AGENDA

COMMITTEE ON ACCOUNTS, ENROLLMENT AND
REVENUE ADMINISTRATION

February 17, 2009 5:15 PM
Aldermen Sullivan, 1.opez, Aldermanic Chambers
DeVries, M. Roy, Ouellette City Hall (3" Floor)
i. Chairman Sullivan calls the meeting to order.

2. The Clerk calls the oll.

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

e Kerrie Xintaras, (Planning) National Community Development
Association’s CDBG Basics Training for Practitioners, Lowell, MA.
(October 27, 2008 to October 29, 2008)

¢ Timothy Soucy, (Health) Northeastern Mosquito Control Association
Annual Conference, Providence, R1
(December 8, 2008 to December 10, 2008.)

e Stephen J. Adams, Jr., (Airport) AAAE/TSA/DHS Aviation Security
Summit, Washington, DC.
(December 9, 2008 to December 12, 2008)

Ladies and Gentlemen, what is your pleasure?

4, Communication from William Sanders, Finance Officer, submitting the
City’s Monthly Financial Report (unaudited) for the seven months ended
January 31, 2009.

Ladies and Gentlemen, what is your pleasure?

5. Communication from Lisa Sorenson, Financial Analyst, submitting 2nd
quarter fiscal year 2009 write off list for the Accounts Receivable module,
requesting authorization to write these receivables off.

Ladies and Gentlemen, what is your pleasure?
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Communication from Lisa Sorenson, Financial Analyst, submitting Finance
Department reports as follows:

a) Department Legend,

b) Open Invoice report over 90 days by fund,

¢) Open Invoice report over 90 days but less than one year;

d) Open Invoice report all invoices for interdepartmental billings only;

e) Open Invoice report all invoices due from the School Department only;
f) Listing of invoices submitted to City Solicitor for Legal Determination; and
g) Accounts Receivable summary.

Ladies and Gentlemen, what is your pleasure?

7. Communication from Sharon Wickens, Assistant Director — Treasury,
requesting that the City enter into a contract with Municipal Services
Bureau (MSB).

L.adies and Gentlemen, what is your pleasure?

8. Departmental revenue and expenditure projections, if available.
Ladies and Gentlemen, what is your pleasure?

9. Communication from Kevin Buckley, Independent City Auditor,
submitting an update of the current status of unresolved observations from
prior audits.

Ladies and Gentlemen, what is your pleasure?

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

10.  Update on the status of Policy and Procedure manuals for each department.
(Tabled 1/06/09)

11.  Communication from Kevin Buckley, Independent City Auditor,

submitting the P-Card Program Performance Audit.
(Tabled 11/25/08)
On file for viewing with Office of the City Clerk, One City Hall Plaza.
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12.

13.

i4.

5.

16.

Communication from Kevin Buckley, Independent City Auditor,
submitting an audit of the Office of the City Clerk, Business License and
Enforcement Division.

On file for viewing with Office of the City Clerk, One City Hall Plaza.

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 documentation
previously sent to the BMA and Commiittee 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.) i :

On file for viewing with Office of the City Clerk, One City Hall Plaza.

Communication from Kevin Buckley, Independent City Auditor, listing
audit observations and recommendations from all internal audits since
(Tabled 3/11/08; Retabled 7/07/08)

On file for viewing with Office of the City Clerk, One City Hall Plaza.

Copy of a communication from Alderman Lopez to Commitiee on
Community Improvement requesting the BMA to ask the Finance Officer,
City Solicitor and Bond Counsel (if needed) to review the possibility of
using Rooms and Meals Tax money 1n the future for Storm Water
Utility/Sidewalks/Streets.

(Tabled 09/25/2007 pending further information from the Finance Departinent.
Retabled 7/07/08)

There being no further business, a motion is in order to adjourn.
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Alderman Peter Sullivan, Chairman  CITY @L:&QWS GFFIGE |

Committee on Accounts, Enrollment &
Revenue Administration

City of Manchester

One City Hall Plaza

Manchester, NH 03101

Dear Alderman Sullivan:

This information is being provided to you consistent with the City’s policy regarding
conferences. On October 27“1, 28&, and 29 ofthis vear, | attended the National
Community Development Association’s CDBG Basics Traihing for Practitioners. The
conference was held in Lowell, Massachusetts and presented me with the foundation of
the proper use, tracking and management of Federal Community Development Block
Grant (CDBG) funds. The training curriculum contained essential clements to my
understanding, some of which were: .

National Objectives and Fligible Activities

Program Administration

Program Income

Financial Record Keeping

Labor Relations Requirements

Consolidated Annual Performance Evaluation Report (CAPER)

I found the training to be beneficial in my current position as Planning Technician for the
CIP Program within the Planning Department. I appreciate the opportunity to increase my
program specific knowledge to ensure the proper organization and reconciliation of
Federal funds. I was fortunate to have attended this training, which was paid in total by
CDBG funds, but assure the knowledge I have gained will be put to practical use with the
City of Manchester.

Sincerely, .
Kerme L. Xintaras
Planning Technician

One City Hall Plaza, Manchester, New Mampshire 03101
Phone: (603) 624-6450 Fax: {603) 624-6529
E-Mail: planning@manchesternh.qov
www.manchesternh.gov
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BOARD OF HEALTH
M. Mary Mongan, RN, Chaiy
Carol Bedna}*owski, Clerk
Lawra Smith Emmick MD
Willicm: Mehan, DMD, M8
Kristin Schmids, P4g-¢

. Timothy M, Soucy, REHS, MPH
' Public Health Directoy

Anna J. T homas, MPEH
Deputy Pubiic Health Director

CITY OF MAN CHESTER
Health Department

January 5, 2009

Alderman Peter Sullivan, Chairman

Committee on Accounts, Enrollment & Revenpe Administration
C/o Matthew Normand, Acting City Clerk

One City Hall Plaza _

Manchester, New Hampshire 03107

Dear Alderman Sullivan,

and was attended by Karen Sutkuys, BS, Environmenta] Health Specialist and Arbovira] Surveillance
Coordinator for the Manchester Healih Department,

Summary: This annual conference serves as an educational and supportive networking Opportunity
for mosquito and other disease vector program officials. The group is comprised of both Public and

The goal of the meeting is to Communicate the findings of the previous year’s studies and surveillance
programs, as well as to identify any potentia] difficulties or successes in the programs moving forward.

Some of the topics covered in thig years meeting include:

*  State surveillance updates provided by: Connecticut, New Jersey, Massachusetts, New

" Mosquito Control and Public Relations — maintaining positive communication and relationg
between the Community, Schools and Health Department '

*  Ticks and tick-borne disease — management techniques for tick control including targeting Deer
population treatrent, Tick-borne disease risk communication techniques

methods, Prevention, analysis and contro] of new invasive mOosquito species, Discussion of
pesticide resistance and new pesticide application techniques, Methods/Trials of new pesticide
development

1528 Elm Street » Manchester, New Hampshire 63107 « (603) 624-6466
Administrative & Environmental Health FAX: (603) 628-6004; Community Health FAX: (603) 665-6804 F{603) 624.6584

E-mail: health@manchestergh, av .6 Webfﬁte: www.manchesternh.gev/health
————nnanchesternh.goy Sif
L ]
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This conference not only allows for the sharing of the most current information in our field of worlk,
but also provides excellent communication and partnership building between the NMCA members. By
being afforded the opportunity to attend this annual meeting, the City of Manchester’s Arboviral
Surveillance Program is well educated and represented in the mosquito control community.

We appreciate the opportunity to maintain and enhance our professional skills for the benefit of the
residents of Manchester,

If the Committee has any questions, we would be glad to make ourselves available ay any time.

Sincerely,
sy =" : .
i‘\ — ‘i\‘b‘\

Timothy M. Soucy, REHS, MPH
- Public Health Director

Cc: Karen Sutkus, BS, Environmental Health Specialist

3-4



Manchester-Boston

T REGIONAL AIRPORT

[ FEB 04 2008 j
| GITY CLERK'S OFFICE

City of Manchester Department of Aviation
Manchester - Boston Regional Airport

Travel/Conference Sammary Form

Purpose of Travel: AAAE/TSA/DHS Avittion Security Summit
Date(s) of Travel: December 9-12, 2008

Location: Washington, DC

Summary of meeting or conference agenda

The purpose of the Summit was to address current and fiture security concerns and to hear
from those entities responsible for national and international security policies and procedures.
Day one of the Summit covered a range of security topics presented by the leadership of the
Department of Homeland Security, Transportation Security Administration. Day two was set
aside for an Airports only meeting to discuss issues of concern to airports, as well as the
opportunity to have a one on one discussion with the DHS/TSA General Manager, Airports.

Information learned

The Summit covered a wide range of security topics and allowed a better understanding of
DHS views on the evolution of security check points, passenger background screening,
employee and cargo screening, the future of biometrics, threat and vulnerability discussion and
law enforcement reimbursement. We also had the opportumnity to observe and learn about new

security technologies.

The airports meeting allowed us to delve further into regulatory issues and discuss the impact
of various security directives, as well as the impact of other TSA security initiatives.

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



Witliam E. Sanders
Finance Officer

CITY OF MANCHESTER

Finance Department

FEB 09 2004

CITY CLERK'S OFFICE

February 9, 2009

Committee on Accounts, Enrollment and Revenue Administration
C/o Matthew Normand

Office of the City Clerk

One City Hall Plaza

Manchester, NH 02101

Dear Honorable Committee Members,

Enclosed for your review, is the City of Manchester’s unaudited Monthly Financial Report for
the seven months ended January 31, 2009,

Expenditures:

The average unobligated balance percentage for the seven month period should be 41.6% left as
a benchmark. Departments with at least a 10% variance are Information Systems, Building
Maintenance, Highway, and Elderly Services. Information Systems has recorded obligations for
cquipment to be 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 is slightly in excess of the benchmark due to custodial costs associated
with start of school. The Highway Department is overspent due to costs associated with winter
weather through January. Elderly Services has fully encumbered telephone, postage, and utilities,
Health care costs through January of $6,307,930 are 1.9% above the same period a year ago.

Based on experience through January, it appears that we will exceed budgeted amounts for
workers compensation and CGL insurance, Any excéss for these accounts will be charged to the
appropriate reserves. '

Overall, expenditures through January are tracking the budget (afier adjustment for workers
compensation and CGL) with a composite city-wide unobligated balance of 39.0% compared to
39.7% a year ago.



Committee on Accounts, Enrollment, and Revenue Administration

Unaudited Monthly Financial Reports - 2,

Revenues:

Revenues for the first seven months of FY2009 are down 7.4% from the same period a year ago.
This decrease is primarily attributable to lowwer automobile registrations ($545,400) and
substantially lower interest income ($1,172,3 98).

Parking:

Also enclosed is the one page operating statement for the Parking Division.

