include funding
necessary for closing findings in its FY 2022 budget.

Current Status:

Pending verification of items
reported as closed.

Several items remain open as
reported by the City.

Plan for findings related to
Purchasing submitted
11/12/21

January Update:

Purchasing and A/P manual
developed by staff and
consultant to address
purchasing deficiencies as part
of action plan

1/13/2022



Discussion:

Corrective action plan was originally submitted for April 2021 Subcommittee meeting. Monthly
reporting has been provided inconsistently.

FY 2022 budget included funding for restructuring of Finance Department.

Closed items pending verification (in upcoming FY 2021 audit). Current status report (Jan. 2022)
shows three items remaining open

Purchasing Action Plan submitted on 11/12/21 addresses items #3 and #6 on status report.

Section: Requirement: Current St: )
10.a and By April 1, the City shall submit to OPM for approval a Delayed
10.b revised Human Resources (Personnel Department)

_ i January Update:
Action Plan to address the findings in the Nov. 2019 -

HR Consulting Group report. The plan shall include D
milestone dates and responsible parties assigned to
specific tasks.

Monthly status reports are to be provided, and the FY e
2022 budget shall include any funding necessary to
implement the revised plan.

Discussion:

Prior to hiring of new Personnel Director, City delayed in preparing a detailed action plan addressing
the findings of the HR Consultant study. The new Personnel Director has taken on task of developing
detailed action plan. Draft action plan addressing all items in HR Consultant report has been prepared
and will be provided at January 2022 Subcommittee meeting. Part of process for new Director was to
validate certain items previously reported by the City verbally as completed. These are noted as
“Completed and Reviewed” in draft action plan. Draft plan, to be finalized prior to February meeting,
identifies at least one additional position as needed in the Personnel Department.

ection: Requirement ) - - Current Status:

1l.aand By May 1, the City shall submit to OPM for approval an Delayed

11.b Information Technology Security Action Plan to

) January Update:

address a 2020 review of IT controls. The plan shall be B
implemented and the FY 2022 shall include any Draft [T Flan proqdedts |
funding needed for implementation. subcommittee in Dec. 2021.
After concern expressed by City about documenting Re\nsed planbasedon -
potentially sensitive information, OPM advised City to feedback to be provided for
prepare summary plan referencing recommendations | Subcommitteé January 2022
in study, steps to be taken and resources needed meeting.

1/13/2022



Discussion:
Exhibit attached to 10/22/21 correspondence.

Detailed action plan to address findings from Blum Shapiro assessment prepared and in

implementation phase. Detailed updates on specific tasks are provided in the Action Plan status
report.

Current Status:

Reguirement:

12 The City shall ensure that sufficient staffing and Open
resources are in place to address FY 2019 audit
s oot s " January Update:

findings regarding the procurement function and for

efficient operation and management of the Finance
Department.

Discussion:

Procurement Manager position created in EY '21 budget. Position filled in Jan. 2021, but currently

vacant. Position to be modified to Purchasing Specialist. Additional position of Procurement Director
to be created.

Accounts Payable position vacant since end of June recently filled with in-house staff person. Created
vacancy in Jr. Accountant position which has been posted.

Finance Director to re-assess staffing needs of Department and make recommendations.

Action plan specific to staffing issues (vacant positions, restructured positions, new positions) needs
to be developed and reported out monthly with other action plans.

Requirement: Curren Status:

13.aand The City shall coordinate the preparation of a 3-Year In compliance {ongoing)
13.b Fire Districts Plan by 5/30, including projected
revenues, expenditures and mill rates. Quarterly
updates on the status of the creation of the Tri-District
Commission and plan development are to be provided.

Discussion:

Tri-District Commission created

1/13/2022



3-Year Financial Plans developed

Written status reports provided in May, July, October; presentations at the July and October
Subcommittee meetings

Follow-up on numerous elements to continue

Section: Requirement: urren ta:
14 By April 1, the City shall provide an update on the Completed

preliminary results of the revaluation.

Discussion:

Results of 2020 revaluation presented to Subcommittee at March meeting

Section: Requirement:

Current Status:

15 By April 1, the City shall submit to OPM an update Completed
comparing the assumptions used in the FY 2021
budget to actual revenues and expenditures

Discussion:

Relevant comparative data included in proposed FY 2022 budget document

Section: Requirement: Current Status:
16 By April 1, the City shall submit to OPM written Ongoing
recommendations regarding proposed future
proceeds from the sales of City property.
Discussion:
Draft policy prepared in 2019; No property sales proposed in FY 2022 budget

T

Current Status:

17.a=17.e | The City shall submit its proposed budget for FY 2022 | Complete
by March 18. Proposal to include detailed
assumptions regarding school enroliment projections,
tuition projections and various education related
grants and expenditures. Budget data from the

Section: Requirement:

1/13/2022



independent fire districts was also required. The MOA
also required certain procedural steps to ensure that
the City Council adopted a budget that was responsive
to MARB feedback.

Discussion:
Proposed budget submitted on time

Certain supporting data regarding schools was not provided with the submitted budget and needed to
be requested during the review process

The budget ultimately adopted was consistent with MARB guidance and input

Section

18.a-18.f

Requirement:

Current Status:

The City shall submit an updated 5-Year Plan with the
proposed FY 2022 budget.

Complete

Discussion:
The 5-Year Plan was submitted after the submittal of the proposed FY 2022 budget

Certain supporting data was not provided with the original submittal and needed to be requested
during the review process

The 5-Year Plan ultimately approved by the MARB was consistent with MARB guidance and input and
was approved by the City Council

Note: The deadlines shown in the above table reflect the revised timelines requested by the City in its
April 1 status report.

1/13/2022



