AGENDA

COMMITTEE ON ACCOUNTS, ENROLLMENT AND
REVENUE ADMINISTRATION

April 1, 2008 5:00 P.M.
Aldermen Sullivan, Lopez, Aldermanic Chambers
DeVries, M. Roy, Ouellette City Hall (3 Floor)
1. Chairman Sullivan calls the meeting to order.

2. The Clerk calls the roll.

3. Department travel/conference summary report submitted as follows:

Fred McNeill, (EPD) NEWEA Annual Conference in Boston, MA.
(January 27 — January 30, 2008)

Teresa Avampato, (Airport) Airport Finance & Admin., Melbourne, FL.
{January 27 - January 30, 2008)

Alan Partington, (Airport) Airport Security, Alexandria, VA.

(February 18 — 21, 2008)

Thomas Malafronte, (Airport) Air Service Development, San Antonio, TX.
(February 24 — 27, 2008)

Thomas Malafronte, (Airport) Public Safety & Security, Las Vegas, NV.
(March 2 — 5, 2008)

Paul Mueller, (Airport) Public Safety & Security, Las Vegas, NV.
(March 2 — 5, 2008)

Michael Legere, (Airport) Wildlife Hazard Management, Dallas, TX.
(March 5§ — March 7, 2008)

Mark Brewer, (Airport) FAA Aviation Forecast, Washington, DC.
(March 10 ~ 11, 2008)

Mark Brewer, (Airport) AAAE/ACI-NA, Washington, DC

(March 12 — 14, 2008)

Ladies and Gentlemen, what is your pleasure?
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4. Review of FY2008 Annual Financial Report.
(Note: Representatives from the Independent Auditor (McGladrey-Pullen)
will be present to answer guestions. A copy of the report has been sent
under separate cover by the Finance Department.)
Ladies and Gentlemen, what is your pleasure?

5. Review of the Independent Auditor’s anditrcomments and management
responses.
(Note: Copies of the comments and responses have been sent under
separate cover by the Finance Depariment.)
Ladies and Gentlemen, what is your pleasure?

6.  Communication from William Sanders, Finance Officer, submitting the
City’s Monthly Financial Report (unaudited) for the eight months ended
February 29, 2008.

Ladies and Gentlemen, what is your pleasure?

7. Communication from Sharon Wickens, Assistant Director of Treasury,
submitting Finance Department reports as follows:

a) Department Legend,;

b) Open invoice report - over 90 days by fund,;

¢) Open invoice report - all invoices for interdepartmental billings only;

d) Open invoice report - all invoices due from the School Department only;

e) Listing of invoices submitted to City Solicitor for Legal Determination:;
and

) Accounts Receivable summary.

Ladies and Gentlemen, what is your pleasure?

8. Communication from Sharon Wickens, Assistant Director of Treasury,
regarding the possibility of accepting credit cards for payment of real estate
faxes.

Ladies and Gentlemen, what is your pleasure?
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TABLED ITEMS

10.

I1.

A motion is in order to remove any item from the table.

Communication from Kevin-Buckley, Independent City Auditor,
submitting an audit of the VISTA program and updating the committee on
the status of pending and future audits.

(Note: Tabled 2/4/08 Copies of the audit and supporting documeniation
previously sent to the BMA and Committee members; Remained tabled
3/4/08; Updated communication between Kevin Buckley, Internal Auditor,
and Janice Lopilato, State Program Specialist of the Corporation for
National & Community Services attach; Tabled 3/11/08,; Internal Auditor
to present the attached Business Expense Policy as amended.)

Communication from Kevin Buckley, Independent City Auditor, listing

audrt observations and recommendations from all internal audits since
FY2000.
(Tabled 3/11/08)

If there is no further business, a motion is in order to adjourn.



City Of Manchester
Department of Highways
Environmental Protection Division

Frank C. Thomasg, P.E.

300 Winston Street Public Works Director

Manchester, New Hampshire 03103-6826 Kevin A. Sheppard, P.E.
{603) 624-6595  Fax (603) 628-6234 Deputy Public Works Director

March 18, 2008

Alderman Peter Sullivan, Chairman -

Committee on Accounts, Enrollment & Revenue Administration
C/o Carol Johnson, City Clerk

One City Hall Plaza

Manchester, New Hampshire 03101

Subject: NEWEA Annual Conference EPD No. 08-027
Trip Report

Dear Alderman Sullivan,

I recently attended the New England Water Environment Annual Conference in Boston,
MA from January 27" to Ianuary 30, 2008. This annual conference of environmental
professionals focused on current issues, technologies, legislation, best practices, and
lessons learned in the wastewater, stormwater, and drinking water industry. This
conference provides the perfect opportunity learn about current industry issues, obtain
continuing education credits (a professional requirement), and to network with regulators,
peers, vendors, and consuliants. ' '

A sample of topics covered at the conference included:

WWTP operations

CSO wet weather planning
Wastewater treatment technologies
Collection system technologies
Utility management

Energiyuse. j'-?é [g @ T f w E !J

Sustainable infrastructure
Asset management and initiatives for the future MAR 2 1 7008
Workforce challenges and utility initiatives
Utility financial planning and pricing trends CITY CLERK'S OFFICE
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Online address: www.ManchesterNH.gov » Email: EPD @ ManchesterNH.gov
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In addition to attending several technical sessions at the conference, 1 also presented two
technical papers on ongoing projects for the City of Manchester. The first technical
paper was titled “Centrifuge Dewatering Improvements at the Manchester WWITP
Provide Multiple Benefits”. This presentation summaries our recently completed $4
“million dewatering project and the cost savings we are realizing from it. The second
technical paper was titled “Working to Promote Sustainable Infrastructure into the 217
Cenyry”. This presentation outlined the City’s long-term plans to address CSO issue,
upgrade our WWTP, rehabilitate our sewer system, and the development of our
stormwater unit. Both these presentation were well received and reinforced the City of
Manchester’s position as a leader in environmental management in Northern New
England.

In closing, I wish to thank the City of Manchester for this educational and networking
opportunity. If you have any questions regarding the conference, or require any additional
information, please feel free to contact me at your convenience.

Very truly,

Chief Sanitary Engineer



City of Manchester Department of Aviation
Manchester - Boston Regional Airport

Travel/Conference Summaryv Form

Purpose of Travel: __19™ Annual Airport Finance and Admin Conference

Date(s) of Travel: January 27-30, 2008
Location: Melbourne, FL

Summary of meeting or conference agenda

This meeting draws airport finance officials from across the country. Topics
covered include airport fraud, airport finance, audits, diversity and many more.
Also General Aviation Airport challenges, coordinating Airport planning with
financing, Airport Bonds, AIP grant funding and the effects of a wellness
program on healthcare costs.

Information learned

I learned a lot of information about current issues in the Aviation sector.
Discussions about coordinating financial planning with the FAA and tips for
getting the most funds available from the FAA. Information about Very light Jets
and their impact at some airports. Discussions about possible privatization of
some functions of the FAA and what impact that could have at airports. The
benefits of promoting a wellness program at airports. The conference was a very

good one.
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Teresa Avampato, CPA
Department of Aviation

A COPY OF THIS COMPLETED FORM WILL BE SUBMITTED TO THE CITY
CLERK’S OFFICE FOR DISTRIBUTION TO BOARD OF MAYOR AND ALDERMEN



Manchester»antun

REGIONAL AIRPORT

City of Manchester Department of Aviation
Manchester - Boston Regional Airport

Travel/Conference Summaryv Form

Name: ALAN W. PARTINGTON Department: Aviation
Purpose of Travel: TRAINING :
Date(s) of Travel: FEBRUARY 18-21/2008

Location: ALEXANDRIA, VA.

Summary of meeting or conference agenda

The conference reviewed the History and Development of Airport Security.,
Aviation Security System, Practical Airport Security, Transportation Security
Regulations, etc. This is a certificated course.

Information learned
The information about the Security Regulations under Title 49 CFR as it pertains

to Aviation Security and the Manchester Airport, is invaluable training to assist the
Security Department in it’s day to dayv functions. The course covered past, present
and proposed future regulations.

®

A COPY OF THIS COMPLETED FORM WILL BE SUBMITTED TO THE CITY
CLERK’S OFFICE FOR DISTRIBUTION TO BOARD OF MAYOR AND ALDERMEN
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Manchester-Boston

REGIONAL AIRPORT

City of Manchester Department of Aviation ,
Manchester - Boston Regional Airport

Travel/Conference Summary Form

Name: Thomas J. Malafronte Department: Aviation
Purpose of Travel: Air Service Development Conference

Date(s) of Travel: February 24-27, 2008

Location: San Antonio, TX

Summary of meeting or conference agenda
The Air Service Development Conference provided airports and air carriers an

opportunity to share information and discuss strategies for addressing the
economic challenges facing the industry.,

Information learned

There were a number of air carriers represented which provided a forum for
discussion on the future of the Airline industry. A kev component to the
conference was the Ground Handling Initiatives Workshop, which allowed
Airport Operations to share ideas and insight into maintaining and attracting

viable air carrier service.

¥

A COPY OF THIS COMPLETED FORM WILL BE SUBMITTED TO THE CITY
CLERK’S OFFICE FOR DISTRIBUTION TO BOARD OF MAYGR AND ALDERMEN
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Manchester-Bostnn

REGIONAL AIRPORT

City of Manchester Department of Aviation
Manchester - Boston Regional Airport

Travel/Conference Summary Form

Name: Thomas J. Malafronte Department: Aviation
Purpose of Travel: Public Safety and Security Conference

Date(s) of Travel: March 2-5,2008

Location: Las Vegas, NV

Summary of meeting or conference agenda
The Public Safety and Security Conference offered an inside look into evolving

Airport safety and Security issues. Representatives from the Federal Aviation
Administration, Transportation Security Administration and private industry
offered keen insight into the myriad challenges and initiatives facing the Aviation

industry,

Information learned

There were a number of safety and security initiatives that were introduced and
discussed as well as new technologies being implemented to address key issues.
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A COPY OF THIS COMPLETED FORM WILL BE SUBMITTED TO THE CITY
CLERK’S OFFICE FOR DISTRIBUTION TO BOARD OF MAYOR AND ALDERMEN
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Manchester-Boston

REGIONAL AIRPORT

City of Manchester Department of Aviation
Manchester - Boston Regional Airport

Travel/Conference Summarv Form

Name: Paul M. MueilerW‘ | Department: Aviation

Purpose of Travel: Airport Security Conference 0 ECE B w E Y
Date(s) of Travel: 3/2/08 through 3/5/08 ﬂi LDJ
Location: Las Vegas, Nevada MAR 25 7008
Summary of meeting or conference agenda GITY GLERKS OFHGE

The 2008 Airports Council International-North America Public Safety and Security Conference,

This was a 2 ¥, day Conference which involved many topics which impact security and safety
topics at our Country’s airports. The conference had a broad view of the airline industry —
looking at what Congress'is studying — for instance the review of all airport employees being
mandated to undergo full screening during their work day and how Real ID is going to impact
us at MHT, an airport whose State has not complied with the Federal Government’s direction.
Other topics were Disaster Assistance, Access Controls which included a review of the

 utilization of biometrics. We also learned of many new security initiatives and technologies

undertaken at other airports. The last day had an airport only agenda which started with a
security briefing conducted by the Transportation Security Administration — a valuable aid as
vulnerabilities were identified and measures for deterrence and prevention discussed.