Respectfully submitted,

William E. Sanders
Finance Officer

Enclosure

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

FOR THE SEVEN MONTHS ENDED
JANUARY 31, 2009

UNAUDITED
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CITY OF MANCHESTER, NEW HAMPSHIRE
PRELIMINARY FINANCIAL STATEMENTS

TABLE OF CONTENTS
FOR THE SEVEN MONTHS ENDED JANUARY 31, 2009
{(UNAUDITED)

Title

Budget vs Actual Expenditures - General Fund
Fiscal Year 2009

Budget vs Actual Expenditures - General Fund
Filscal Year 2008

Non-Property Tax Revenues - General Fund
Budget vs Actual by Department - Fiscal Year 200%

Non-Property Tax Revenues - General Fund
Budget vs Actual by Type - Fiscal Year 2009

Non-Property Tax Revenues - General Fund
Budget vs Actual by Type - Comparative Actual Fiscal Year 2008
ve Budget Fiscal Year 2009

Non-Property Tax Revenues - Genersl Fund
Budget vs Actual by Type - Fiscal Years 2008 vs 2009

Parking Division Account Balances Fiscal Year 2009



City of Manchester, New Hampshire
Budget wvs Actual Expenditures - General Fund
By Department Without Restricted Ttems
For The Seven Months Ended January 31, 2009

{URAYD ITED)
Budget Basig
METBUDNENZ
FY 200% FY 200% FY 2008 FY 2009
MODIFIED OBLIGATIONS UNCEBLIGATEDR PERCENT
BUDGET TG DATE BALANCE UNCBLIGRTED
AGENCIES -
ALDERMEN s €3,000.00 % 31,500.00 % 331,500.00 50.00
ASEESEORS 638,593 .00 324,195.68 314,397 _32 15.23
BUILDING 1,183,665.00 565,654 .89 518,010.11 23 .76
CLTY QLERK 1,066,523.00 585,191 .89 481,331 .11 45.13
MEDO 249,284 .00 152,540.82 96,743 .18 38.81
CITY SOLICITOR 1,04%,7198.00 445,936.09 403,782 .91 3B.47
FINANCE 538, 055.00 48],917.14%9 446,175, 81 47.58
INFORMATION SYSTEME 1,41€,073.00 987,044 .46 429,028.54 30.30
MAYOR ' - 203,878.00 121,032.858 82,645.45 40.58
OFFICE OF YOUTH SERVICES 585,158 _00 348,129 .87 237,026.13 40.51
HUMAN RESCQURCES 647,450.00 404,128 .65 243,321.35 37 .58
PLENNING 535, 867 .06 292,229 .27 403,837,732 58.01
BUILDING MAINTENANCE DIVISION 5,%34,056.00 3,846,453 .95 2,087,602.05 35.18
TAX COLLECTOR 552,035.400 2k4,002.59 238,032.41 43,12
FIRE 18,472,242.00 10,918,662.60 7.583,879.40 40.88
POLICE 1B, 978,469.00 10,848,772 .34 7,129,696 .64 37.57
HEALTH 2,499,161.00 1,237,239 .57 1,263,821 .42 50.49
HIGHWAY 15,050,488.60 12,043,881 .08 7. 006,916 .94 38.78
WELFARE 1,916,283.00 616,524 .94 399,768. 06 38.34
PARKS & RECREATION 2,685,465.00 1,651,944 .83 1,002,5820.17 27,79
LIBRARY 2,018,771.00 1,168,825.40 849,945 .60 42.10
ELDERLY SERVICES 234,647 .00 189,217.48 75,429.55 32.18
TOTAL AGENCIES 80,148,740 .00 48,95‘4,726.09 31,294 ,013.91 i%.04
RESTRICTED ITEMS-
SALARY ADJUSTMENT 230,000.00 - 230,000.00 100 .00
WORKERS COMPENSATION - SALARY 101, 000.00 375,411.70 [274,031.70) $271 .30}
HEALTH INSURANCE 10,161,617.00 6,307,930.23 3,853,686.77 i7.92
DENTAL INSURANCE B38,989.00 402,486 .46 496,502.54 55.23
DEATH BENEFIT 68,511.00 45,378.7G 23,532.30 34.15
WQRKER'S COMPENSATION 1,03%,780.00 1,185,308.02 1145,8548.02) (ia.900)
DIBABILITY INSURANCE 57,877.00 36,882.76 2¢,994 24 36.27
CT'PY RETIREMENT Z,405,216.00 3,367,787.17 L,037,428.83 43.13
FIRE STATE PENSION 2,62%,138.40 1,532,392,79 1,088,945 33 4 .54
POLICE ETATE PENSION 1.785,218.00 1,072,184.78 713,053, 22 39.94
FICA 2,654,543 .00 1,496, 828,94 1,158,114 .08 43 .62
UNEMPLOYMENT 20.000.00 23,541,990 {1,541 .90} {(7.71)
CGL: TNSURANCE 553,397.00 344, 054.79 207,342 .21 37 .80
TOTAL: RESTRICTED ITEMS 22,596, 066.00 14,387,568 .24 8,408,497 .75 37.21

NON-DEPARTMENTRL ITEMS-

CORTINGENCY 600, 000.00 - 600,000.00 160,00
MOTV 400, 000.00 537.368.4¢0 (137,368 .40) (34.34)
CIVIC CONTRIBUTIONS 158,000.00 162,199.9] {4,189.931) 12.886)
NON-CITY PROGRAMS 69,278.00 68,885 32 378,68 .55
SAFETY REVIEW BOARD 20,000.00 11,718.80 E,.280.20 41.40
COMMUNITY IMPROVEMENT PROGRAM 868, 900.00 868, 900.00 - -
MOTORIZED EQUIPMENT REPLACEMENT 125,0090.00 35,653,587 89,346,431 71.48
TRANSIT SUBSIDY S00,000.00 200,000,006 - -
EMPLOYEE MEDICAL SERVICES 50,000.00 22,071 .50 27,828,580 85 .86
CONBERVATION COMMISSION 7,499.00 2,544 .77 4,954 .23 £6.07
MATURING DEBT 9,469,389.00 5,511,248.53 3,988,140.47 41.E80
INTSREST ON MATURING DEBT 5,466,757.00 2,557,250.82 2,489,546 .38 45.72
TOTAL NON-DEPARTMENTZL ITEMS 18,134,863.00 11,087,856.432 7,047,806 .58 3B .86

46,749, 518.25

FOTAL GENERAL PUND




City of Manchester, New Hampshire
Budget vs Actual Bxpenditures - General rund
By Deparument Without Restricted Items
For The Sewven Months Ended Jenuary 31, 2008

{UNAUDITED)
Budge t Rasig
MNTRUDNBNZ
Y 2008 FY 2008 FY 2008 FY zoos
MODIFIED CBLIGATIONS UNCBLIGATED PERCENT
BUDGET T DATE BALANCE UNCELIGATED
AGENCIES -
ALDERMEN & 76,000.00 & 35,000.00 % 35,000,00 50.06
AEEESSORS 562,909.00 325,786 .37 237,122,863 42.12
BUILDING 1.173,233.00 622,853 .41 550,379, 5% 46.51
CITY CLERK 1,032,002.00 686,164 .00 244,B38.00 33.4%
MEDO 281,B26.00 185,209.7¢ 1le,816.21 41.38
CITY SALICITOR 968,295 .00 586,510 .64 3BL,785.32 39.43
FINANCE 962,256 .00 554,299 .77 427,956 .23 43.57
INFORMATION SYSTEMS 1,476,549.00 1,044,268 47 432,280.53 29.28
MAYOR 207,852.06 114,270 .05 %3,581.585 45.02
OFFICE OF YOUTH SERVICES 438,065 0D 253,047.17 186,857 .82 42 .68
HUMAN RESQURCES Bl4,986.92 477,595 .28 337,351 .68 41.40
PLANNING 845, B32.00 408,420 .38 437,411 .62 51.71
BUILDING MAINTENANCE DIVISION 6,264 ,569.00 4,115,785 .25 2,148,783 .68 34.3¢0
TAX COLLECTOR 531,362.00 286,355 .55 235 00e .05 44.23
FIRE 17,31306,629.00 10,088,746 .85 7,04%,882.35 41,11
POLICE 19,077, 083,50 11,077,807 .88 7,%99,276.04 41.93
HEALTH 2,434,127.00 1,157,174 .87 1,276,952 .43 52.46
HIGHWAY 12,351,266.00 11,572,542 .94 7,778,322.08 40.20
WELFARE 1,853,9%5.00 615,255 .63 438,719.37 41 .63
PARKS & RECREATION 2,676,670.00 3,581,785 .82 1,084,884.19 40,90
LIBRARY Z,023,827.00 1,1713,8%0.99 09, 736.02 44 .96
ELDERLY SERVICES 230,348.00 152,552 .30 TF,I85.70 33.%&
TOTAL AGENCIES T9,626,403.83 47,042,764 .39 32,582,639.42 48.82
RESTRICTED ITEMS-
HEALTH INSURANCE 1¢,432,128.00 6,181,108 .32 4,251,016.48 40.78
DENTAL INSURAHCE ’ 859,630.00 342,205.16 517,424 .84 60.319
DEATH BENEFIT 656G, 874.00 26,325.15 34,548 85 56.75
WORKER'S COMPENSATION 1, 306,2%0.00 658,035 .93 648,254 .07 45.63
DISABILITY INSURANCE . 58,917.00 34,867 .08 24,045.92 40.82
CITY RETIREMENT 2,861,484.00 2,182,438 .40 669,045 . 60 23.38
FIRE STATE PENSION 2,460,679.00 1,415,773, 01 1,044,905 .99 42.46
POLICE STATE PENSION 1,604,185.9¢0 968,965 .53 635,218 .47 39.60
FICn 2,558,355.006 1,425,156 .46 1,133,19%.54 44.29
UNEMPLOYMENT 26,422 .07 4,019.02 24,403.05% 85.86
CGL INSURANCE 748, 600,00 393,209 .58 355,390.42 47.47
TOTAL RESTRICTED ITEMS 22,97%,561.07 33,642,103 .62 9,337,457 .43 40.63
NON - DEPARTMENTAL ITEMS -
MCTV 440, 000.08 181,104 .20 258,895, 80 5B.84
CIVIC CONTRIBUTICNS 152,700.00 137,294 .31 15,405.69 1¢.69
NON-CITY PROGRAMS 88, B17.40¢ §%,278.58 [451 .58} {.67)
SAFETY REVIEW BOARD 40, 000.00 31,262.25 8,737.75 21 .84
COMMUNITY IMPROVEMENT PROGRAM 1,6895,429.00 1,695,429.00 - -
MOTORIZED EQUIPMENT REPLACEMENT 1,0E1,500.00 8B4, 494 9g 167,005, 04 15.88
TRANSIT SURSIDY 1,17&,714.00 1,176,714 .40 - -
EMFPLOYEE MEDICAL SERVICES 62,198.10 17,295 30 44,902, 80 72.19
CONSERVETION COMMISSION 7,839, 00 1,306 .96 6,592.04 8§2.45
MATURING DERT ’ 8,21%,000.00 5,465,805, 78 3,783,084.24 40.7]
INTEREST ON MATURING DEBT 5,514,500.00 3,203,956, 78 2,310,543, 22 41.90
TECHNOLOGY RESERVE 250,000.00 133,822.23 116,377,717 4€6.47
TOTAL NON-DEPRRTMENTAL ITEMS 13,&78,757.10 12,987,864 .31 5,680,882, 77

TOTAL GENERAL FUND




City of Manchester, New Hampshire
Budget vs Actual Revenue By Department - General Fund
Non—Property Tax Revenues
For The Sewven Months Ended Janvary 31, 2005

{UNAUDITED)