Information learned

As stated above, topics were many — many touched upon with a broad brush but useful to assist
in understanding concepts and possible future direction. The convention was attended by about
200 airport security/operations members — all providing a source of future liaison for our policy
and infrastructure reviews. As the aviation system is still under Orange — High Alert Status by
DHS — the need to stay current to ensure a flexible but knowledgeable response to threats that

may impact our customers and employees was the primary focus.
%ﬁa 9.

A COPY OF THIS COMPLETED FORM WILL BE SUBMITTED TC THE CITY
CLERK’S OFFICE FOR DISTRIBUTION TO BOARD OF MAYOR AND ALDERMEN



Manchester-Boston

REGIONAL AIRPORT

City of Manchester Department of Aviation
Manchester - Boston Regional Airport

Travel/Conference Summary Form

Name: Michael Legere - Department: Aviation
Purpose of Travel: Wildlife Hazard Management Workshop

Date(s) of Travel: 3-5-08 to 3-7-08

Location: Dallas, Texas

Summary of meeting or conference agenda

The first two days consisted of classroom sessions led by four of the nation's nremier wildlife

management experts. These sessions allowed for plenty of interaction with the instructors,

opportunities to ask guestions, and networking with fellow workshop participants. Day three

featured a_ field trip to the host airporttDFW), during which hands-on wildlife mitigation

exercises were performed and Wildlife Hazard Assessment (WHA) techniques are discussed.

Information learned

Highlights included discussions on wildlife population management and dispersal technigues,

endangered species act compliance, strike reporting, wetlands mitigation, pesticides usage,

drafting and implementation of integrated wildlife hazard manasement programs, and an

&
A COPY OF THIS COMPLETED FORM WILL BE SUBMITTED TO THE CITY
CLERK’S OFFICE FOR DISTRIBUTION TO BOARD OF MAYOR AND ALDERMEN

overview of applicable local, state, and federal laws, reculations. and ordinances.
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Mancster-Bostnn

REGIONAL AIRPORT

City of Manchester Department of Aviation
Manchester * Bostonr Regional Airport

Travel/Conference Summary Form

Name : Mark Paul Brewer Department: Aviation
Purpose of Travel: FAA Aviation Forecast Conference

Date(s) of Travel: March 10— 11, 2008

Location: Washington, DC

Summéry of meeting or conference agenda

The FAA Aviation Forecast Conference provided a forum to present some of the
challenges currently impacting the aviation industry. Some of the challenges facing
the industry discussed during the conference were congestion now and in the future as

well as environmental and financial challenges.

Information learned
Although there are éome significant challenges facing the aviation industry such as the

oil crisis, gas prices, and the slow down of the economy, the industry Is expecting

growth of 3.1 — 3.4% this year.

A COPY OF THIS COMPLETED FORM WILL BE SUBMITTED TO THF CITY
CLERK’S OFFICE FOR DISTRIBUTION TO BOARD OF MAYOR AND;EALDERMEN‘,N?_N
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City of Manchester Department of Aviation
Manchester - Boston Regional Airport

Travel/Conference Summarv Form

Name Mark Paul Brewer Department: Aviation
Purpose of Travel: AAAE/ACI-NA Spring Washington Conference
Date(s) of Travel: March 12 — 14, 2008

Location: Washington, DC

Summary of meeting or conference agenda

The AAAE/ACI-NA Spring Washington conference provides the aviation industry with
a forum to disc_uss bills being brought forward in Congress in order to pass legisiation
that affect the aviation industry. The FAA Reauthorization Bill, the DOT Appropriations

Bill and the DHS Appropriations Bill/Aviation Security are currently on the agenda for

| legisiation.

Information learned
Legislation, AIP Reauthorization and other major bills are stalled in Congress primarily

due to the upcoming presidential election. Should they have a breakthrough, then

these items will have a priority on the agenda.

A COPY OF THIS COMPLETED FORM WILL BE SUBMITTED TO THE_CITY
CLERK’S OFFICE FOR DISTRIBUTION TO BOARD OF MAYOR AND, “%I?E M \E,/ M
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William E. Sanders
Finance Officer

CITY OF MANCHESTER

, Finance Department

March 25, 2008

Committee on Accounts, Enroliment and Revenue Administration
C/o Carol Johnson

Office of the City Clerk

One City Hall Plaza

Manchester, NH 03101

Dear Honorable Comnuttee Members,

Attached for your review, is the City of Manchester’s unaudited Monthly Financial Report for the eight
months ended February 29, 2008.

Expenditures:

The average unobligated balance by percentage for the eight month period should be 33.3% left as a
benchmark. Departments with at least a 10% variance are City Clerk, City Solicitor, Information
Systems, Human Resources, Building Maintenance, Highway, Parks & Recreation and Elderly Services.
City Solicitor has expensed the annual audit fee and insurance premiums for the year. Human Resources
and City Clerk’s spending for the first eight months is higher than anticipated due to retiree severance
payments. Information Systems has recorded obligations for equipment to beé reimbursed by the
departments receiving the equipment. This department also has fully encumbered service agreements,
postage as well as telephone obligations for the year. Building Maintenance has fully encumbered the
contracted cleaning services for the year at over $4 million. Highway and Parks & Recreation spending is
m excess of the benchmark due to the extremely adverse winter weather this year. Elderly Services has
encumbered telephone, postage and utilities. Health care costs through February of $6,628,106 are up
$321,808, or 5.1%, from the same period last year.

Overall, expenditures through February are higher than the benchmark with the composite city-wide
_unobligated balance of 32.28% compared to 34.54% for the same period a year ago. We currently
anticipate that the departmental overages will be covered by the salary adjustment account (§700,000), the
contingency account ($500,000) and a favorable pension adjustment of approximately $125,000. We also
expect a full year surplus mn the health care line item of $600,000 - $800,000.

One City Hall Piazé * Manchester, New Hampshire 03101 « (603) 624-6460 » FAX: {603) 624-6549
E-mail: Finance@@ManchesterNH.gov + Website: www.manchesternh.gov
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Revenues:

Through February, certain revenues continue to trend below budget including auto registrations which are
$370,000 below receipts for the same period last year. Permits are also trailing budget projections by
approximately $470,000 for the first eight months. As reported last month the State Highway Block Grant
will be $312,000 lower than originally anticipated. Overall, we are now projecting a revenue shortfall of
$2.0 to $2.3 million for the full year.

Respegtfully submitted, .
Wiliiam E. Sanders

Finance Officer

One City Hall Plaza » Manchester, New Hampshire 03101 » (603) 624-6460 » FAX: (603) 624-6549
E-mail: Finance@ManchesterNEH.gov » Website: www.manchesternh.gov
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CITY OF MANCHESTER
NEW HAMPSHIRE

FINANCIAL REPORTS

FOR THE EIGHT MONTHS ENDED
FEBRUARY 29, 2008

UNAUDITED



CITY OF MANCHESTER, NEW HAMPSHIRE
PRELIMINARY FINANCIAL STATEMENTS

TABLE OF CONTENTE
FOR THE EIGET MONTHS ENDED FEBRUARY 29, 2008
{(UNAUDITED)

Title

Budget vs Actual Expenditures - General Fund
Fiscal Year 2008

Budget vs Actual Expenditures - General Fund
Figcal Yeaxr 2007

Non-Property Tawx Revenues - Ceneral Fund
Budget vs Actual by Department - Fiscal Year 2008

Non-Froperty Tax Revenues - General Fund
Budget vs Actual by Type - Fiscal Year 2008

Non-Property Tax Revenues - General Fund
Budget vs Actual by Type - Comparative Actual Fiscal Year 2007
vs Budget Fiscal Year 2008

Non-Property Tax Revenues - General Fund
Budget vs Actual by Type - Fiscal Years 2007 ve 2008