Budget Basig

MNTREVAGEN

MODIFTED REVENUE UNRECOGN I ZER PERCENTEGE
BUDGET RECOGNIZED BALANCE UNRECOGHIZED
AGENCIES -~

ASSESSORS 733,009.00 760,354 .26 32,645 .74 4.45
BUILDING 2,750,000.00 885, 733.97 1,864,266.03 67.79
CITY CLERK 1,875,002.00 318,001 .04 1.357,000.986 5l.01
MEDO 122,056.00 42,030,358 8G,0519.85 G5.86
CITY SOLICITOR 487, 978.00 70.000.00 387,578.00 84.72
FINANCE 9,397,154, 00 2,8249,776.71 €,572,377.28 6% .94
INFORMATION SYSTEMS 84,519.00 67.528.57 16,590.42 20,10
HUMAN RESCURCES 7,000.00 3,710.00 3,290.00 47.00
PLANNING BOARD 332,000.00 156,646 .25 175,353 77 52.42
BUILDING MAINTENANCE BIVISION 2,439,824 .00 2,210,017.41 3,129,206 .59 57.5¢
TAX COLLECTOR 16,083,800, 00 8,194,419 .60 7,859,280 . 4p 45.08
FIRE 3B6,050.00 370,257.12 15,792 . 88 4.0%
POLICE 943,233.00 277,388 .11 E65 634 g9 7059
HEARLTH 2,087,338.00 B0E,426 .60 21,278,911 .40 81.27
HIGHWAY 3,402,160.00 2,416,189.00 985,871 .00 26.98
WELFARE 45,000.00 26,525 .40 18,474 .60 41,05
CEMETERY, PARKS & RECREATION 489,974 .60 194,784 .20 895,180, 80 78 .12

TOTAL RAGENCIES



TAKES, INTEREST aAnp PENALTIES
MISCELLANEQUS TAXES
INTEREST AND PENALTIES
CABLE FRANCRISE FEES

TOTAL TAXES, INTEREST AND PENALTIES

LICENSES anp PERMITS
AUTC REGISTRATIONS
LICENSES
PERMITS

TOERL LICENSES aNp PERMITS
INTERGOVERNMENTAL
FEDERAL REVENUES
PAYMENTS IN LIgy OF TAXES
STATE REVENURS

TOTAL INTERGOVERNMENTAL

SALES AND SERVICES

GENERAL REVENUES

PUBLIC SAFETY

HICGHWAY

SANITATION

HEALTH

CEMETERY, PARKS & RECREATION

ZONING BOARD

BARKING VIGLATIONS

COURT FINES

OTHER FINES

FEES

WITNEES PERS

TOTAL SALES anp SERVICES

OTHER REVENUE SQURCES

INTEREST INCOME

FUND TRANSFERS

REIMBURSEMENTS

RENTALS & LERSES

SCHOOL CHARGEBACKS

MISCELLANEOUS

TOTAL OTHER REVENUE SCURCES

TOTRL

City of Manchester, weyw Hampshire

Budget wvs agrua) Revenue gy T¥Ype - Gergral Fund
Non~Property Tax Revenues
For The Ssven Months Ended January 31, 2009
I'UNAUDITED)
Budget Bazis
MNTREVRPRE
MODIFIED REVENUE UNRECOGNZI ZED
BUDGET RECOGNIZED BALANCE
47,500 .00 41,909 .49 5,590,
625,000, 00 283,725.26 341,274 .
1,039, 806.00 83,067,580 988,733,
1,712,300.00 408,702 . 1¢ 1,303,507,
15,510, 760.00 8,145,999.09 7,764,100,
418, 981,00 105,593,858 3i4,387,
3,124,850 .00 1,115,665.58 2,008,884 .
19,4-55,2314)0 9,367,258.23 10,087,972,
210,000 .0p 135,516.73 71,483,
885, 060 .00 862,636 .44 232,363,
£.,244,788.00 3,556,323.51 2,788,464 .
7,439,788.00 4,587,476 58 2,882,313
99,032 .00 71,287 .89 27,744 .
159,800.00 83,545 54 76,254 ,
503,300.00 300,026 .98 202,873,
25,000.00 12,442 g 12,857,
11,06% .09 8,845 04 2,837,
218,761.00 115,853 732 102, 807 .
27,000.00 22,943 .00 4,087,
11,000.00 10,230.0¢ T70
75,000.00 28,553 .57 49,308,
3,156.24 3,156,
868,933 .09 564,930 .17 304,00z,
85,100.00 80,857 .3¢6 4,432,
2,094,802, 00 1,310,-‘325.55 784,176,
1,829,4900.00 513,750 .41 1,015,209,
2,804, 000.00 - 2,804,000,
1.018,692.00 296,655 .15 722,036
804,500.00 26,070 .59 778,425,
7.502,819.00 3,139,999.48 4,762,819,
85,250.900 46,410.43 38,719

26)

PERCENTAGE
UNRECOGNTZET;

11.77
5¢.60
9z.01

78,13

48.80




TAXES, INTEREST AND PENALTIES
MISCELLANEQUS TREXES
INTEREST AND PENALTIES
CABLE FRANCHISE FEES

TOTAL TAXES, INTEREST AND FENALTIES
LICENSES AND PERMITS
AUTO REGLSTRATIONS
LICENSES
PERMITS

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

TOTAL INTERGOVERNMENTAL

SALES AND SERVICES

GENERAL REVENUES

PUBLIC SAFETY

HIGHWAY

SANITATION

HEAT,TH

CEMETERY, PRRKS & RECREATION

ZONING BOARD

PARKING VIOLATIONS

COURT FINES

FEES

WITNEES FEES

TOTAL SALES AND SERVICES

OTHER REVENUE SOURCHES

INTEREST INCOME

FUND TRANSFERS

REIMBURSEMENTS

RENTALS & LEASES

SCHOOL CHARGERACKS

MISCELLANEQUS

TOTAL OTHER REVENUE SOURCES

TOTAL

City of Manchestey, New Hampshire
Budget vs Actual Revenue By Type -
Non-Property Tax Revenues
For The Year Ended June 30, 2008 And
Modified Budget FY 200%

(UNRUDITED})
Budget Basig
MNTREVCOMI
ACTUAL MODIFIED DIFFERENCE
FY 2008 BUDGET ACTURL CE VS
FY 09 BULGET 09
135,083 47,500 {87,553)
515,694 625,000 (250,654}
1,127,633 1,038,800 187,833
2,178,380 1,712,300 (466,080)
15,776,917 15,910,700 133,783
480,527 419,981 160, 545)
2,073,582 3,124,850 1,050,958
18,331,426 19,485,231 1,123,805
285,420 210,000 175,420)
1,252,562 BES, GO0 (367,62
5,378,507 6,344,788 {34,119}
7,917,289 7,439,788 {477,501
147,997 9%, 032 {48,968)
173,458 159,800 (13, 658)
575, 246 503,800 71,346
24,381 25,000 649
13,005 11,078 {1,528}
315,524 218,761 (97,163)
28,855 27,000 {1,885}
12,065 11,006 11.065)
34,817 75,000 40,183
870, B0S 868,933 {1,872)
94,039 95,100 1,061
2,290,562 2,094,602 (195, 560)
2,127,258 1.52%,000 (598, 2588)
1,244,073 2,804,000 1,558,926
950,058 1,018,592 68,633
785,448 804,500 5,052
7,855,834 7,902,818 (83,115}
86,6684 85,150 i1,534)

L1 4

i (]

PERCENTAGE
DIFFERENCE OF
FY08 V8 FYO03

(26.42)
(28.37)
(.53)




City of Manchester, New Hamphire
Budget vs Actual Revenus By Type -
Non-Property Tax Revenues

For The EBeven Months Ended January 31, 200% and 2008

z’:f ﬁf&;

(UNATDITED)
Budget Basis
MNTREVCOM2
7 MONTHS 7 MONTHS DIFFERENCE
ACTUAL ACTURIL, ACTUAL 08 vg
Y 2008 FY 2009 ARCTUAL 0%
TAXES, INTEREST AND PENALTIES .
MISCELLANEOUS TAXES 75,828 41,909 (34,518}
INTEREST AND PENALTIES 260,317 283,728 23,408
CABLE FRANCHISE FEES 76,658 B3, 087 6,408
TOTAL TAXES, INTEREST BND DENALTIES 413,804 408, 702 (5,101)
LICENSES AND PERMITS
AUTO REGISTRATIONS 8,653,400 4,145,599 (545,400
LICENSES 86,828 105,593 18,7685
PERMITS 1,208,403 1,115,865 {92,737}
TOTRL LICENSES AND PERMITS %, 986,631 9,367,258 {619,372}
INTERGOVERNMENTAL
FEDERR], REVENUES - 138,516 138,318
PAYMENTS IN LIED OF TAXES 645,134 862,836 217,502
STATE REVENUES 3,673,829 3,556,323 {117,305)
TOTAL INTERGOVERNMENTAL 4,318,762 4,557,476 238,713
SALES BND SERVICES
GENERAL REVENUES 96,738 71,287 {25,456}
PURLIC SAFETY 102,588 B3, 545 {19,042)
HIGHWAY 352,837 301,026 (81,510)
SANTTATION la,192 12,442 2,250
HEALTH 7,496 §,54% 1.052
CEMETERY, PARKS & RECREATION 159,466 115,853 {83,512
Z0NING BOARD 15,885 22,8943 7 7.088
PARKING VIOLATIONS 7,100 10,230 2,130
COURT FINES t6,519 25,8593 5,174
OTHER FINES - 3,158 3,196
FEES £07,378 564,530 {42,447)
WITNESS FEES 43,612 90, 667 47,0858
TOTAL SALES AND SERVICES 1,429,512 1,310,425 {18%,085)
OTEER REVENUE SOQURCES
INTEREST INCOME 1,68¢€,189 513,750 1,172,398}
FUNL TRANSFERS 15,405 {15,405)
REIMBURSEMENTS 245,318 296,655 51,337
RENTALS & LEASES 21,808 26,070 4,264
SCHOOL CHARGEBACKS 2,995,022 3,13%,5999 144,977
MISCELLANEQUS &0,876 46,430 (14,565)
TCTAL OTHER REVENUE SOURCES 5,028,716 {1,005,789)
TOTAL 5 21,247,425

PERCENTAGE
DIFFERENCE OF
FY0B VS FYO9

{26.31}
(18.56)
{23.31)




City of Manchester, New Hampshire

Object Code Description

Charges for Services Total
Licenses & Permits Total
Interest Total

Other Revenue Total
Transfer in

Grand Total

Salaries & Wages Total

Employee Benefits Total

Purchased Professional Services Total
Purchased Property Services Total
Other Purchased Services Total
Supplies & Materials Total
Miscellaneous Total

Non-Departmental Total
Miscellaneous-Dividend Total

Grand Total

Parking Division
Budgetary basis
For the seven months ended January 31, 2009

(unaudited)

Excess (deficit) of revenues over expenditures

* Revised Budget includes $807 K of CID appropriations

, July -
2009 Revised January 2009 2009 Balance
Budget = o
Activity
1,855,693 644,692 1,211,001
2,488,410 1,376,814 1,131,453
103,000 2,822 100,178
1,409,500 608,804 800,696
- 300,0C00 {500,000)
5,886,603 3,152,566 2,734,037
679,855 401,191 278,664
334,520 198,639 135,881
15,000 7,137 7,863
769,800 335,074 434,824
62,850 55,9258 6,925
130,800 87,153 43,647
799,000 655,057 143,943
573,882 560,120 413,862
2,154,000 - 2,154,000
5,919,907 2,300,258 3,619,609
(33,304 852,268 (885,572)




William E. Sanders
Finance Officer

CITY OF MANCHESTER =
Finance Department  FEB 0o 2008

CITY CLERK'S OFFICE

February 9, 2009

Committee on Accounts, Enrollment and Revenue Administration
C/o Matthew Normand, Acting City Clerk

One City Hall Plaza :