City of Manchester, Hew Hampshire 3/25/08

Budget vs Actual Expenditures - Seneral Fund 5:05 AM
By Department With Restricted Items 1. 1
For The Eight Months Ended February 29, 2008
{UNAUDITED)
Budget Basis
MN'TBUDCOX1 -
FY 2008 FY 2008 Y 2008 FY 2008
MODIFIED OBLIGATTONS UNCRLIGATED PERCENT
BUDGET TO DATE BALANCE UNOBLIGATED
AGENCIES-
ALDERMEN S 76,902.00 § 37,47B.38 % 39,424.62 51.27
ASSESSORS §81,286.00 455,136.33 226,145.67 33.19
BUILDING 1,331,583.00 844 525.77 487,457.23 36.60
CITY CLERK 1,198,393.00 851,445.7¢C 346,447.30 28.91
MEDO 329,789.00 207,591.14 122,207.86 37.06
CITY SCLICITOR 1,144,540.00 1,068,724 .41 75, BL5.59 6.62
FINANCE 1,154,777.00 722,084,02 432,652.58 37.47
INFORMATION SYSTEMS 1,622,7331.00 1,226,32%.28 396,401.72 24 .43
MAYCR 251,693.00 187,217.08 G¢,475,82 37 .54
OFFICE OF YOUTH SERVICES 529,733.00 347,165.05 182,567.95 34.46
HUMAN RESOURCES 887,458.00 £648,046 .38 21%,421.62 a4.72
PLANNING 866,215,00 594,340.49 271,874.51 31.39
BUILDING MAINTENANCE DIVISION 6,481, 049.00 5,714,357.54 766,691.46 11.83
TAX COLLECTOR £28,058%.00 35%,774.31 228,324.89 36.35
FIRE 20,589,862.00 13,465,987.62 7,123,874.38 34,60
POLICE 21,588,646.%0 14,423,457.07 7,165,189.83 33.19
HEALTH 2,817,046.00 1,64%,041.68 1,272,004.32 43 .61
HIGHWAY 20,837,840.00 15,288,348.85 5,609,4%1.15 26.84
WELFARE 1,177,632.00 762,336,035 4315,302.85 35.27
PARKS & RECRRATION 3,040,747.00 2,122,569.3¢ 218, 177.64 34,20
MCTV 390G, 0060.00 181,104,20 208,895, 80 53.56
LIBRARY 2,406,159.00 1,477,754.49 928,404.51 36 .58
ELDERLY SERVICES 269,226.00 194,604.01 74,621.8%9 27.72
TOTAL AGENCIES B80,461,834.90 62,856,918.21 27,698,915.68 30.52
NON-DEPARTMENTAL ITEMS-
SARLARY ADJUSTMENT 700,000.00 - 700, 000.00 100.00
CONTINGENCY 493,198.1¢C - 493,1388.10 100.00
CIVIC CONTRIBUTIONS 152,700.00 142,613.97 10,086,03 6.61
NON-CITY PROGRAMS 68,817.00 69,278 .58 {481 .58) {.67)
SAFETY REVIEW BOARD 40,000.0G 31,918.89 8,081.01 20.20
COMMUNITY IMPROVEMENT PROGRAM 1,695,429.00 1,695,429.00 - -
MOTORIZED EQUIPBMENT REPLACEMENT 1,081,500.00 890,697 .29 150,802.71 i5.29
TRANSIT SUBSIDY 1,:176,714.00 1,176,714.00 - -
EMPLOYEE MEDICAL SERVICES 100,000.00 17.,295.30 82,704.70 BZ2.70
CONSERVATION COMMISSION 8,400.00 1,873.24 6,826.76 81.27
MATURING DEBT 9,219,000.00 5,465,905.76 3,753,0584.24 40,71
INTEREST ON MATURING DEBT 5,514,500.00 3,203,%86.78 2,310,543.22 21.90
HEALTH INSURANCE 10,432,125.00 6,628,106.80 3,804,018.20 36.46
DENTAL INEBURANCE 86%,630,00 417,702.54 441,927.46 51 .41
DEATH BENEFIT 60,874.00 32,137 .44 28,736.56 47.21
TECHNOLOGY RESERVE 250,000.00 176,889.20 73,110.80 29.24
TOTAL NON-DEPRRTMENTAL ITEMS 31,822,887.10 19,850,218.89 11.,872,668.21 37.31

TOTAL GENERAL FUND g 122,284,722.00 % 82,806,138.10 $ 39,478,583.90 32.28




City of Manchester, New Hampshire 3/25/08

Budget wvs Actual Expenditures - General Fund 9:08 AM
By Department With Restricted Items 1. 1
For The Eight Months Ended February 28, 2007
{UNAUDITED)
Budget Basig
MINTRUDCOX2 -
BY 2007 BY 2007 FY 2007 FY 2007
MODIFIED OBLIGATIONS UNOBLIGATED PERCENT
BUDGET TO DATE BALANCE UNCRLIGATEDR
AGENCIES-
ALDERMEN s 77,876.00 $ 56,125.08 § 21,450.92 27.68
ASSESS0RS 704,244.00 435,242.65 25685,000.35 3B.20
BUILDING 1,306,019.00 818,118.81 487,900,118 37.36
CITY CLERK 1,044,2%4.00 640,213.87 404,080.43 3B8.63
MEDG 3%1,416.00 187,012.87 194,403.03 55.32
CITY S0LICITOR 1,148,177.040 1,06%,745.28 76,431.72 6.67
FINANCE 1,089,232.00 768,677.58 330,554.42 an.o7
CHNTRAL PURCHASING 171,080.00 70,430,062 100,618,898 58.82
INFORMATION SYSTEMS 1,B22,808.00 1,399,286.79 423,621.21 23.24
MAYOR 274,857.00 i63,991.08 110, 685.91 40.29
QFFICE OF YOUTH SERVICES E33,536.10 342,681 .71 150,854,138 35,77
HUMAN RESCURCES 93%,418.00 593, 666.53 345,751.37 36.80
PLANNING 563,019.00 54%,156.67 413,862.33 42.98
BUILDING MAINTENANCE DIVISION £,690,630.040 5,B68,381.02 B22,248.98 12.2%
TAX COLLECTOR 648,744.00 374,340.43 274,403.57 42.30
FIRE 19,877,270.00 12,924,108.33 6,9583,161.67 34.98
POLICE 19,8085,382.00 13,081,015.12 6,758,376.88 34.12
HEALTH 3,081,2192.00 1,758,777.50 1,321,441.50 42.89
HIGHWAY 20,516,439.00 13,112,600.54 7,403,838.46 36.08
WELFARE 1,212,409.00 7325,228.28 487,180.72 40.18
PARKS & RECREATICN 3,408,217.00 2,154,304.52 1,254,312.08 36.79
MCTV 356,754.00 - 396,75%4.00 100,00
LIBRARY 2,451,660.00 1,47%9,273.02 972,386.87 35.66
ELDERLY SERVICES 258,854.31 188, 258.47 70,595.84 27.27
TOTAL AGENCIES B8, 786,134.4]1 S8,702,237.,4% 30,083,896.92 33.88
NON-DEFPARTMENTAL ITEMS-
SALARY ADJUSTMENT 400,000.00 - 400, 000,00 100.00
CONTINGENCY 102,351.74 - 102,382.74 100.40
CIVIC CONTRIBUTIONS 157,708.14 128,30%.03 29,403.09 18.64
NON-CITY PROGRAMS 69,149.43 69,149.42 - -
SAFETY REVIEW BOARD 40,000.00 26,875,951 13,124.09 32.81
COMMUNITY IMPRCVEMENT PROGRAM 1,827,638.00 1,827,638.00 - -
MOTORIZED EQUIPMENT REPLACEMENT 1,080,255.28 801,668.97 278,586,311 25.79
TRANSIT SUBSIDY 1,100,000.00 1,100,000.00 - -
EMPLOYEE MEDICAL SERVICES 100,000.00 25,354.52 74,645.48 74.65
CONSERVATION COMMISSION : 14,341.00 1,872.71 12,368.29 8¢, 24
MATURING DEBT 8,341,600.00 4,944,349.73 3,397,280.27 40.732
INTEREST ON MATURING DEBT 5,441,5850.00 2,907,096,30 2,534,85%3.,10 46.58
HEALTH INSURANCE 9,944,148.00 6,306,288.65 3,637,849 .35 36.58
DENTAL INSURANCE 820,615.00 511,083.84 309,521.16 37.72
DEATH BENEFITS 59,0863.00 43,082.81 17,986,092 30.45
TECHNOLOGY RESERVE 250,000.00 197,564.03 52,33%.87 20.93
TOTAL MNON-DEPARTMENTAL ITEMS 29,748,825.55 18,888, 550.65 10,860,274 .54 36.51

TOTAL GENERAL FUND




City of Manchester, New Hampshire 3/25/08

Budget vs Actual Revenue By Department - General Fund 9:12 AM
Non-Property Tax Revenues i. 1
For The Eight Months Ended February 29, 2008
(UNAUDITED)
Budgyet Basis
T CMNTREVAGEN
MODIFIED REVENUE UNRECOGNIZED FPERCENTAGE
BUDGET RECOGNTZED BALANCE UNRECOGNIZED
AGENCIES-
ASSESSORS 741,872.00 801,665.14 {59,793.14) (8.06)
BUILDING 2,060,000.00 1,093,807.39% 956,392.65 46.65
CITY CLERK 1,848,345.00 £59,212.26 1,189,132.74 64,33
MEDC 121,188.00 54,038.10 67,145,350 55.41
CITY SOLICITCR 460,751.00 65,000.00 395,751.00 85.489
FINANCE 10,242,654.00 4,163,291.73 £,079,362.27 59.35
INFORMATION SYSTEMS 37,262.00 78,360.26 {41,098.286) (110.30}
HUMAN RESOURCES 107,000.00 5,5%0.95 101,409.05 94 .77
PLANNING BOARD 349%,006.00 47,159.10 301,840.90 85.49
BUILDING MAINTENANCE DIVISION 5,844,48%.00 3,016,349.17 2,828,139.83 48.39
TAX COLLECTOR 16,267,400.00 9,947,110.73 &,320,288.27 38.85
FIRE 387,800.00C 372,620.78 15,179.22 3.91
POLICE 995,216.00 441,419.35 BEE3,796.65 55,65
HEALTH 2,064,65%.00 758,553,850 1,308,705.50 63.24
HIGHWAY 3,875,530.00 2,767,133.585 1,108,496.45 28.60
WELFARE 75,000.00 28,803.07 46,196.93 £1.60
CEMETERY, PARKS & RECREATION 722,885,060 315,962.20 406, 832.80 56,28
CI - 19,404 .59 {1%,404.59) -
TOTAL AGHENCIES 5 4€,181,161.00 § 24,635,681.83 § 21,555,.47%8.17 46 .67
3
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TAXES, INTEREST AND PENALTIES
MISCELLANECUS TAXES
INTEREST AND PENALTIES
CABLE FRANCHISE FEES

TOTAL TAXES, INTEREST AND PENALTIEBS
LICENSES AND PERMITS
AUTO REGISTRATIONS
LICENSES
PERMITS

TOTAL LICENSES AND PERMITS
INTERGOVERNMENTAL
FEDERAL REVENUES
PAYMENTS 1IN LIEY OF
STATE REVENUES

TAXES

TOTAL INTERGOVERNMENTAL

SALES AND SERVICES

GENERAL REVENUES

PUBLIC SAFETY

HIGHWAY

TRAFFIC

SANITATION

HEALTH

CEMETERY, PARKS & RECREATION

ZONING BOARD

PARKING VICLATIONS

COURT FINES

OTHER FINES

FEES

WITNESS FEES

TOTAL SALES AND SERVICES

OTHER REVENUE SGURCES

INTEREET INCOME

FUND TRANSFERS

REIMBURSEMENTS

INTALS & LEASES

SCHOCL CHARGEBACKS

MISCELLANEOUS

TOTAL OTHER REVENUE SOURCES

TOTAL

City of Manchester, New Hampshire
Budget ve Actual Revenue By Type - General Fund
Non-Proeperty Tax Revenues