Manchester NH 03101

Dear Honorable Committee Members,

Attached is the 2nd quarter fiscal year 2009 write off list for the Accounts Receivable module.
These items have been in collections and referred to the City Solicitor, and have been determined
to be uncollectable. We request authorization to write these receivables off

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

Respectfully submitted,
e R
g@,f:ﬁu i\q\ s LLALDN

Lisa M. Sorenson

Financial Analyst
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
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William E. Sanders
Finance Officer

CITY CLERK'S OFFICE

CITY OF MAN CHESTER

Finance Departmeni

February 9, 2009

Committee on Accounts, Enrollment & Revenue Administration
C/o Matthew Normand, Acting City Clerk

One City Hall Plaza

Manchester NH 031 61

Dear Honorable Committee Members,

Enclosed for your review are the following Teports updated through today:
Department Le gend
Open Ivoice Teport over 90 days by fund
Open Ivoice report over 90 days but less than 1 vear
Open Invoice report all invoices for Interdepartmental billings onty
Accounts Receivable Summary

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

Respectfully submitted,

@(}m “n bc“z_éﬁmm’k

Lisa M. Sorenson
Financial Analyst
Enc,

One City Hall Plaza « Manchester, New Hampshire 03107 » (603) 624-6460 » FAX: (603) 624-6549
E-mail; Finance@MancheszerNH.nov * Website: www.manchcsternh.gov

(- |



Legend

Customer Type Code Department Fund Name
02 Assessors 0101 General
03 Bui!ding/Housing Code 0204  CDRG
04 City Clerk 0205  Grants
05 GWCbommawﬂMEDO 0301 Capital Projects
07 City Solicitor 0801 EPD
10 Finance Department 0805  Airport
13 Information Systems 0807  Recreation
16 Mayor's Office 0809  Parking
18 . Office of Youth Services
19 Human Resources
20 CIP/Planning
21 Public Bldg. Services

22 Tax Collector's Office
25 Airport/Aviation
27 Environmenta] Protection Diy
30 Fire Department
33, 34, 35, 36 Police Department
41 Health Department
50 Highway Department
51 Traffic Department
52 Parking Department
80 Welfare Department
85 Parks & Recreation/Cemetery
71 Library (east/west)
82 Elderly Services
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Dept
hwy
hwy

hwy

hwy

fraffic
hwy

by

hwy
hwy
hwy

hwy

hwy

traffic

traffic
traffic
traffic
traffic
fraffic
traffic
traffic

hwy
hwy
hwy
by
hwy
Y%
hwy

Customer Name

Ryan Fitzgerald - Formar Hwy Employes
Stave Thompson - Former Hwy Empioyee
above submittted to City Solicitor 03/9/04

Steve Thompson - Former Hwy Employee
above submittted to City Solicitor 06/14/04

Kyle Poisson - Former Hwy Employes
above submitited to City Solicitor 05/13/04

Michael Vanasse
Victor Qlivio - Former Hwy Employes
above submittted to City Soficitar 2/17/05

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

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

John Clancy-Former Hwy Employese
above submittied to Gity Solicitor 08/07/05

Gerard Dionne-Farmer Hwy Employee
above submittted to City Solicitar 07/14/05

Charles Baadom
abeve submiitted to City Seficitor 11/30/05

Ron Elias dba That Look
Ron Elias dba That Look
Ron Elias dba That Look
Ron Elias dba That Look
Ron Elias dba That Look
Ron Elias dba That Look
Ron Elias dba That Look
above submittted to City Solicior 02/12/07

Cliffside Construction
Cliffside Construction
Cliffside Construction
Cliffside Construction
Cliffside Construction
Cliffside Construction
Cliffside Construction
above submittted to City Seolicitor 04/30/08

UNCOLLEGTABLE PER COLLECTION AGENCY > $1,000

8115
81114

8111

8114

8640
8572

8220

8582
8682
8172

8645

8643

9658

‘9488

8485
9485
9485
9485
9485
9485

10666
10868
10666
10666
10686
106866
10666

Department of Finance
Accounts Receivable

Submissions to Solficitar's Office

9844284
5844250

9845813

9844253

9852464
9851128

89848817

9853276
8854537
9845639

9852812

9862501

8861505

9868606
9869468
9870318
9871244
0872522
9873856
9874570

8875183
9879283
9870454
8879524
9879687
3880023
9880172

6/16/2003
6/16/2003

7/31/2003

6/16/2003

2/26/2004
1/18/2004

71312003

3/28/2004
11/1/2004
6/30/2003

1/3/2005

3/172004

1212712004

8/22/2005
8/20/2005
10/20/2005
11/22/2005
1212212005
1/20/2006
2/22/2006

82112006
8128/2006

9/5/2006
9/41/2006
9/18/2008
9/25/2006
10/2/2006

s

$38.92
$82.97

$598.72

$440.83

$947.88
$161.34

3866.76

$265.84
$346.17
$566.49

$665.78

$154.11

§953.77

$135.00
$135.00
$135.00
$135.00
$135.00
$135.00
$135.00

$97.50
$132.00
$57.00
$33.00
$378.00
$3565.50
$120.00

-SEND TO CITY SOLCITOR

Cust# Invoice # Invoice Daie Original Amount Open Amount

$36.92
$82.97

$518.72

$440.93

$947.88

$161.34

$691.76

$265.84
$346.17
396.45

o SRE5T8
$154.11

$953.77

$53.18
$135.00
$135.00
“§135.00
$135.00
$135.00

$135.00

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

$120.00

$7,398.86

$119.89
$518.72

$440.93

$1,108.22

$691.78

$708.50
$665.78
$154.11

$953.77

$863.18

$1,173.00

Explanation

workers compensation reimbursement
workers compensation refmbursemant

workers cormpensation reimbursement

workers compensation reimbursernent

ciosed AEX 01/31/05
workers compensation reimbursement

warkers compensation reimbursement

workers compensation reimbursement
workers compansation reimburserment
workers compensation reimbursement

workers compensation reimbursement

warkers compensation reimbursement

closed AEX 11/02/05

closed USA 01/05/07
closed USA 01/05/07
closed USA 01/05/07
closed USA 01/05/07
closed USA 01/05/07
closed USA 01/08/07
closed USA 01/05/07

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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William E. Sanders
Finance Officer

CITY OF MANCHESTER

Finance Department

FEB 0o 2053 [
GITY CLERK'S OFFICE |

February 17, 2009

Committee on Accounts, Enrollment and Revenue Admini stration
C/o Matthew Normand, Acting City Clerk

One City Hall Plaza

Manchester NH 03101

Re:  Collection Agency Contract
Dear Committee Members,

On October 14, 2008, the Finance Department issued a Request for Proposal for Collection
Agency Services. I am pleased to report that Municipal Services Bureau (MSB) has been
selected. Ihave attached a copy of the proposed contract between MSE and the City of
Manchester for your reference. This contract will require BMA approval because of its inclusion
of an indemnification paragraph. The City Solicitor’s office has reviewed and approved of the
contract,

We are looking forward to working with MSB and commencing on the collection of parking
tickets, which was not a part of our previous collection contract.

Please do not hesitate to contact me should you have any questions.

Respectfully submjtted,

Sharon Y. Wickens
Asstistant Director — Treasury Division

CC: Board of Mayor & Aldermen
Willtam Sanders

One City Hall Plaza » Manchester, New Hampshire 03101 « (663) 624-6460 » FAX: (603} 624-6549
E-mail: Finance@ManchesterNH.gov  Website: www.manchesternh.gov

7- 1



AGREEMENT

This Agreement is made and entered into this __day of , 2009, by and
between Gila Corporation, d/b/a Municipal Services Bureau, a Texas Corporation [hereinafer,
"MSB"], and the City of Manchester, New Hampshire [hereinafier, the "City"], who agree as
follows:

L ADMINISTRATIVE RESPONSIBILITIES.

A, Defendant Contact. MSB will mail notices, telephone or otherwise contact those
mndividuals who the City has identified to MSB as having outstanding and unpaid fines or similar
items payable to the City (these individuals are referred to herein as the “Defendants™) in order to
attempt to notify Defendants of their obligation to the City. The purpose of the contact is to offer
Defendants the opportunity to resolve their obli gation voluntarily, before the City contemplates
further action. The City will provide the name and last known address of the Defendants, al}
mnformation regarding the date(s) of the alleged violation(s), the date judgment was entered
against the Defendants in the court having jurisdiction over the matter or the date the citation was
filed, and the amount of any such fine(s). The City, to the extent available and allowable per
state statute and city ordinance, will also supply MSB with any other information about a
Defendant such as driver license number, social security number and telephone number. When
appropriate, MSB will attempt to locate Defendants when the last known address is mvalid. The
information supplied to MSB by the City must be in a format acceptable to MSB and shall be
provided not less frequently than monthly.

B.  Correct Information, MSB will rely completely on the City to provide correct
information about the Defendants’ cxisting cases and, specifically, about any dollar amount in
question and the City will immediately update and correct any information it has provided to
MSB. In particular, the City will immediately notify MSB of any payment or other satisfaction
of judgment made directly to the City or any other action affecting the amount or timing of
monies owed by the Defendants to the City.

C. Accounts Returned. The City will allow MSB a minimum of 360 days to contact
a Defendant about their case. This time period will begin with the first day of the following
month in which the account was referred to MSRB. Upon written request by the City, MSB will
cease contacting a Defendant whose case remains outstanding at that time and will return the
account to the City,

D. Defendants Referred to the City. MSB will refer Defendants who wish to resolve
their obligation with the City other than by payment in full to the person designated by the City
to respond to the Defendants' request.

E. Vahd Debts. The City agrees that Defendant accounts placed with MSB for
collection will be, to the best of the City’s knowledge, valid and legally enforceable debts and

not disputed or subject to any bankruptcy proceeding, unless otherwise disclosed in writing to
MSB by the City.

Revised: October 30, 2006
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IL COMMISSIONS ON FINES COLLECTED.

A. Basic Commission Rate, MSB shall add a 20% collection fee upon receipt of
case information. MSB shall he paid 16.667% on the amount collected whether payment is
accepted directly by the City or by MSB on the City’s behalf.

B. Notification of Collections. MSB will notify the City daily of any monies it
receives from Defendants towards payments of fines. By the fifteenth of each month, MSB will
provide detailed reporting to the City to identify all cases known to be resolved during the prior
month and to remit monies collected on the City’s behalf. MSRB makes no warranties or
Iepresentations, expressed or implied, about the amount of funds that will be collected and MSR
shall have no liability for any amounts uncollected. The only Hability of MSB will be to forward
any funds collected to the City, subject to MSB retaining its commission amount. The City
authorizes MSB to endorge only those negotiable Instruments made payable to the City and
provided to MSB in payment of fines collected and to deduct commissions due op those fines
paid directly to MSB from amounts collected by MSRB.

L TERM AND TERMINATION,

This Agreement will remain in full force and effect unti] terminated by either party in
writing, with thirty (30) days prior notice, to the other at the addresses set ouf in this section. If
the Agreement is terminated, any case information then held by MSB will be returned to the City
ninety (90) days afier the date of termination. Thisg agreement supersedes all prior oral and
written agreements between the parties and can only be amended if done so in writing and signed
by all parties. The effective date of this contract shall be the later of the date indicated above or
the date that actual (live) submissions are received by MSB.