.59
.84
.67
.50
75

31/24/08
2:27 BM
.01

PERCENTAGE
UNRECCOGNIZED

(243 .486)
34,50
63.01

For The Eight Months Ended February 2%, 2008
(UNAUDITED)
Budget Basis
MNTREVNEPRF
MODIFIED REVENUE UNRECOGNIZED
BUDGET RECOCGNIZED BALANCE
32,000.00 168,907,112 (77,307,
538, 000.00 352,373.84 185,626,
1,100,000.00 406,897.89 £93,102.
1,670,000.00 B&Y9,178.85 800,821
16, 156,000.00 G,907,168 .64 6,248,831,
470,500.0C 96,594 .54 373,905,
2,418,000.00 1,292,373.35 1,125,628,
19,044,500,00 11,296,136.53 7,748,363 .
227,9000.00 - 227,000,
1.,125,472.00 968,458.18 157,013.
6,691,470.00 3,673,629.29 3,017.840.
8,043,942.00 4,642,087.47 3,401,854,
143,895.,00 115,736,885 27,958,
174,150.00 112,303.8¢C 61,846,
£15,500.00 409,311.07 206,188.
- 1,378.20 {1,378
20,006.00 14, 846.0C 5,154 .
- 8,506.00 {8,506
252,735,080 209, 441,13 83,353,
27,000.00 1i7,435.00 8,565,
11,000.00 8,850.00 2,150.
90,000.00 29,932,117 80,067.
- (9,427.58) 9,427.
394,350.00 639,755.01 350,594,
95,000.00 43,642,062 51,357,
2,459,490.00 1,601,709.69 857,780.
Z4,604,000.00 1,780,342.41 823,457
2,150,100.00 81,486.16 Z,068,611
1,133,778.040 273,670.33 854,108
T80,200.00 22,488.50 737,711
8,237,915.00 4,001,083.25 4,236,821,
87.238.00 61,286.64 25,951,
14,873,229.00 §,226,565.2% 8,746,659
g 46,191,161.00 8 24,535,581.83 & 21,555,479,
4
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TAXES, INTEREST AND PENALTIES
S0AT TAXES
MISCELLANROUS TAXES
INTEREST AND PENALTIES
CABLE FRANCHISE FEES

TOTAL TAXES, INTEREST AND PENALTIES

LICENSES AND PERMITS
ALTTO REGTSTRATIONS
LICENSES
PERMITE

TOTAL LICENSES AND PERMITS
INTERGOVERNMENTAL
FEDERAL REVENUES
PAYMENTS IN LIEU OF TAXES
STATE REVENUES

TOTAL INTERCOVERNMENTAL

SALES AND SERVICES

CGENERAL REVENUES

PUBLIC SAFETY

HIGHWAY

TRAFFIC

SRNITATION

HEALTH

CEMETERY, PARKS & RECREATION

ZONING BOARD

PARKING VIOLATIONS

COURT FINES

OTHER FINES

FEES

WITHNESS FEES

TOTAL SALES AND SERVICES

OTHER REVENUE SO0URCES

INTEREST INCOME

FUND TRANSFERS

REIMBURSEMENTS

RENTALS & LEASES

SCHOOL CHARGERACKS

MISCELLANEOUS

TOTAL OTHER REVENUE SOURCES

TOTAL

City of Manchester, New Hampshire
Budget vs Actual Revenue By Type -
Non-Property Tax Revenues

For The Year Ended June 30,

Modified Budget FY 2008

ACTUAL
FY 2007

5 34,656
12,873

674,763
1,069,452

1,781,750

16,343,121
469,876
2,501,843

19,114,840

247,812
BE}, 676
6,331,658

7,432,846

142,335
166,349
608,337
2,056
25,962
9,158
319,598
67,844
11,500
84,940
1,014
B8C, 724
132,012

2,451,850

2,438,924
2,675,048
£85,919
794,266
7,825,612
43,439

[UNAUD
Budget

ITED)
Basis

MITREVCOML

MODIFIED
BUDGET
FY 08

32,000
538,000
1,100,000

1,870,000

16,156,000
470,500
2,418,000

19,044,500

227,000
1,125,472
6,691,270

8,043,942

143,695
174,150
615,500
20,000
292,795
27,000
11,000
80,000

980,350
25,000

2,459,490

2,604,000
2,150,100
1,133,776
760,200
8,237,915
87,238

2007 and

DIFFERENCE
ACTUAL 07 V&
BUDGET 08

& {34,656)
19,121

(136,763)

30,548

(121,750)

12,875

{70,340)

(20,512)
271,796
359,812

611,096

1,360

7,801
{7,163}
(2, 056)
{5,562)
{9,158)
{26,804
{40,844)
{500)
5,060
(1,014)

109,608

(37,012}

165,076
(524,948)

447,857

(34,068)

3/25/08
$:32 AM
1. 1

PERCENTAGE
DIFFERENCE OF
FY(7 VB FYOB

(100.00)
148.47

120.27)
2.86

.98
4,69
{1.18)
(100.00)
{22.96)
{100.00)
{(8.39)
(80,20)
{4.35)
5.96
{100.00}
12.44
(28.04)



Tity of Manchester, New Hamphire ’ 3/25/08

Budget vs Actual Revenue By Type - 9:35 AM
. Non-Property Tax Revenues 1. 1
For The Eight ¥onths Ended February 29, 2008 and 2007
(UNAUDITED)
Budget Basis
MNTREVCOM2
B MONTHS 8 MONTHS DIFFERENCE PERCENTAGE
ACTUAL BCTUAT ACTUAL 07 VS TIFFERENCE CF
FY 2007 FY 2008 ACTUAL 08 FY07 V8 FYO0B
TAXES, INTEREST AND PENALTIES
BOAT TAXES 3 11,502 - $ {11,502} (106.00)
MISCELLANEOUS TRAES 8,997 109,507 100,810 1,121.80
INTEREST AND PENALTIES 257,861 382,373 94,512 36,65
CABLE FRANCHISE FEES 395,412 406,887 11,4885 2.80
TOTAL TAXES, INTEREST AND PENALTIES 673,772 869,178 185,406 28.00
LICENSES AND PERMITS
AUTO REGISTRATICNS 10,272,044 9,907,168 [364,875) {3.58}
LICENSES 103,488 96,594 {6,893) {6.66)
PERMITS 1,771,104 1,252,373 {478,730} (27.03)
TOTAL LICENSES AND PERMITS 12,346,636 11,296,136 (830,439} {7.00}
INTERCOVERNMENTAL
FEDBRAL REVENUES 120,022 - (120,022) {100.00)
PAYMENTS IN LIEU OF TAXES 675,517 968,458 292,941 43.37
STATE REVENUES 3,590,991 3,673,629 82,538 2.30
TOTAL INTERGOVERNMENTAL 4,386,530 4,642,087 255,587 5.83
SALES AND SERVICES
GENERAL REVENUES 99,842 115,738 15,894 15.92
PUBLIC BAFETY 108,876 112,303 3,327 3,08
HIGHWAY 435,536 408,311 {26,28¢4) {8.03;
TRAFFIC 1,169 1,378 209 17.90
SANITATION 16,930 14,846 3,516 35.83
HEALTH 6,118 8,505 2,388 39.03
CEMETERY, PARKS & RECREATION 214,593 209,441 {5,151} {2.40)
ZONING BOARD 41,024 17,435 (23,589) . (57.50}
PRRRKING VIOLATICONS 6,500 8,850 1,950 28.26
COURT FINES 66,544 28,932 (36,611} 155.02)
OTHEER FINES {3,830) (9,427 {5,537) 142,35
FEES 647,733 635,755 {7,877 (1.23)
WITNESS FEES 23,109 43,642 {49,466} 153.13}
TOTAL SALES AND SERVICES 1,728,644 1,601,705 {12€,334) (7.34)
OTHER REVENWUE SCURCES
INTEREST THCOME 1,68%,7286 1,780,542 80,816 4.75
FUND TRANSFERS 64,663 B1,4B8 16,823 26.02
RETIMBURSEMENTS 154,754 279,670 124,916 80,72
RENTALS & LEASES 26,260 22,488 (3,771) {14.36]
SCHOOL CHARGEBACKS 3,045,845 4,001,093 955,544 31.38
MISCELLANEOUS 62,745 61,286 (1,458} {2.32)
TOTAL OTHER REVENUE SOURCES 5,083,687 65,226,569 1,172,872 23.21

TOTAL 5 23,889,279 g 24,635,681 5 646,402 2.69




William E. Sanders
Finance Officer
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CITY OF MANCHESTER J% ECEIVE

Finance Department MAR 2 4 2008
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CITY CLERK'S OFFICE |

March 24, 2008

Committee on Accounts, Enrollment and Revenue Administration
C/0 Ms. Carol Johnson, City Clerk

One City Hall Plaza

Manchester NH 03101

Dear Honorable Committee Members,
Enclosed for your review are the following reports updated through today:

Department Legend

Open Invoice report over 90 days by fund

Open Invoice report all invoices for interdepartmental billings only
Open Invoice report all invoices due from the School Department only
Listing of Invoices Submitted to City Solicitor for Legal Determination
Accounts Receivable Summary

Please let me know if you have any questions or require further information.

Respectfully submitted,

Sharon Y. Wickens

Assistant Director - Treasury
Enc.