Notices to MSB: Municipal Services Bureau
6505 Airport Blvd., Suite 100
Austin, Texas 78752
Attention: Laura Likon

Notices to City: City of Manchester
One City Hall Plaza
Manchester, NH 03101
Attention: Sharon V. Wickens, CTP

7 N ’% Revised: October 30, 2006



V. OTHER PROVISIONS,

A, Indemmification. -

(1) The City shall be liable for and shall indemnify, defend and hold MSB harmless
from and against any and all suits, actions, claims and demands, and costs, expenses and attormey
fees incurred in connection (a) with information provided to MSB by the City, (b) the failure to
provide information to MSB or (c) with the failure of the City to disclose to MSB that the a
Defendant account is disputed, paid in part or full, satisfied, or alleged to be subject to any
defense or bankruptcy proceeding.

(i1) To the extent permitted by applicable law, MSB will indemnify and hold harmless
the City from and against any and all loss, damages, lability, claims or injury resulting from all
actions performed by MSB or its agents on MSB's behalf in connection with this Agreement;
provided, however, that this Agreement shall not apply with respect to any erroneous
information furnished to MSB by the City nor shall it apply to any act or omission of the City.

B. Applicable Law. This Agreement will be construed in accordance with the laws

of the State of New Hampshire,

C. Force Majeure. No party shall be liable for any failure to perform its obligations
in connection with any action described in this Agreement, if such failure results from any act of
God, riot, war, civil unrest, flood, earthquake, or other cause beyond such party's reasonable
control (including any mechanical, electronic, or communications failure, but excluding failure
caused by a party's financial condition or negligence).

IN WITNESS WHEREOF, the parties to this Agreement have signed and delivered this
Agreement on the day and year first above written.

MUNICIPAL SERVICES BUREAU:
By:

Name: Bruce Cummings
Title: President

City of Manchester, NH:

Name: William E. Sanders
Title: Finance Officer

7 _ﬂiwg Revised: Cetober 30, 2005



IDECETVE j
- FEB oo 03 |
CITY CLERK'S OFFIGE |

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

February 9, 2009

Committee on Accounts, Enrollment and Revenue Administration
Clo City Clerk

One City Hall Plaza

Manchester, NH 03101

Dear Committee Members,

Per your request attached is an update of the current status of unresolved observations
from my prior audits. Testing was limited to inquiry of department personnel and where
appropriate running reports from the HTE accounting system.

Of the 66 observations in my reports I believe that 59 (89%) are fully resolved and

another 2 (3%) at least partially resolved leaving only 5 (8%) unresolved.

Sincerely,

AW v

Kevin Buckley



Audit Title
Observation #

Resolved

Partially
Resolved

Unresoived

General Fixed Asset Account Group

Observation 1

Observation 2

Observation 3

Observation 4

Community Improvement Program

Observation 1

Observation 2

Observation 4

italte

Highway Department Consumable
Inventory 6/30/62

Observation 1

Building Permits — Assessment Cycle

Observation 1

Office of the Tax Coliector

Observation 2

Observation 3

Tuition Reimbursement Program

Observation 1

Observation 4

Observation 5

bt

Welfare Department

Observation 4

Observation 13
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Audit Title Resolved Partially | Unresolved
Observation # Resolved
Office of the City Clerk o
Observation 2 X
Observation 6 X
Fire Department Overtime
Observation 1 X
Observation 2 X
Traffic Department
Observation 1 X
Observation 35 X
Observation 8 X
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GENERAL FIXED ASSET ACCOUNT GROUP
(EXCLUDES CONSTRUCTION WORK IN PROCESS)
JUNE 30, 2001 : |

OBSERVATION 1; LACK OF DOCUMENTATION AVAILABLE TO SUPPORT
COSTS

The third generally accepted standard of fieldwork, as promulgated by the AICPA,
requires that “Sufficient competent evidential matter is to be obtained through inspection,
observation, inquiries, and confirmations to afford a reasonable basis for an opinion
regarding the financial statements under audit”. Ag part of the test work used to
determine if the capital asset balance reported in the City’s financial statements at June
30, 2001 was fairly stated, the following procedures were performed:

A sample of 120 items was selected for testing. The sample was selected by taking the
ten largest dollar value items in each of the five asset classes and then randomly selecting
the remainder of the items. To determine if the items existed, each item was physically
identified. To determine if the reported cost was fairly stated the cost was traced back to
the supporting documentation. Supporting documentation in this case means vendor
invoice or contract remittance request. For some of the older buildings, land and
improvements where early records were difficylt to find old deeds, contracts and city
reports were used.

Of the sample of 120 items the following obéervations were noted.

In the early 1990°s the Finance Department undertook the massive project of obtaining
historical costs for the City’s fixed assets. Reporting fixed assets is required by Generally
Accepted Accounting Principles. The Finance Department developed a manual for
departmental use on the procedures for fixed asset identification and accounting. The
manual did not address record retention. At the time the City was adhering to the State of
NH record retention rules that required that records be maintained for seven years.
Recently a capital assets manual has been posted to the shared drive for use by all
departments however; most departments do not appear to be aware of its existence. The
manual also does not emphasize the documentation that needs to be maintained at the
department level and who is responsible for record keeping, Due to these problems the
level of documentation maintained at each department varied from poor to excellent
depending on the department and class of asset. When the City changed software from
the LGFS accounting package to HTE in 1997 a cross-reference to the supporting
documentation for cost was not available from the LGFS system. As a result for items
entered prior to 1997 this field has been left blank in the HTE Continuing Property
Records (CPR) module. Documentation for all items is possibly avaijlable in archives but
due to poor cross-referencing to purchase orders of older assets in the CPR module this
was not attempted. The test work revealed the following conditions, by class of asset.

1/36
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Land, Buildings and Improvements

When the Finance Department undertook the fixed asset project to gather documentation
to support the costs recorded for all land, buildings and improvements owned by the City
this documentation was put into several three ring binders and placed into archives.
Recent additions of these classes for schools and some City buildings are the
responsibility of Public Building Services, which does an adequate job of compiling this
information. It is not clear who is responsible for maintaining this information at other
departments or the manner that it is to be kept. There also seems to be confusion on how
long to hold on to this information. :

Out of the sample of 20 land parcels selected for testing it was noted that 4 parcels lacked
any documentation to support the amounts reported. The total dollar amount of the
unsupported parcels was $1,619,734 or 25.3% of the sample.

Out of the sample of 20 buildings selected for testing it was noted that 2 buildings did not
have adequate supporting documentation. The total dollar amount of the unsupported
buildings was $38,308 or less than 1% of the sample.

Out of the sample of 20 improvements other than buildings selected for testing 3 lacked
adequate supporting documentation. The total dollar amount of unsupported
improvements was $202,476 or 5.3% of the sample.

Vehicles

Testing of general fund agencies’ vehicles revealed that this class of assets had the widest
range of documentation levels among departments, The Police Department maintenance
garage maintained an excellent set of records for their vehicles. Each vehicle was
assigned it own folder in a file cabinet that contained not only all costs associated with
the purchase but also all related warranty and repair records. The Highway Department
maintenance garage also had similar excellent records for vehicles purchased. in the last
eight years but limited records for vehicles older than that. All other departments that we
tested did not maintain specific files on vehicles. IA did not test vehicles maintained by
enterprise fund agencies. If the vehicle was less than five vears old the supporting
documentation was usually available in the vendor files but any records that are older
than that are routinely sent to archives per the Finance Department record retention
policy. Out of 30 vehicles tested 22 did not have adequate documentation available. The
total dollar amount of vehicles with inadequate documentation available was $4,071,751
or 92.8% of the sample.

Equipment

The City does not have a specific requirement for departments to retain documentation on
capital assets for any period of time. Departments generally follow the State of NH
record retention policy for all documentation and only retain records for seven years. No
department that was tested retained files specific to their capital assets. The only
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department that maintained files in a manner sufficient to casily refrieve cost
documentation for their equipment was the Police Department. All other departments
retained cost documentation by vendor in the accounts payable files. Out of 30 equipment
items tested 5 items had cost documentation readily available. It would be possible fo
retrieve these records from archives if the equipment record in the Continuing Property
Records module contained the purchase order reference. Out of 30 items tested only one
record contained this information. The total dollar amount of equipment with inadequate
documentation available was $833,779 or 80% of the sample.

RECOMMENDATION:

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.

AUDITEE RESPONSE:

No auditee response required. For Committee on Accounts, Enrollment and Revenue
Administration consideration only.

Current Status: Documentation for land and buildings are currently sent to the
Finance Department, including improvements and infrastructure. Vehicles and
equipment documentation still is not maintained by most departments over the life
of the asset.

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

An incompatible duty is one that would put an individual in the position to both commit
an error or irregularity and then conceal it. In practice, three types of functions are
commonly considered to be mutually incompatible: authorization, record keeping and
custody. Ideally no individual should be able to 1) authorize a transaction, 2} Record the
transaction in the accounting records and 3) maintain custody of the assets resulting from
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the transaction. From the review of procedures over the purchase, recording and
authorization functions several individuals were noted to have incompatible duties or
access to the HTE system that does not reduce to a relatively low level the risk that an
error or irregularity can be committed and not discovered in the course of an employee’s
regular duties in a timely manner. These individuals had access to posting in HTE of
purchasing transactions in the Purchasing and Inventory (P&I) module and property
transactions in the Continuing Property Records (CPR) module as well as being an
authorized signer to the A900. The A900 is the list of invoices and checks that are about
to be printed.

Signing the A900 signifies that the invoices are correct and the checks can be printed and
~ delivered. Following is a list of departments that have emplioyees whose duties are
incompatible.

DEPARTMENT DUTIES CPR P&l
' ACCESS ACCESS
Building Sign A900 Yes Yes
Airport Sign A900 Yes Yes
Welfare Sign A900 Yes Yes
City Clerk Sign A900 Yes Yes
Police Sign A900 Yes Yes
Aggregation Sign A900 1 Yes Yes
Info Systems Sign A900 Yes Yes
MEDO Sign A900 No Yes
0YS Sign A900 No Yes

The authority to approve expenditures by signing the A900 is the key control to ensure
that improper expenditures are not made by departments. Individuals who are authorized
to sign the AS00 should not have the ability to post purchase or property transactions to
the HTE system. While employees at the Manchester Economic Development Office
(MEDO) and Office of Youth Services (OYS) did not have CPR access, being an
Authorized signor of the A900 and having access to P&I are incompatible duties of
authorizing and posting financial transactions.

RECOMMENDATION:

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.
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AUDITEE RESPONSES:

Building (Administrative Services Manager)

I agree with the observation. | will withdraw my authorization to sign the A900. Instead
they will be signed by either the Building Commissioner or Deputy Building
Commissioner,

Airport (Business Services Officer)

We concur. We have removed my authority to sign the A900. Even though we are not the
department responsible for setting up security access and although I have never entered a
purchase order into the HTE system. '

Welfare (Administrative Services Manager)

I agree with the observation, however Welfare is a relatively small department with a
complement of eleven employees including the Welfare Commissioner. HTE update
access was granted to only four of our employees. If the recommendation of limiting
A900 approval is adopted, the Welfare Department would have only two options: (1)
remove HTE access capability from one of the above positions, or (2) assign approval
and verification of the A900 to a member of the casework staff

In regard to option 1, HTE update capability is required by each of the positions in order
to provide backup in event of illness or vacation.

In regard to option 2, to the best of my knowledge, no member of the casework staff has
an accounting background that would facilitate the review of the AS00. Since approval of
the A900 is time sensitive, ['m not sure who on the casework staff would have time to
perform this function considering the caseload that exist within the department.

As I'mentioned above 1 agree with this observation, but I feel implementing this
procedure might present problems within the Welfare Department.