One City Hall Plaza » Manchester, New Hampshire 03101 » (603} 624-6460 « FAX: {603) 624-6549
E-mail: Finance@ManchesterNH.gov « Website: www.manchesternh.gov

e




Legend

Customer Type Code Department

02
03
04
05
07
10
13
16
18
19
20
21
22
25
27
30
33,34, 35, 36
41
50
51
52
80
65
71
82

Assessors
Building/Housing Code
City Clerk

City Coordinator/MEDO
City Saolicitor

Finance Department
Information Systems
Mayor's Office

Office of Youth Services
Human Resources
CIP/Planning

Public Bldg. Services
Tax Collector's Office
Airport/Aviation
Environmental Protection Div
Fire Department

Police Department
Health Department
Highway Department
Traffic Department
Parking Department
Welfare Department
Parks & Recreation/Cemetery
Library (east/west)
Elderly Services

Fund
0101
0204
0205
0301
0801
0805
0807
0809

Name

General

CDBG

Grants

Capital Projects
EPD

Airport
Racreation
Parking

Yt b
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Dept
hwy
hwy

hwy

hwy
Fiwy
hwy
hwy
hwy
hwy
hwy
hwy
hwy
hwy
hwy

traffic
hwy

Ry

hwey
hwy
hwy

hwy

hwy

traffic

traffic

traffic
fraffic
traffic
traffic
traffic
traffic
traffic

police

wy
hwy
hwy
hwy
vy
hwy
Py

Customer Name

Ryar Fitzgeraid - Former Hwy Employes
Steve Thompson - Former Hwy Employes
above submittted to City Solicitor 03/0/04

Steve Thompson - Former Hwy Emploves
above submitited to City Solicitor 06/14/04

Kyle Poisson - Former Hwy Employee
Francis J. Towne
Francis J. Towne
Francis J. Towne
Francis J. Towne
Francis J. Towne
Francls J, Towne
Francls J. Towne
Francis J. Towne
Francis J. Towns
Francis J, Towne
above submittied to City Soliciter 09/13/04

Michael Vanasse
Victor Qlivio - Former Hwy Employee
above submittted to City Soliciter 2/17/05

Howard Komm-Former Hwy Employee
above submiifted to City Solicitor 03/14/05

Jay Provencher-Former Hwy Employee
Jay Provencher-Former Hwy Employee
Chris Chakas-Former Hwy Emplovee
above submittted to City Solicitor 04/12/05

John Clancy-Former Hwy Employes
above submittted to City Soliciior 06/07/05

Gerard Dionne-Former Hwy Employee
above submittted to City Solicitor 07/14/05

Alexis Rojas
above submittied to City Solicitor 09/13/05

Charles Baadom
above submittted to City Soliciior 11/30/05

Ron Elias dba That {.ook
Ron Elias dba That Look
Ron Elias dba That Look
Ron Elias dba That Look
Ron Elias dba That Look
Ron Edas dba That Look
Ron Elias dba That Look
above submittied to City Solicitor 02/12/07

Breezeway Pub
above submittted to City Solicitor 03/12/07

Ciiffside Construction
Cliffside Construction
Cliffside Construction
Ciffside Construction
Cliffside Construction
Cliffside Construction
Cliffside Construction
above submittted to City Solicitor 01/30/08

8115
8111

8111

8114
8052
8052
8052
8052
8052
8052
8052
8052
8052
8052

8640
8572

8220

8682
8682
6172

8645

8643

8555

8658

9485
9485
9485
9485
0485
9485
9485

10809

10665
10666
10665
10686
10666
10666
10666

Department of Finance
Accounts Receivable

Submissions to Solicitor's Office

Cust# Invoice #

9844254
9844250

09845813

9844253
9843832
5844119
9844244
9844748
9845093
4845895
9845981
GR457T4
9845835
9845665

9852464
9851128

9845817

9853276
9859537
9845639

0852612

0852501

8851008

9861505

9868806
0869468
9870318
9871244
9872522
9873856
9874570

887725

9879183
9879293
9879454
9870524
9870687
9880023
9880172

6/16/2003
6/16/2003

73172003

8/16/2003
5/27/2003
6/10/2003
6/16/2003
6/24/2003
/92003
8/8/2003
8/11/2003
9/3/2003
§/8/2003
9/15/2003

2126/2004
11972004

7/3H2003

3/29/2004
114172004
6/30/2003

17312005

3112004

1/8/2004

12/127/2004

872212005
8/20/2005
10/20/2005
11/22/2005
12/22/2005
1/20/2006
2/22/2008

612712006

8/21/2006
812812006

8/5/2006
9/11/2006
9/18/2008
9/25/20086
10/2/20086

$36.92
$82.97

$508.72

$440.93
$217.50
$30.00
$33.00
$394.50
$34.50
$38.00
$12.00
$569.00
$30.00
$28.50

$947.88
$161.34

$866.75

$265.84
$3486.17
$96.48

$665.78

$154.11

$1,079.58

$953.77

$135.00
$135.00
$135.00
$135.00
$135.00
§135.00
$135.00

$1,398.25

$97.50
$132.00
357,00
$33.00
$378,00
$355.50
§120.00

UNCOLLECTABLE PER COLLECTION AGENCY > $1,000-5END TO CITY SOLICITOR

invoice Date Qriginal Amount Open Amount

$36.92

$82.97

$518.72

$440.93
$217.50
$30.00
$33.00
$394.50
$34.50
$38.00
$12.00
$568.00
$30.00

$28.50

$547.88

$161.34

$681.76

$265.84
§348.17

$56.48

$665.78

_stsatt

$1.079.56

$953.77

$53.18
$135.00
$135.00
$135.00
$135.00
$135.00

$135.00

$267.84

$87.50
$132.00
$57.00
$33.00
$378.00
$355.50

$120.00
$1,173.00

$5119.89

$518.72

$1,836.93

$1,108.22

$631.76

$708.50

$665.78

$154.11

$1,079.56

$963.77

5863.18

$267.84

$10,142.26

Explanation

workers compensation reimburserant
workars compensation reimbursement

workers compensation reimbursement

workers compensation reimbursement
closed AEX 07/31/04
ciosed AEX 07/31/04
closed AEX 07734104
clased AEX 07/31/04
closed AEX 07/31/04
closed AEX 07/31/04
closed AEX 07/31/04
closed AEX 07/31/04
closad AEX 07/31/04
closed AEX 07/31/04

closed AEX 01/31/05
workars compensation reimburserment

workers compensation reimbursement

workers compensation reimbursement
workers compensation reimbursement
workers compensation reimbursement

workers compansation reimbursement

workers compensation reimbursement

closed USA 08/13/05

ciosed AEX 11/02/05

closed USA 01/05/07
ciosed USA 01/05/07
closed USA 01/05/57
closed USA 01/05/07
closed USA 01/05/07
closad USA 01/05/07
closad USA 01/05/07

closed AEX 02/24/07

closed AEX 11/2/07
closed AEX 11/2/07
closed AEX 11/2/07
closed AEX 11/2/07
closed AEX 11/2/07
closed AEX 11/2/07
closed AEX 11/2/07
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CITY OF MANCHESTER

Finance Department

March 24, 2008

Committee on Accounts, Enrollment and Revenue Administration
C/O Ms. Carol Johnson, City Clerk

One City Hall Plaza

Manchester NH 03101

Dear Honorable Committee Members,

William E. Sanders
Finance Officer

%Mx EEV E @

E T
£ A /
B [ &

CITY CLERICS UFFIGE |

We are currently exploring the possibility of accepting credit cards for the payment of real estate
taxes. Both Joan Porter, Tax Collector and myself will be in attendance for discussion.

Please feel free to contact me with any questions or comments
Respectfully submitted,

Sharon Y. Wickens
Assistant Director-Treasury

One City Hall Plaza » Manchester, New Hampshire 03101 « (603) 624-6468 » FAX: (603) 624-6549
E-mail: Financei@ManchesterNH.gov « Website: www.manchesternh.gov

c% ”j



City of Manchester
Office of the Independent City Auditor

One City Hall Plaza, West Wing
Manchester, New Hampshire 03101
Phone: (603) 624-6523

Fax: (603) 624-6528

March 4, 2008

Alderman Mike Lopez
C/o City Clerk

One City Hall Plaza
Manchester, NH 03101

Dear Alderman Lopez,

Per your request attached is a list of all audit observations and recommendations I have
issued as a result of audits I performed from FY 2000 until the present. I have not
included the current EPD audit or the VISTA Fraud audit as they have not yet been
accepted by the COA. The first three pages is a summary of the current status as best I
can determine based on responses to the observation. I have not re-audited most of the
areas so the status is purely a guess on my part.

Of the 66 observations in my reports I believe that 43 (65%) are fully resolved and
another 10 (15%) at least partially resolved leaving only 13 (20%) unresolved.

Should you require further assistance feel free to call me at 624-6523.
Sincerely,

H g Vo uffjaﬁ?/

Kevin Buckley



Audit Title
Observation #

Resolved

Partially
Resolved

Unresolved

General Fixed Asset Account Group

Observation 1

Observation 2

bl

Cbservation 3

Observation 4

it

Observation 5

Community Improvement Program

Observation 1

Observation 2

Observation 3

Observation 4

Canal and Victory Garages

Observation 1

Observation 2

Observation 3

Observation 4

el P e s

Highway Department Consumable
Inventory 6/30/01

Observation 1

Observation 2

Observation 3

IR

Highway Department Consumable
Inventory 6/30/02

Observation 1

Building Permits — Assessment Cycle

Observation 1




Audit Title
Observation #

Resolved

Partially
Resoived

Unresolved

Office of the Tax CoHector

Observation 1

Observation 2

Observation 3

ks

Tuition Reimbursement Program

Observation 1

Observation 2

Observation 3

reibes

Observation 4

Observation 3

s

Observation 6

Welfare Department

Observation 1.

Observation 2

Observation 3

Observation 4

Observation 5

Observation 6

Observation 7

Observation 8

Observation 9

Observation 10

Observation 11

Observation 12

Observation 13

sl Lna b b palne e ne b [l ne

Observation 14

s
i




Audit Title
Observation #

Resolved

Partially
Resolved

Unresolved

Office of the City Clerk

‘Observation 1

Observation 2

Observation 3

Observation 4

Observation 5

Observation 6

Observation 7

IR il s B e

Department of Elderly Services Checking
Account

Observation 1

Observation 2

Observation 3

dtails

Fire Department Overtime

Observation 1

Observation 2

Observation 3

P

Office of Youth Services Checking Account

Observation 1

Observation 2

Observation 3

Observation 4

Sl et

Traffic Department

Observation 1

Ohbservation 2

Observation 3

Observation 4

Observation 3

(Observation 6

Observation 7

T e P

Observation 8




TAX ABATEMENTS, EIGHT MONTHS ENDED FEBRUARY 28, 2002
No Findings
GENERAL FIXED ASSET ACCOUNT GROUP BALANCE AT JUNE 30, 2001

OBSERVATION 1: LACK OF DOCUMENTATION AVAILABLE TO SUPPORT
COST

" The City should develop specific requirements regarding capital asset records retention.