City Clerk (City Clerk)

The persons responsibility was for internal approve of the A900 for those individuals
under her supervision and not for her own work. So that there is no misconception or any
inappropriate authority in the future we have, effective today, assigned approval of the
A900’s to the Deputy City Clerk, the Deputy Clerk of Licensing and Facilities and the
City Clerk.

Police (Business Services Officer)

I concur that there should be a segregation of duties and as BSO I need to access the P&
and CPR modules so I should not have the authority to sign the A900s.
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Aggregation (MAAP Administrator)

Partially agree. This individual does not have access to create POs in P&I. In addition
since July 1, 2001 there has been additional management approval on the A900.

Info Systems (Director of Information Services)

Info System agrees with the observation. This position will no longer have authority to
approve expenditures by signing the A900.

MEDO (Assistant Economic Development Director)

I do not agree with the observation. I do not know how or why the Assistant Economic
Development Director was granted the ability to record transactions in the P&]
accounting records, but since that individual never accesses those records, we would
agree to restrict access to P& Inquiry-only access. '

To correct this situation, we have sent a request to the Director of Information Systems to
change the Assistant Economic Development Director’s access to the P&I accounts to
mquiry only.

OYS (Acting Director)

OY'S agrees with the observation and will call Information Services to have the Acting
Director’s name removed from P&I access.

Current Status: Fuily resolved.

OBSERVATION 3: VEHICLE USAGE AND COST DOCUMENTATION

As vehicles age and wear out they become more expensive to maintain and operate and
- less reliable and safe to operate. Vehicles should be replaced when the sum of thejr
capital costs, which decline as they age and operating costs which rise as they age, are at
a minimum. For passenger vehicles this can be expressed as the point where the total per
mile operating cost (capital plus operating costs) exceeds the City per mile
reimbursement rate for personal vehicle usage. The formula to calculate this is ((purchase
costs-surplus value/estimated useful life)+operating costs} / City used miles in the
preceding year. Operating costs = gas + o1l -+ repairs + insurance and any other incidenta]
expenses incurred to keep the vehicle on the road in the preceding year. When this rate
exceeds the City reimbursement rate (currently 34.5 cents/mile) it should trigger an
analysis to determine if the vehicle should be replaced. For special use vehicle such ag
large trucks or earth moving machines a similar calculation can be developed.

636 o oo
/-7



In order to perform this calculation careful record keeping is essential, The City does not
have written policies and procedures that would require and instruct departments how tfo
keep such records and who is responsible for the records.

RECOMMENDATION:

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.

AUDITEE RESPONSE:

No auditee response required. For Committee on Accounts, Enrollment and Revenue
Administration consideration only.

Current Status: The City is still does an inadequate job of tracking and reporting
use and costs associated with each vehicle. The BMA should insist that departments
justify vehicle use annually. Part of the justification should be an analysis of cost per
mile of business usage of each vehicle. Policies should be developed on how usage
records are to be maintained and how cost per mile is to be calculated.

OBSERVATION 4: ITEMS WITH OTHER POSTING ERRORS

The third generally accepted standard of fieldwork, as promulgated by the AICPA,
requires that “Sufficient competent evidential matter is to be obtained through inspection,
observation, inquiries, and confirmations to afford a reasonable basis for an opinion
regarding the financial statements under audit”. As part of the test work used to
determine if the capital assets reported in the City’s financial statements existed at June
30, 2001, the following procedures were performed:

A sample of 120 items was selected for testing. The sample was selected by taking the
ten largest dollar value items in each class and then randomly selecting the remainder of
the items. To determine if the items existed, each item was physically identified.

Of the sample of 120 items the following observations were noted.

The June 30, 2001 capital asset balance reported a marked police cruiser as currently in

use by the Pine Grove Cemetery. This cruiser had been declared surplus and replaced in
the prior year. The result was to overstate the June 30, 2001 balance by $13,633.

7/36

1D



The Highway Department listed a 1988 Ford Sedan GO3726 as equipment 1D 235-
00091 1. This ID number is actually assigned to a newer cruiser. When the 1988 ford was
replaced the old description was inadvertently entered in the description field. All other
information was correctly entered.

The Office of the Tax Collector has a Mail Processor listed as being located in the
Hampshire Plaza Lobby. From a scarch of the Continuing Property Records (CPR)
database we noted 5 other equipment items with a cost over $5,000 and with a location
listed as being in Hampshire Plaza. All of these items have been moved to other locations
since the new City Hall was renovated. In addition there were numerous items under
$5,000 with a location of Hampshire Plaza that have been moved to other locations,

The sample contained five fire engines with a location of the Fire Maintenance Garage
but they were assigned to other fire stations. One fire truck showed a Jocation of Rimmon
St Fire Station. The Rimmon St. Station bumed down several years apo. The truck was
actually located at the station that replaced Rimmon St.

RECOMMENDATION:

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.

AUDITEE RESPONSE:

There was general agreement by all departments on this observation and the departments
are in process of fixing the erross. '

Current Status: Several of the errors in location of items still exist in the HTE CPR
module however the City has improved procedures when adding new items to the
module.



- COMMUNITY IMPROVEMENT PROGRAM
FISCAL YEAR ENDED JUNE 30, 2002

Observation No. 1 — Untimely Spend Down of Project Funds

Annually the Board of Mayor and Aldermen approves a budget to address the spending
needs for the following fiscal vear. It is assumed that the annual budget is to cover the
current year obligations. The taxpayer assumes that the money they pay in taxes is going
to be used in the current year and that the government entity is not holding excess funds.

CIP projects do not always follow a standard fiscal year. Construction projects must be
done during the good weather months and large projects may take several years and are
subject to delays making it difficult to accurately appropriate funds on an annual basis.

CIP projects are financed from a variety of funding sources such as grants, donations,
bond proceeds and cash (taxes). All funding sources have time constraints attached to
them. Grant funds need to be obligated during the period of the grant or they will be lost,
bond funds must be spent timely in order to comply with federal arbitrage requirements
and cash raised through annual taxes should be obligated in the year appropriated. The
following observation relates to problems noted with the City’s cash controls.

Observation:

CIP Cash Projects

At June 30, 2002 the City had balances in old cash projects of:

# of Projects Year of Project Amount
1 1997 Project $ 18,585
5 1999 Projects $ 75,525
9 2000 Projects $ 265,136

In some cases projects have balances in more then one fiscal year. For example, School
Capital Improvements has balances in 2000 $47,744, 2001 $36,186, and 2002 $100. In
this case the School Capital improvement project for 2002 was appropriated $36,000
when there were balances from prior years far exceeding the appropriation. |

Of the $1,527,200 cash projects appropriated for fiscal year 1999 81% was spent during
fiscal year 1999. At the end of fiscal year 2000 91% had been spent and at the end of
fiscal year 2001 92% had been spent. At June 30, 2002 $75,525 or 4.95% still had not
been spent. Of that amount, $50,000 was from project 510799 Implementation of
Visitor’s Signage Program. .
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CIP Bonded Projects

IRS regulations require municipalities that have issued tax exempt bonds to fund capital
projects are required to monitor the expenditures and of bond to ensure that all funds
have been expended within three vears of the date of issue. Failures to comply with the
three-year expenditure rule may result in the bonds Josing the tax-exempt status. In
addition, any interest earned on the unspent proceeds in excess of the yield on the bonds
(the arbitrage) must be paid back, or rebated, to the IRS. The rules and regulations that
determine arbitrage and rebate are complicated and there are some safe harbor provisions
that exempt some of the interest from rebate. In general, if 75% of the bond proceeds are
spent for construction projects and the proceeds are spent according to the following
schedule: 10% within six months, 45% within one year, 75% within eighteen months and
100% within two years the issue is exempt from rebate.

SOURCE: A Guide to Tax Compliance after Municipal Bond ISsuancé,
Preston/Gates/Ellis LLP .

As of June 30, 2002 the City had old bond project balances of:

# of Projects Year of Project Amount
5 1994 Projects $ 287,755
5 1995 Projects $( 750,952)
3 1996 Projects $ 31,198
2 1997 Projects 5 4,897
6 1998 Projects $ 779,597
12 1999 Projects § 749,923
14 2000 Projects $ 3,091,056

Arbitrage is calculated based on when the bond is issued not on the project date.
Typically some projects will be expending funds for a year or two prior to the bond
issuance so the project date is not a good indicator of potential arbitrage, however,
projects prior to 1998 are most likely funded by a bond in an arbitrage situation. In order
to test for arbitrage the General Obligation bond issued in August of 1993 was examined.
Testing revealed that after six months 46% was expended, after 18 months 78% and after
30 months only 84% was expended. As of December 31, 2002 (114 months afier
issuance) § 901,518 remained unspent or 4% of the original issue. Of the unspent
proceeds $550,000 was from the FY 2000 project to renevate 1037 Elm Street. This
money was transferred from the 1994 Sanitary Landfill Closure Project.

The old LGFS financial system was set up so that each bond issued was tracked -
separately as its own fund and you could easily see the cash balance at any time per each
bond issue. This gave the Finance Department an easy tool to determine when the best
time to issue a bond was and to track the bond spend down. When the City switched to
the HTE financial system it was not set up to track each issue as its own fund. This may
have contributed to the balances of the old bond issues not being spent timely. A recent
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IRS audit however, has found that the City was sufficiently in compliance that no fines or
interest were accrued.

Recommendation:

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 it 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 should be
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 appropriation could be made to complete the
original project if necessary.

Auditee Response:

Highway Department

-1 agree that it does make sense to spend old money first, but it has always been our
understanding that bonded and cash monies are started up for specific items, CIP Comm.
‘authorization would be needed to utilize older money for newer projects.

-At times, funding for a project comes over a period of two or more budget years,
therefore none of the money can be committed until such time as all funds are available.

-Based on the current budget year, our CIP money is not available until May, June or
July. This is the worst time to be bidding construction projects. We typically will
- complete our designs and bid the projects the following February/March. This would not
fit in to your 10% within 6 months. '
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Parks and Recreation Department

Typically, our CIP Cash projects are spent within 12-18 months. The change in the
City’s fiscal year to July 1%, has required some adjustment in how we fund projects and
programs. When a seasonal program runs from June - September, we need to use
appropriations from two years.

We also use CIP Cash to provide a “City” match for certain grants. These grants and
projects often extend beyond one vear. If we need to obtain federal approvals and/or state
permits, the projects can be delayed further. '

Bond Projects, even those identified to be expedited in the CIP process, do not begin until
May or June. Usually, a park rehabilitation project requires more than one year to
complete. The time required to do an RFP for professional services, site survey,
community meetings and design work will take at least 10 months. Then the projects are
bid the following spring and construction is performed until winter conditions prevail.
The project often needs to continue in the spring to address site issues and landscape
requirements. This project scenario requires a 2-year time schedule,

Planning Department

CIP funds with minor exceptions, arc allocated with the expectation that they will be
spent in the fiscal year in which they are appropriated. The Planning Department
recognizes that several factors may impact on the ability of the Departments to do so but
nevertheless projects are monitored and all Departments are strongly encouraged to
complete their projects in a timely manner. As such, each spring, the Departments are
directed to review their CIP projects and identify those that are completed and able to be
closed out as well as those that require additional time for completion. For those
requiring time extensions the Departments must provide an explanation for the reason the
project is not completed as well as a timetable for completion. The listing of projects to
be extended is provided to the CIP Committee and ultimately the full Board for review
and approval. Generally, as part of the CIP budget development process projects that
have available balances that are not going to be extended are used to fund other projects
within the CIP.