The Finance Department should update the new Capital Assets Policy and Procedures
Manual to reflect record keeping requirements and responsibilities and distribute it to all
departments as soon as possible. The changes to the manual should reflect that:

One department should be designated to maintain documentation for all land, buildings
and improvements for the City.

The individual departments responsible for each vehicle or piece of equipment with a
value over $5,000 should maintain a file for each item that would include all cost
documentation and other pertinent information, such as warranties, for the life of the
asset. When an asset is transferred to another department the file should go with it to the
receiving department. Only when an asset is disposed of should the records be archived.

OBSERVATION 2 : INADEQUATE SEGREGATION OF DUTIES — PERSONNEL
WITH HTE INPUT ACCESS ALSO HAVE AUTHORITY TO APPROVE THE A900

Access to input functions for purchasing and CPR modules in HTE should not be allowed
to the individuals who are responsible for approving the expenditures and purchase of
equipment. Each department should have one person who normally signs the A900 who
has no input authority in the HTE. In the case of a department with limited employees a
second signor could be used in cases where the usual A900 signor is unavailable to assure
that the individual’s work has been checked.

OBSERVATION 3: VEHICLE USAGE AND COST DOCUMENTATION

A written policy should be developed requiring all vehicles to track mileage and
operating costs as they incur on a daily motor vehicle use form. At the end of the month
this form would be submitted to the City maintenance garage responsible for the vehicle.
At year-end a summary annual report should be prepared for each vehicle and filed in an
equipment file maintained for each vehicle. This would allow maintenance personnel to
have a vehicle cost history to help in determining which vehicles to surplus. Vehicles
with excessive cost per mile should be submitted for surplus and possible replacement.
As all vehicles do not age in the same manner this would help in determining
replacement by the most costly vehicles first.



OBSERVATION 4: ITEMS WITH OTHER POSTING ERRORS

Any changes to the status of an asset should be noted in the CPR database in a timely
manner. The location of an asset should be the location that the asset is permanently
assigned. If the item is temporarily assigned or loaned to another area the records need
not be changed.

OBSERVATION 5: LAND AND BUILDINGS RECORDED AT LESS THEN COST
OR MARKET

Most of the assets have been acquired by the City many years ago and in all probability
cost records would be difficult if not impossible to find. It would therefore be necessary
to estimate the original cost or market value at time of donation, construction or purchase.
In addition most of the items would most likely fall below the $5,000 minimum City
reporting requirement. If it is determined that an estimate should be done the estimate
should be documented using a generally accepted method such as back trending using
inflation tables or comparison to other similar purchases occurring during the same time
period. The cost of the asset must then be adjusted in the Continuing Property Records
module. '

COMMUNITY IMPROVEMENT PROGRAM, FISCAL YEAR ENDED JUNE 30,
2002

OBSERVATION 1: UNTIMELY SPEND DOWN OF PROJECT FUNDS

Cash Projects

The City needs to develop procedures to ensure that cash projects are spent in a
reasonable period of time. Project stop dates should be enforced in order to ensure that
cash projects are completed in a timely manner. If there is a continuing cash project such
as School Capital Improvements that gets a new appropriation every year expenditures
should get charged to the oldest project first until it is completely spent. If the unspent
balance of the older project exceeds the current year project balance no new money
should be appropriated until the balances are spent down.

Bond Projects

As part of the CIP process any request for funding should be accompanied by a schedule
showing the anticipated dates that funds will be expended. The chart of accounts in the
HTE system should be changed so that 1t would be easier to track the balances of bond
projects by the issue date. In addition the Departments in charge of the projects should
provide to the Finance Department schedules that show the timing that each project
anticipates spending its funds. The Finance Department and the Departments shouid be

[0 (g



constantly monitoring bonded projects to ensure that funds are spent timely. If a project is
unable to spend the bond proceeds in a manner that will keep the City out of an arbitrage
situation those funds should be transferred to a project that will be able to take advantage
of the funding in a timely manner. A new sppropriation could be made to complete the
original project if necessary. ’ .

OBSERVATION 2: CONTRACT MONITORING CONTROLS

The City should develop standardized forms and prbcedures to use when issuing
contracts and change orders including a higher level of approval for change orders and
contracts. For example, if the change orders on a particular project go over a certain
amount or percent of the original contract it would have to be approved by the CIP
Committee of the Board of Mayor and Aldermen. These procedures should be included in
the City’s policy and procedures manual, which is currently in draft form.

OBSERVATION 3: MISSING CASH STARTUP

Currently upon adoption by the BMA all cash start-up forms are sent by the City Clerk to
Finance. Only upon receipt of the BMA action from the City Clerk does the Finance
Department enter a CIP project into the HTE system. A quarterly CIP project report is
prepared by the Finance Department and distributed to department heads.

After the projects are entered in HTE a report should be run and reconciled to the original
budget by the Plannirig Department to ensure that all projects were entered and entered
correctly. A listing of projects from the budget that have not been entered in the system
should be maintained and checked periodically to ensure that all projects eventually get
entered.

OBSERVATION 4: ANNUAL PROJECTS

Recurring annual expenditures would more appropriately be financed as part of the
operating budget. Projects should be specific in goals and objectives and have a definite
schedule of when they plan to start and end all phases of activity. Only funds that can be
obligated during the next year should be requested as a cash project in order to keep the
armount of taxpayer funds held by the City to a minimum. '

CANAL STREET AND VICTORY GARAGES, 16 MONTHS ENDED OCTOBER
31, 2001

OBSERVATION I: EMPLOYEE BENEFIT REIMBURSEMENTS
OBSERVATION 2: SECURITY DEPOSIT BALANCES
OBSERVATION 3: MANAGEMENT REPORTS
OBSERVATION 4: CIVIC CENTER EVENT PAYROLL COSTS

jo-7



HIGHWAY DEPARTMENT CONSUMABLE INVENTORY, JUNE 30, 2001

OBSERVATION | — INTERNAL CONTROLS OVER CONSUMABLE
INVENTORIES

1. Until the City develops a policy and procedure manual of its own the Highway
Department should deveiop an agency specific manual to cover how inventory
transactions are to be handled and how the physical inventory is to be controlled.

2. Procedures over the physical inventory counts should be reviewed to determine how
the items noted above remained undetected.

3. When making changes such as entering beginning balances to 2 new computer system
only qualified and well-supervised employees should be used. All beginning balances
entered in the mventory module should be reviewed to ensure that the inventory is

fairly stated.

4. Inventory should be better organized particularly at the transfer station area.

OBSERVATION 2 — INVENTORY ORGANIZATION

The Highway Department should work to better organize its inventory in a manner that
will make it easier to perform a physical inventory. Labels should be attached to the item
or bin that contains the item to help with conducting an inventory.

Itemns at the transfer station should be segregated ‘by item number and the yard cleaned
and organized. If it becomes obvious that a balance is incorrect the records should be
adjusted. All items should be cleariy labeled.

The recycled asphalt and crushed bank run records should be adjusted to reflect that they
have been combined. And the records should be adjusted to eliminate the compost loam

miXx.

Cycle counts should be performed more frequently at the transfer station by a person who
does not work there or have control over the inventory.

OBSERVATION 3 —~ CAPITALIZED ITEMS THAT SHOULD HAVE BEEN
EXPENSED
The computer records should be adjusted to eliminate the balances in the two tire chain

“accounts. A review of all items normally expensed shouid be conducted in order to
determine if there are any other balances that are incorrectly in the system.

[0-F



HIGHWAY DEPARTMENT CONSUMABLE INVENTORY, JUNE 30, 2002
OBSERVATION 1 - RECONCILIATION OF GENERAL LEDGER TO SUBSIDIARY

Reconciliation between the general ledger and the Purchase and Inventory module should
be done at least annually. It 1s recommended that the reconciliation be done monthly to
make it easier to identify and correct any variances if necessary.

BUILDING PERMITS ASSESSMENT CYCLE

OBSERVATION 1: PROCEDURES OVER THE PROCESSING OF PERMITS AND
ASSESSMENTS

Procedures should be improved in order to utilize the HTE system to help in tracking the
permits through the assessing phase of the cycle. A link between the two subsystems in
HTE should be established so that a report could be generated to show discrepancies
between the two subsystems. The Building Department, Office of the Assessors and
Information Systems should meet to discuss changes that could best track permits.

OFFICE OF THE TAX COLLECTOR, FOR THE 6 MONTHS ENDED 12/31/04
OBSERVATION 1: CHECKS NOT DEPOSITED TIMELY

The Office of the Tax Collector should make every effort to deposit ali mail receipts
daily. The Tax Collector shouid look into the feasibility of using overtime, hiring an
additional Customer Service Representative or adjusting one person’s schedule so they
can process mail when the counter 1s closed to ensure that the receipts are processed in a
timely manner. Even though checks do not carry the same risk as cash they still are at a
high risk of being misappropriated. All cash and checks should be locked in the safe at

night.

OBSERVATION 2: NO WRITTEN PROCEDURES GOVERNING EMPLOYEE
HIRING AND RETIREMENTS

The City should develop standard written procedures on how new employees and
employees separating from service with the City are processed in and out of the system.
The procedures should include checklists that will ensure that all necessary steps are
taken in a timely manner when processing employees. Such checklists should mnclude
steps common to all departments and have sections available for the departments to
customize the checklist for situations unique to that department. The checklist would
remain at the department in the employee’s file and updated periodically as necessary.

OBSERVATION 3: CONFLICTING CITY ORDINANCES, CUSTODIAN OF TAX
DEEDED PROPERTY

The ordinances should be changed so they are no longer in conflict with each other.

10-9



TUITION REIMBURSEMENT PROGRAM, FOR THE FISCAL YEAR ENDED
JUNE 30, 2004 '

OBSERVATION 1: INTERNAL CONTROLS OVER TUITION REIMBURSEMENT
DO NOT APPEAR TO BE WORKING AS DESIGNED

The current system of internal controls should have been sufficient to prevent all of the
_errors noted in this report. It appears that a general breakdown in the controls had
occurred at both the Human Resources Department and the Finance Department. In order
to 1mmprove the system the following steps should be taken.

s The Human Resource Department should develop written policies and procedures
that clarify the rules governing the tuition reimbursement program. These written
policies and procedures should include annual maximums allowed for non-affiliated
employees and be approved by the Board of Mayor and Aldermen.

e The City Negotiator should correct all the labor contracts as soon as possible so that
all references to calendar year are changed to fiscal year.