Relative to the School Capital Improvements Projects being allocated additional funds
even though previous years balances remained, the previous years allocations were
encumbered and committed to assigned projects. Despite this Departments’ urging it has
historically been the practice of the Building Maintenance Division of the Highway
Department not to expend older CIP allocations first unless the expense was for the
specific project for which the monies were originally encumbered. It is our
understanding that this practice has been revised and older funds are expended first with
an internal worksheet maintained to track all the departmental commitments ensuring
sufficient funds are available for all of the projects, -
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In terms of the Planning Department Administered Visitors Signage Program, (510799),
funding for this project had initially been requested and provided with the expectation
that specific Planning Department staff would oversee its development and completion.
Unfortunately the staff person assigned the responsibility for this project left the employ
of the City and the person subsequently hired as a replacement resigned within a short
period of time as well. Since the Department has not been able to hire a replacement
these funds were ultimately transferred as part of the CIP budget process to another
project.

Relative to Bonded Projects, the Planning Department reviews these projects as noted
above, with the intent to ensure their timely expenditure. Due to their nature, bonded
projects are  complex and many variables may play a factor in completing the project
within the estimated timeframe. The Planning Department with the assistance of the
Finance Department staff and the cooperation of the City Departments administering
these projects has significantly reduced the number of older bonds projects remaining
open. Due to information provided this past Spring by the Finance Department, the other
Departments now have a better understanding of their responsibilities to expend their
funds in a timely manner and ensure arbitrage does not become an issue. As part of the
training sessions conducted for City Departments charged with the responsibility to
expend CIP funds the importance of a timely expenditure of bonded monies and the
subsequent avoidance of arbitrage will be highlighted.

Current Status: Old Cash Project Balances as of September 30, 2008 were as
follows:

# of Projects Year of Project Amount
1 2004 Project 5 2,780
1 1 2005 Project $ 8259
4 2006 Projects $ 22,571

It appears that cash projects are being used in a timely manner.

Bond Projects are now tracked by bond issue and a much greater emphasis is
placed on completing projects prior to or shortly after bond issuance.

Observation No. 2 — Contract Monitoring Controls

Observation:

The City Procurement Code promulgates rules that dictate procedures over the bidding
and awarding contracts to provide adequate controls to ensure that the City is getting the
best price for the work performed and that the work performed is in accordance with the
Board of Mayor and Alderman approval. These controls do not apply to change orders.
Any change order to an existing contract only requires approval from the department
head.
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How each contract is handled wpon completion of the bidding process is the
responsibility of each department. Some departments have the Mayor sign approval and
some bring the contract before the Board of Mayor and Alderman for approval. Other
contracts are required by ordinance to be approved by the Finance Officer or Director of
Information Systems. Each department monitors their own contracts.

Change orders should be used to modify contracts in terms of time, money, materials or
construction methods. They are issued to authorize an addition, deletion or revision of the
contract work. Change orders are very common on most construction contracts due to
unforeseen circumstances that occur after construction work begins. Typically change
orders add somewhere in the range of 10 to 15 percent to the value of the original
contract amount. Contracts should contain a clause that explains how costs will he
applied to a change order. In most cases the contractor is bound to pay for work under a
change order in the same amounts as under the original contract. For example, if in the
original contract the City paid $3 per square yard of loam the City should pay $3 per
square vard of loam in the change order.

IA has noted the following conditions related to change orders and contract
admuinistration:

e There is no standardization among the departments in documentation for contracts
and change orders. The forms used and criteria vary from department to department. -

¢ There is an inadequate review of change orders, as only the department head needs to
sign off on the form.

* One change order at the Parks and Recreation Department was used to pay for a
project unrelated to the project as if it was originally bid. This was due to a contractor.
not being able to complete a project and management had determined that it would be
more efficient to award it to an existing contractor. The new contractor agreed to
abide by the original contract terms. '

A similar comment was included in the FY 2001 Management Letter to the City CAFR.

Recommendation:

The City should develop standardized forms and procedures 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.
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Auditee Response:

Highway Department

-We have standardized our contracts for both highway and facility construction. Could
there be a standardized form for contracts throughout the City, I am not sure. Good
question for the Solicitor's Office or perhaps the major Departments could meet to
discuss. '

-Contracts funded through a Department's operating budget should be executed and
monitored within the Department. Contacts funded with other funds, i.e. CIP funds
should be executed by the Mayor, not the BM&A. The same goes with change orders,
except I agree that only change orders over a certain amount or percentage should require
the Mayor's signature.

-If the Mayor will be executing all of the contracts and certain change orders, a policy
should be put in place to ensure a reasonable turn around time, i.e. if the Mayor is not
available who can execute the document in his place.

Parks and Recreation Department

We use several different Bid/Contract forms depending on the type of project and scope
of work. A small project, under $50,000, we often use the City's Standard Bid Form that
was developed by the City Solicitor’s office.

On park rehabilitation and construction projects we use a document that was developed
by a consultant and approved by the City Solicitor's Office. This document is specific for
park/site work. We also have a version that is used for federally funded projects and
covers all the various federal labor, workplace and environmental laws. -

To my knowledge, there is no standard Citywide Contract form. This would be helpful,
since the rules and procedures change and the "boilerplate” document needs to be
constantly reviewed. Perhaps the City Solicitor can maintain the original documents and
provide it to the various departments for their use.

In regards to your comment on Change Orders, the one mentioned for Livingston Park
was a unique situation. When the project was bid, we only had one bidder. After
awarding a contract, we had difficulty in getting the contractor to proceed. They
eventually defaulted on the contract.

At that time, we had another contractor, doing work at West High School. This was
‘similar work, so we provided a blank bid form and asked for pricing on the Livingston
project. After a review of the numbers, we determined this to be fair and we amended his
contract to include the new work.
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We use Change Orders to add or delete items from a contract. Some times it is due o
budget constraints that we need to remove bid items. Other times we have enough
funding to include additional items or work. At the close of a project we often need to
delete some work items or allowances that were not used, so we have a correct final
contract balance.

If the recommendation is to have contracts and change orders approved by the BMA,
then everyone must be aware that this will add considerable delay in moving projects
forward. For instance, during the course of construction if an unforeseen problem is
discovered such as a failed drain or sewer pipe, we often need to review this issue
immediately. We then need to make a determination on how to resolve it and see if we
can afford to make the repair within our budget. A Change Order is then prepared to
authorize the contractor to make the repair.

The procedures and policy for executing Change Orders should be developed to allow
departments the ability to make professional judgements and recommendations that are in
the City’s best interest. It would be difficult to manage a project if departments are
required to continually go through a timely process for approvals. This would ultimately
cause more delays and drive up the price of the project,

Planning Department

The form and types of contracts vary from City Department to City Department and in
fact also vary some of the Departments as well. Regardless of the form of contract it is
the Planning Department’s understanding of the City’s Procurement Policies that the
Departments need to submit their contracts prior to execution to the City Solicitor’s
Office for a review. An approval by the Solicitor’s office indicates that the form of the
document is proper but no assessment of the content of the document is given which is up
to the expertise of the contracting Department. While the Planning Department does not
believe it is its responsibility or charge (with the exception of HUD funded Projects) to
dictate to the various Departments the form or type of document to use a standardized
contract that could be “tweaked” to the specific needs of the contract administrator does
appear to have merit. Should there be support by the Policymakers to go this route then
the Parks Departiment’s suggestion that the Solicitor’s Office maintain the original and
act as a “contractual clearinghouse” is a good one. This may or may not result in an
additional workload upon that Office. As an example for consideration, the standardized
AJA contract is utilized by a significant number of Departments including the Highway
Department and Parks & Cemetery Departments although they also develop their own
contracts as well for many of their projects. AIA contracts are available for a wide range
of contractual obligations with the contracts allowing for specific conditions to be made
part of the document.

For purposes of CIP Projects funded with HUD CDBG monies, certain requirements and

conditions are standard and must be included in all contracts regardless of the
administering department involved. In these instances CIP Staff provide technical
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assistance and ongoing contractual over-sight to ensure the contracts are appropriately
“developed. :

Relative to the concerns about change orders and the suggestion that contract change
orders over a certain percentage be forwarded to the BMA, the Planning Department
shares the views expressed by both the Highway and Parks, Recreation & Cemetery that
this would most likely result in delays that would negatively impact on the progress of
the project, Most change orders require quick and timely decisions that would not be
possible were they to be made in accordance with the meeting schedule of the BMA. This
Office has had several discussions in the past with various Departments over the use of
change orders and it believes an improved knowledge of the City’s procurement and
contractual requirements by the staff responsible for the over sight of these projects
would be quite beneficial. Their understanding of existing requirements might be
augmented by fraining sessions conducted by the City Solicitor’s and Finance
Departments, similar to those now conducted by Planning Department staff on HUD
CDBG requirements.

Rather than making policy revisions that would effectively take away decision making
responsibilities from the City Departments charged with the carrying out of the projects, a
- continued reliance upon the expertise and integrity of those Administering Department
appears to remain the best course of action. In lieu of involving the full Board in the
process, the suggestion that the Mayor be required to review and approve change orders
over a certain percentage of the contract has merit. This would provide additional project
oversight and change orders could be executed in a reasonable time frame.

Current Status: It appears that most contract issues have been addressed. It was
decided that the current system of not approving change orders allows department
heads the flexibility needed to complete projects timely.

Observation No. 4 — Bonding of Annual Projects

Observation:

Internal Audit has noted that the City has used bond proceeds to finance annual
maintenance projects such as the Annual Right of Way Maintenance project. It would
seem that using bond proceeds to finance annual maintenance might not be appropriate.
These projects do not appear to have a clear spend down plan or timetable for
completion. This in part could account for some of the spend down problems noted in
observation No. 1.,

This also appears to be a problem with other generic projects that do not have a clear
spending plan. School Capital Improvements, Parks Capital Improvements, and Annual
Bridge Maintenance are examples of cash projects with unclear spending objectives that
tend to be spent slowly.
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Recommendation:

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
amount of taxpayer funds held by the City to a minimum. '

Auditee Response:

Highway Department

-Perhaps the name of the CIP projects is misleading. Annual Right of Way Maintenance
is not really maintenance. These funds are typically utilized for re-constructing streets
and constructing new sidewalks.

I believe that procedures need to be developed for City funding and contracts. Would it
make sense to have a meeting with City Dept's who typically utilize contracts, i.e.
Highway and Parks along with the Finance and Planning Departments to formalize the
procedures. I guess what 1 am trying to say is that although it is appreciated that we have
input in to your recommendations, I would hope that before anything is finalized, we sit
down as a group to discuss.

Parks and Recreation Department

Our Bond projects are used for park rehabilitation work, school site improvements and
recreation enterprise projects. We do not use these funds for annual maintenance.

There is mention in the “observation” section of this worksheet that cash projects such as
the Parks Capital Improvements are used for annual maintenance. We do rely on this
project appropriation to complete projects that fall in the “no-fund” zone. That is, they
are t0o large to be funded in our operating budget and too small to be bonded.

The Parks Capital Improvement — Cash account was established to include projects
$2,000 - $10,000 for the repair of fences, irrigation systems, graffiti removal, purchasing
of park furnishings or recreational equipment. This fund has assisted our department to
perform preventative maintenance within our parks and recreational facilities.

| Planning Department .

The Planning Department is acutely aware of the prohibition on the use of bond
allocations to finance the maintenance requirements of the City. As such, it only
recommends bond funding within the CIP for projects that meet the various requirements
for bonding. We are unaware of any CIP project being improperly funded. Additionally,
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CIP Staff submits the list of proposed bond projects to both the Deputy Finance Officer
and the Second Deputy Finance Officer for review, comment and approval.