¢ The Finance Department should only process reimbursement requests that are
presented on original pages of the tuition reimbursement request form. Consistency in
the page of the form submitted should be used so that, for example, the pink copy is
submitted with the first request and the yellow copy is submitted with the final
requests. All sections should be completed and appropriate documentation attached to
the final request to ensure that the course was completed in accordance with the
policy. Any deficient requests should be retarned.

s The spreadsheet used at the Human Resources Department to track each employee’s
payment history should be updated annually for any changes to the program. A
second persen should check to ensure that all the annual maximum allowances agree
to the most recent contracts. '

OBSERVATION 2: CIRCUMVENTING TUITION REIMBURSEMENT RULES BY
USING EMPLOYEE DEVELOPMENT FUNDS

The HR Department should develop a written policy that limits the amount of employee
development activity that can be reimbursed from the tuition reimbursement line. If it is
HR’s ntention to supplement the lack of employee development funds with tuition
reimbursement funds then HR should ensure that departments are using all staff
- development money before charging staff development to tuition reimbursement.

The City should amend the existing policy that governs the tuition reimbursement
program to make 1t clear that staff development 1s not to be used to circumvent the rules
governing the tuition reimbursement program. The revised policy should also clarify
what kinds of courses are eligible for the tuition reimbursement program and which



should be charged to staff development. Staft development funds should never be used to
supplement an employee’s tuition reimbursement.

OBSERVATION 3: DOUBLE PAYMENT OF TUITION REIMBURSEMENT

The Human Resources Department should take steps to strengthen its internal controls .
over the processing of tuition reimbursement requests. If they had looked at a vendor
inquiry in HTE they would seen that they had an outstandmg check for the Water
Department employee in the system. .

The Finance Department processed the second payment to the Water Department
emplovee based on a photocopy of the reimbursement form. Checks should only be
processed using original documentation,

Tuition reimbursement should not be charged to other object codes.

The Human Resources Department should process all tuition reimbursement payments so
. they can effectively track the payments.

The City should seek reimbursement for the overpayments. As of the report date the
Water Works and Building Department employees have agreed to pay back the payments
that were made in error.

OBSERVATION 4: INCORRECTLY CALCULATING MAXIMUM ALLOWABLE

When negotiating the labor agreements references to calendar year should be avoided and
‘all changes should be made to coincide with the City’s fiscal vear to help avoid any
confusion. :

The Human Resources Department should take greater care in calculating the maximum
amount of reimbursement allowed.

The Finance Department accounts payable section should be familiar with the agreements
and check the calculations prior to processing the payment.

OBSERVATION 5: NON-AFFILIATED RULES CURRENTLY IN USE NOT
APPROVED BY BOARD OF MAYOR AND ALDERMEN

The Human Resources Department should prepare written policies and procedures for the
non-affiliated employees for submission to the Board of Mayor and Aldermen for
approval. This would also be a good time to clarify the policy as to what type of courses
would be allowed for reimbursement from the tuition reimbursement program and what
should be charged to staff development. The HR Department also allows Departments to

[0t



submit staff development expenditures for reimbursement from the tuition reimbursement
program if the department is short on staff development funds. Procedures should be
developed as to when and how this is allowed as part of the new policy that is submitted
for approval,

OBSERVATION 6: TUITION REIMBURSEMENT TAX REPORTING

It appears that this error was caused by posting tuition reimbursements to more than one
object code, which makes it difficult to determmine if an employee has been retmbursed
over the maximum allowable. All tuition reimbursement should be processed through the
HR Department and posted to the correct object code. The HR department can then run a
report by vendor and object code each year to determine whom, if anyone has exceeded
the limit.

WELFARE DEPARTMENT, 16 MONTHS ENDED OCTOBER 31, 2001

OBSERVATION 1: UNRECORDED CASH COLLECTIONS AND EXPENDITURES

¢ The status of this account should be determined and appropriate BMA action taken. If
the Department intends to keep these funds as a trust fund BMA approval should be
sought.

» All cash should be deposited into a bank account immediately.
¢ All transactions at the Department should be recorded in the accounting records.

¢ If these are considered to be reimbursements the funds should be deposited in the
Department’s reimbursement revenue account immediately and any further
expenditure recorded in the City financial system.

OBSERVATION 2: CONTROLS OVER CASH RECEIPTS

¢ The duties of collecting cash receipts, preparing the deposit, making the deposit and
recording the transaction should be segregated in such a way as to minimize the risk
that receipts could be misappropriated.

® Caseworkers should not be allowed to make cash collections. One central location for
the collection of cash receipts should be used and a daily log of collections
maintained. Copies of checks and pre-numbered cash receipts could then be sent to
the caseworker for inclusion into the case files. The caseworkers should not be
holding cash or checks.

¢ The person making the cash collections should restrictively endorse all checks
immediately upon receipt or opening the mail.



e The Department should follow the City revenue policy and deposit cash and checks
daily unless the amount is less than $100.

OBSERVATION 3: PROCEDURES OVER CLIENT FRAUD DETECTION

The Department should establish formal fraud deterrence and detection programs and
have a formal written fraud reporting policy included in its Welfare Guidelines. This
policy should clearly be communicated to the client. ,

]

The attributes of an effective fraud reporting policy include:

* the policy is in writing

= the policy describes frandulent activities and the actions required when fraud is
suspected or detected

* the policy is communicated to all employees and

* management obtains assurance from each employee that the policy and related
reporting mechanism is understood.

The Department should vigorously investigate all cases of suspected fraud. When fraud is
proven, all assistance should be suspended and prosecution sought. The Department
should seek restitution for any assistance given under fraudulent circumstances.

OBSERVATION 4:  COMMISSIONER’S LEAVE ACCRUAL

The City should seek a legal opinion on the status of the Commissioner’s position and the
City Ordinances or charter should be changed to clarify the treatment of the position. If
the position is subject to accrual of leave time it should also be subject to accounting for
its time through the submission of time and leave sheets.

OBSERVATION 5: TIMELY DETERMINATION OF STATE AID

The Department should look into the feasibility of tracking the time it takes the State to
process apphcations for aid. This would be difficult at the present time, as the
Department does not have a case management system in place (see Observation No. 13)
that would aid in the tracking of application processing. In addition the mandated
$100,000 cap may make the effort not cost effective. If the Department determines that
the effort is cost effective, they should incorporate a means of tracking and compiling the
information into a case management system.

OBSERVATION 6: RECOVERY OF AID FROM WORKING CLIENTS

The Department should set up specific guidelines for when to seek reimbursement from a
client. A follow up letter could be sent after the chient has a few weeks of employment
reminding them of their obligation.



OBSERVATION 7. REQUIRED WORK SEARCH AND WORK PROGRAM

The Department should institute the work program again and require all able-bodied
clients who are not working or actively seeking employment to participate. The
Department should also require that all able~bodied persons conduct a reasonable job
search and document the search in the files. The Department should revise and use the
existing job search form.

3

OBSERVATION 8. RECOVERY FROM OTHER TOWNS

The Department does not appear to be consistent in its treatment of clients that are
moving into or out of the City and collecting benefits. There also appears to be some
confusion over what is considered to be a person’s residence and who is ultimately
responsible for the assisted person. The Department should seek legal advice to
determine whom they are responsibie for and institute controls to ensure that all cases are
treated the same. Reimbursement shouid be obtained from other towns in accordance
with existing law.

OBSERVATION 9: SANCTIONS DUE TO VIOLATION OF REQUIREMENTS

The Department should follow State statutes and suspend benefits to clients who
constantly ignore the rules of the Department. Reductions of State aid should be
considered income to clients in determining the amount of aid if the reduction in aid can
ecasily be cured or is the result of the client’s actions.

OBSERVATION 10: REQUIRED AID FROM FAMILY MEMBERS

The family members of all people applying for aid should be informed of their obligation
to assist and asked to help in any way they can. If it is evident that the family member is
in a position to help but refuses the Department should seek legal action.

OBSERVATION 11: CITY WELFARE GUIDELINES

The Department should adopt these provisions into their guidelines and adopt a procedure
for monitoring changes in relevant State laws so that the City guidelines are képt current.

OBSERVATION 12: MANAGEMENT OVERSIGHT AND CONTROL
All members of the management team should be put in place as soon as possible after a

new Commissioner starts a term. 1t is important that a new Commissioner become
actively involved with the Department on a regular basts.

jo-14



OBSERVATION 13: COMPUTERIZED CASE MANAGEMENT SYSTEM

The type of information being collected is perfect for some form of database application.
The Department should look into purchasing case management software to reduce some
of this work. The software will have to be accessible to all users inchuding the
caseworkers. After the front desk worker enters the basic information and opens a case in
the system then the caseworker would only have to call up the case and add their
information. Reports could be designed that would take this information and create the
daily, weekly and monthly reports that the Department requires. If a request were made
for the information in a different format the Department would only have to design a
query. The log could also be used to track vouchers. It is recommended that all potential
users have input into what they need out of a case management system prior to its design.

OBSERVATION 14: HELD PRESCRIPTION VOUCHERS

The time lag for processing these vouchers is unacceptably long. The Department shouid
work with the State Department of Health and Human Services to try and reduce the time
lag between requesting reimbursement and receiving the funds. .

Instead of making the pharmacy wait on payment, the City should consider paying all of
the invoices in a timely manner and then seeking reimbursement from the State. This
could be used as a negotiating tool in sefting prices with the pharmacies.

OFFICE OF THE CITY CLERK, FOR THE FISCAL YEAR ENDED JUNE 30,
2005

OBSERVATION 1: EMPLOYEES CLASSIFIED AS INDEPENDENT
CONTRACTORS

The Independent City Auditor has asked for a City Solicitor’s opinion on the status of
these employees. If it is determined that they are employees the City should contact the
IRS, explain the situation and work out a plan to pay any taxes that may be owed. In
addition any hours in excess of 40 hours per week should be paid at time and one halfto
the affected workers.

OBSERVATION 2: HIGH VEHICLE COSTPER MILE

The City Clerk’s Office should either eliminate the Ford Taurus or reimburse employees
for the use of their cars for the small amount of City business they perform or use the
Taurus as a pool car and gain some efficiency by using the Taurus more and reimbursing
employees less. If half of the miles reimbursed to employees in FY 2005 were instead
used by the Taurus the cost per mile of the Taurus would drop to approximately the IRS
rate of $.405. The net savings in FY 2005 would have been over $1,000,

(- 1%



OBSERVATION 3: OVERSTATEMENT OF BUILDINGS AND EQUIPMENT

The records should be changed to reflect the current status of all capital assets. The City
Clerk’s Office should conduct a physical inventory of capital assets at year end and
compare it to reports printed from the CPR module as part of their vear-end procedures.

OBSERVATION 4: EXPENDITURES POSTED TO THE WRONG ACCOUNTING
PERIOD

These errors should have been caught by the Finance Department and posted to the
correct year. CGL Insurance payments originate in the Risk Manager’s Office and the
City Clerk’s Office has very little control over the posting of the expenditure. The two
overstatement errors were clearly FY 2004 expenditures and should have been picked up
by the Finance Department during their year-end procedures.

OBSERVATION 5: BUSINESS LICENSE ISSUES

In addition to working on elections and various other duties there is one employee in the
City Clerks Office responsible for tracking and inspecting businesses to ensure that they
are operating in accordance with City regulations. The City issues thousands of licenses
and permits annually for Sunday operations, amusement devices, taxi licenses, second
hand stores, alarms, and peddlers. This one person is responsible for ensuring that these
businesses are in compliance with all the regulations governing the permits and licenses.
It appears that he has very little time to devote to inspecting businesses. The City Clerk’s
Office should consider the benefits of hiring another employee in the licensing division to
ensure that all businesses are properly licensed to do business in the City. The City Clerks
office should be notified of all new building permits for businesses so they can ensure
that the proper permits are issued prior to the start of business.

OBSERVATION 6: INTERGOVERNMENTAL TRANSFERS

The City Finance Department should develop procedures to process intergovernmental
-billings electronically and avoid the time and cost of processing checks. The process

should incorporate an approval by the department prior fo processing the transaction. It is

possible to process these expenditures through the AP module without printing a check.

OBSERVATION 7: ACCOUNTS RECEIVABLE ISSUES

At year-end the City Clerk’s Office should run a report to show the amount of all
outstanding alarm fees and fines as of June 30™ and report the amount to the Finance

Department.

All revenue collected on the last day of the fiscal year should be reported in the correct
fiscal year regardless of when the revenue was deposited in the bank.



CITY TREASURY, FOR THE FISCAL YEAR ENDED JUNE 30, 2006
 No Findings

DEPARTMENT OF ELDERLY SERVICES CHECKING ACCOUNT, FOR THE
17 MONTHS ENDED MAY 31, 2004

OBSERVATION 1: UNRECORDED CHECKING ACCOUNT

The Departgnent of Elderly Services should work with the Finance Department to ensure
that all accounts are fully accounted for in the City’s accounting system and reported in
the City’s financial statements.

The Department should follow section 35.022 of the City of Manchester NH, Code of
Ordinances and go through the normal budgetary process for expenditures that are a
regular part of doing business.

OBSERVATION 2: LACK OF INTERNAL CONTROLS

At present one-person staffs the West Side Center and proper segregation may prove
difficult. When the new West Side center is completed additional personnel will be

available in the building to aid in proper segregation of duties.

- The person who maintains the checkbook should not be an authorized signer on the
account.

The same person who has custody of the checkbook should not do the monthly
reconciliation. -

The bank deposit should be prepared by someone not involved with the collection of the
funds that can then compare amounts collected to the source documents such as pre-
numbered receipts.

OBSERVATION 3: UNTIMELY CASH DEPOSITS

The Department should attempt fo minimize the amount of cash on hand by following the
City deposit policy and preparing deposits on a daily basis.

REVIEW OF FIRE DEPARTMENT OVERTIME, FY 2003

OBSERVATION 1: THE MFD SHOULD DEVELOP PROGRAMS DESIGNED TO
REDUCE SICK LEAVE

The department should compile and review sick leave data in order to establish
benchmarks and identify possibie patterns of abuse or areas where reductions of time
used can be achieved.



The department should consider taking a more proactive approach to sick leave reduction
by emphasizing the benefits of saving leave balances and reducing injuries both at home
and on the job. This could also include a comprehensive wellness-fitness program to
reduce injuries. The International Association of Firefighters and the International
Association of Fire Chiefs developed the Fire Service Joint Labor Management
Weliness-Fitness Initiative to improve the wellness of fire personnel. Several U.S. and
Canadian fire departments require the mandatory participation of all the uniformed
personnel! in this program. It has been reported that in City of Phoenix, Arizona, during
the first eight years of their program, the number of job-related injuries decreased by 26
percent and the average number of days off due to on-the-job-injuries was reduced by 42
percent.

OBSERVATION 2: VACATION SCHEDULING ALLOWS THE NUMBER OF
FIREMEN ON VACATION TO EXCEED THE NUMBER OF RELIEF PERSONNEL

As vacation time is the one part of the overtime commitment that the Department has
control over, every effort should be made to ensure that the amount of scheduled time off
does not exceed the amount of potentially available uncommitted firefighters.

A 1992 study by the City of San Jose, California reported that the most efficient and
effective manner to meet mimmum staffing was to staff 73 percent of absences with relief
personnel and 27 percent with overtime. This study however is outdated and the
parameters of the San Jose Fire Department may not apply to the Manchester Fire
Department. The City Manchester should consider having a study done to determine the
best mix of relief to overtime.

OBSERVATION 3: TRAINING CLASSES DO NOT APPEAR TO BE SCHEDULED
TO MINIMIZE THE AMOUNT OF OVERTIME NEEDED TO COVER VACANCIES

The department should try to train replacements so they will be available during the
periods of highest need. Because the framning was split between two sessions the class
that was available in October arrived in time to cover for the winter holiday period when
many vacations are scheduled. The department should consider the feasibility of training
smaller classes more often in order to ensure coverage during the periods when most

vacations are scheduled.

OFFICE OF YOUTH SERVICES CHECKING ACCOUNT, FOR THE FISCAL
YEAR ENDED JUNE 30, 2004

OBSERVATION I: UNRECORDED CHECKING ACCOUNT
The OY'S closed the checking account on July 23, 2004.

The OYS should work with the Finance Department to ensure that the proper revenue
accounts are approved and are set up in HTE to accept these funds.



During the budget process OYS shduld ensure that the funds formerly paid out of the
checking account for the necessary expenditures of the programs are included in their
budget as well as the offsetting estimated reveniues.

Restitution funds should be set up as a separate balance sheet account with the Finance
Department.

OBSERVATION 2: ACCOUNTING FOR REVENUES

If a separate revenue account is set up in HTE for each program and subsidiary ledgers
are maintained at the Office it can be determined that the revenue is properly posted and
make meaningful financial analysis possible. It will be important to have this information
when determining estimated revenues during the budget process.

OBSERVATION 3: WAIVER OF FEES AND SEGREGATION OF DUTIES

The duties of intake to the program, collection of fees and waiver of fees should be
separated. The best way to do this is to have fees paid to someone not involved with the
program who would be issued a receipt as proof to show the program manager that the
fee was paid.

If a fee is to be waived the reason should be documented and approved by a person in a
supervisory position.

OBSERVATION 4: UNTIMELY CASH DEPOSITS

“The Office should attempt fo minimize the amount of cash on hand by following the City
- deposit policy and preparing deposits on a daily basis.

TRAFFIC DEPARTMENT PERFORMANCE AUDIT, JUNE 2006
OBSERVATION 1: SNOW REMOVAL

The Department should explore the feasibility of using City labor to remove the snow
thereby relieving the need to pay an outside vendor for the service.

OBSERVATION 2: CAPITAL ASSET RECORD KEEPING

The department should establish procedures to ensure that all additions and deletions of
capital assets are entered correctly and n a timely manner to the CPR module. Even
though entering information regarding vehicles is the responsibility of the Highway
Department all departments upon receiving or disposing of vehicles should check the
CPR module to ensure that the vehicle transaction had been entered correctly.



OBSERVATION 3: CONSUMABLE INVENTORY CONTROLS
The Department should formalize procedures for controlling its consumable inventory.
OBSERVATION 4: VEHICLE EFFICIENCY

The truck housed at the Victory Garage does not appear to be needed as it gets very little
use except for the occastonal snowstorm and should be declared surplus by the
department. '

It is questionable as to weather etther of the cruisers is needed by the department but at
the very least the older cruiser that has required excessive maintenance costs should be
declared surplus. It does not appear that the department needs more than one vehicle for
the office use.

OBSERVATION 5: GAS BOY CONTROLS NOT WORKING

The system should be set up to require that mileage be entered prior to dispensing fuel
and that the mileage entered meets preset parameters. For example the entered mileage
has 1o be greater then the previous mileage and not any greater than an acceptable range
for that vehicle.

All personnel who are authorized to use the system need to be properly trained in the use
and importance of entering data correctly.

Separate cards should be issued for gas cans and small engine equipment and fuel for
these items should never be entered using a vehicle’s card. This card should be under the
-contro! of one assigned individual and kept in a secured area when not in use.

OBSERVATION 6: HIGH RATIO OF SUPERVISORY EMPLOYEES

With the upcoming realignment of the Department it 1s recommended that the City look
at the necessity of the number of supervisors used in the department. It does not appear
to be necessary to have both a Director and Deputy Director in a department with so few
employees and relative simplicity of operations. The supervisory function for the parking
division should rest with the new head of the division who can manage both the parking
garage and the meter technicians.

OBSERVATION 7: TRAFFIC SIGNAL TECHNICIANS

The department should consider hiring an additional technician to help perform the
maintenance. They should also track the amount and type of trouble slips received to
ensure that the added cost of adding a new position 1s resulting in a reduction in system
failures.



OBSERVATION §: STREET MARKING COSTS

Because the per linear foot cost to privatize the long line marking is significantly less
expensive then the in-house cost it is recommended that the department put this part of
the job out to bid. This would free up the staff to concentrate on the area that they appear
to be able to do less expensively then private companies. This would allow them to
reduce the time between paintings for all markings.
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