This report cites the Annual Right of Way Maintenance project as an example of
improper use of bonds however in point of fact this program has been historically funded
through an allocation of City Cash not bond allocations.

Current Status: Based on a review of current bended projects it appears that this
observation has been resolved.
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Highway Department Consumable Inventory
June 30, 2002

OBSERVATION NO. 1 - RECONCILIATION OF GENERAL LEDGER TO
SUBSIDIARY LEDGER:

Observation:

Inventory transactions are posted to the Purchase and Inventory module in HTE and the
transactions are linked and posted to the INFISYS general ledger through updates
between the module and the general ledger. In order to ensure that transactions are being
posted to both accounts correctly and that entries are not being posted to the general
ledger accounts in error occasionally a formal reconciliation should be performed
between the two accounts. Internal Audit (IA) notes that no such formal reconciliation is
being done on a regular basis. [A’s own reconciliation noted small variances between the
modules. Most of the variance could be explained due to timing differences between
postings.

Recommendation:
Reconciliation between the general ledger and the Purchase and Inventory module should
be done at least annually. It is recommended that the reconciliation be done monthly to

make it easier to identify and correct any variances if necessary.

Current Status: This observation remains unresolved.
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BUILDING PERMITS ASSESSMENT CYCLE

OBSERVATION 1 PROCEDURES OVER THE PROCESSING OF PERMITS
AND ASSESSMENTS:

module. Upon ssuance, a permit is printed. A copy of the permit is given to the
applicant, one copy is placed in the property file, and one copy is held for the Office of
the Assessors. Weekly the Building Department runs g Permits Issued Report and sends
this report with the corresponding permits to the Office of Assessors. The clerk at the

permits. Once the clerk is assured that all the permits are accounted for, the permits are
given to the three assessors. Each assessor has a preset group of properties that they are in
charge of. The assessors will then evaluate the permits as to whether or not they will
affect the value of the property. If it is determined that a permit may affect the property’s
value the Assessor will print a copy of the property record card from the Vision Software

to ensure that all permits have been evaluated and entered correctly into both systems
without any manual intervention. The current manual double entry to the two systems

increases the risk of errors and increases the risk that a permit could be misplaced or the
- change in assessed value not entered in the tax module of HTE. [A testing revealed the
following two errors:

* One permit for an addition was brought to Internal Audit’s attention before the andit,

Crrors.
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RECOMMENDATION:

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.

AUDITEE RESPONSE:

Board of Assessors

= There is presently work being done by HTE, Assessors and Information Systems to

develop an interface between Vision Valuation system and HTE with an anticipated
deadiine of June 2001,

The fact that a small number of permits were missed and then later discovered we
believe is atiributable to the move from City Hall to temporary quarters and then a
return to the renovated City Hall. However, internal controls are now in place with
the possibility of additional future controls being explored using HTE and a
subsequent electronic reporting function.

From the 45 permits reviewed the one permit identified by the audit was in fact acted
on and resulted in a change in assessment. A copy of the work performed on the field
card is attached and may be attested to by the print dates. However, as further
identified by the audit, the resulting valuation change reflected in the City’s
assessment software was not updated correctly in the City’s billing system (HTE).
This shall be corrected as the interface between HTE and Vision Appraisal software
is completed, anticipated in June 2001. Also, other departments may benefit from the
Vision/HTE interface, as additional information besides assessment data shall be
loaded into HTE LX module subsequently available in other modules.

Current Status: This observation has been resolved. The permit database now has.
an interface with Vision Appraisal Software.
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OFFICE OF THE TAX COLLECTOR, FOR THE 6 MONTHS
ENDED 12/31/04

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 include
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.

Current Statys: This observation has NGOT been resolved.

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

The City of Manchester Code of Ordinances section 36.30 (B) states in part “The Tax
Collector shall also be the custodian of tax deeded property for the city.” The Tax
Collector by the City Charter section 3.03 has a term of office until the Tax Collector
decides to leave or is removed for cause by a vote of the Aldermen.

Section 36.50 through 36.53 discusses the rights and duties of the custodian of tax-
deeded properties. Section 36.50 states that the Board of Mayor and Aldermen shall
appoint an able and competent person to be titled “custodian of tax-deeded properties.”
And section 36.52 sets the term of office at two years.

These two ordinances appear to conflict with each other. If the Tax Collector is also the
custodian of tax-deeded properties and has a term of office until removal by the Board or
voluntarily leaves then the custodian of tax-deeded properties cannot be appointed to a
two-year term.

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

Current Status: The City Solicitor has determined that the ordinances are rot in
conflict but the language in 36.52 is unnecessary. This observation has been
resolved.
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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 Fuman Resources Department and the Finance Department. In: order
to improve the system the following steps should be taken.

* 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.

¢ The City Negotiator should correct ali the Iabor 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 o
the final request to ensure that the course was completed in accordance with the
policy. Any deficient requests should be returned.

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

Current Status: This observation has been resolved.

OBSERVATION 4: INCORRECTLY CALCULATING MAXIMUM ALLOWARLE

» 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 year to
help avoid any confusion.

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

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

Current Status: This observation has been resolved.
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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
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.

Current Status: This observation has been resolved.
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WELFARE DEPARTMENT, 16 MONTHS ENDED OCTOBER 31,
2001

OBSERVATION 4: COMMISSIONER’S LEAVE ACCRUAL
Observation:

Per the City Code of Ordinances Chapter 33.022 (A) “the provisions of 33.020 through
33.082 of this chapter shall not apply to elected officials...” These sections deal with the
position classification and compensation plans and among other things dictates the
classification, compensation and leave time of City employees. The Commissioner is an
elected City official and, as such, is specifically exempt from these requirements. This
would appear to exempt the Commissioner from submitting time sheets and leave slips,
receiving evaluations or . accruing leave. The HTE system tracks the time of the
Commissioner as if the position followed the requirements of Chapter 33. This overstated
the year-end vacation accrual balance by 54,620 in the City’s FY 2001 CAFR. &t was
noted that other elected City officials do not have leave accruals in the system. The
accrued balance of the former Commissioner that was paid out upon leaving office
amounted to approximately $5,000. Per the current ordinances this may not have been an
entitlement of the position. In addition, since February the former Commissioner had not
been recording any leave time taken even though she rarely reported to the office,
Because the former Comumissioner ‘was not required to submit timesheets it is mmpossible
to determine if she was working at night, working from home, or on leave that is not
being reported.

Recommendation:

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.

Auditee Response, Welfare:

Welfare Commissioner Martineau will get clarification from the City Solicitor.

CURRENT STATUS:

The Commissioner still accrues sick and vacation time in the payroll system but also
submits time sheets and leave slips. This appears to be in violation of the City Code
of Ordinances Chapter 33.022 (A). The City Solicitor should clarify the status of
clected officials as far as leave time is concerned. If elected officials are to be
charged with leave time and are able to cash out unused leave it should be clarified
in the City Ordinances,

26/36 s

L
;’j o ::j é_;x



This observation remains unresolved and may require action by the BMA in order
to clarify the ordinance.

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 inctuding 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 info what they need out of a case management system prior to its design.

CURRENT STATUS: Resolved, the Department has computerized much of its case
management functions.
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Office of the City Clerk
For the Fiscal Year Ended June 30, 2005

Observation No. 2 — HIGH VEHICLE COST PER MILE

Observation:

The City Clerk’s office maintains two vehicles for its use, a 1999 Ford Taurus wagon and
a 2001 GMC courier van. The wagon had approximately 26,600 miles as of June 30,
2005 and the van had approximately 37,800 at June 30, 2005. The Taurus was driven
about 9 miles a business day during FY 2005 and the van about 52 miles a business day.
The van is a special use vehicle and is needed to deliver mail between City Departments.
The Taurus is used mainly for license enforcement activities. Both vehicles are garaged at
employee’s houses and used for commuting to and from work.

The Ford Taurus appears to be underutilized and not efficient to operate. The average
cost per city mile used in FY 2005 was calculated to be approximately $1.00. The IRS
rate currently in effect for personal vehicle use is $.405/mile. It would be more efficient
to pay employees to use their own cars and reimburse them based on this calculation. The
rate per mile is calculated by using the formula:

((Purchase ¢ost-5%)/10 vears) + operating costs
City used miles

e Purchase cost less 5% is the price paid for the vehicle less the residual value regained
upon sale or trade-in. '

¢ This is divided by 10 years, which is the average age of passenger vehicles when
surplused by the City.

e City miles are total miles less commuting miles. Based on a two-mile round trip from
home times 236 workdays per vear.

My testing has also revealed that 15 employees received mileage reimbursement for
business use of their personal vehicles. Total miles reimbursed was approximately 9,100
miles and cost $3,516. Seven of these employees received 89% of the mileage some
getting reimbursed for over 1,000 miles in FY 2005,

Recommendation:

The City Clerk’s Office should either eliminate the Ford Taurus and 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 efficiencies 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.
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Auditee Response:

The Ford Taurus (wagon) presently has 28,800 miles on it. It is true that the GMC
courier van is utilized more frequently than the wagon. The courier has a definitive
route that the vehicle is utilized for except during vacations and breakdowns. During
vacations/sick leave of the courier the wagon is used by other staff for mail delivery.

The primary purpose of the Ford Tauruas wagon is for licensing inspections and
enforcement. Licensing enforcement and inspections are frequently in areas of the
City that staff, for a variety of reasons, will not bring personal vehicles into and leave
parked while conducting the City’s business. Additionally, if a personal vehicle is
utilized for a regular business function of the City it is not covered by the City’s
insurance and the employee is forced to pay additional premiums for that type of
coverage which is not reimbursed by the City. Some insurance companies are very
strict and do not cover the personal vehicle or liability of the insured if the car has
been used for business purposes, particularly pick up and delivery. Employees
carrying on city business should not have to take on this type of personal risk.

A secondary use of the Ford Taurus is for pick up and transport of election and
archival supplies/equipment. This was the reason for a wagon. The van 18 not
conducive for this activity for two reasons, One, it is not available on a daily basis
for instance to go to Concord and pick up archival boxes, or transport machines or
other items from storage to City Hall. Secondly, the internal design of the van creates
more trips than the wagon does.

While the vehicle is driven to and frem work by an employee who pays under
the IRS standards for use of the vehicle, the vehicle is taken to and from for
safety and efficiency purposes. If the vehicle were parked at MTA we would in
essence be paying for a supervisory salary travel time from City Hall to MTA daily, 1
think we are well aware of the repercussions of vandalism to city vehicles parked in
the downtown area if we were to leave it in this vicinity. It has not been vandalized
or broken into while parked at the employee’s home.

Mileage reimbursement is frequently used due to multiple employees traveling
on city business to different locations. Several employees have traveled to and
from Concord, some daily, especially over the last year. Time conflicts with
employees attending different training sessions and meetings in different locations in
Concord renders it impossible to utilize one vehicle without an increased cost in
manpower hours and lack of coverage in the office for the vital records area (public
counter) as well as the administrative staffing areas. Alternatively, it would also
leave employees, in essence, stranded at the conclusion of their training or meeting,

Mutltiple projects have created need for multiple options, and sometimes larger
substantial travel by employees. This office has been involved over the last year
with several municipal/state issues and projects. Involvement has been diverse
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resulting quite a bit from federal legislation that has had tremendous impacts on New
Hampshire’s state and local processes. The so-called 9-11 issues have resulted in
some changes to vital records administration as well. Staff have attended and
participated in planning, training, and legislative sessions at various levels relating to
centralized voter registration systems, vendor selection processes for voting machines
and voter systems, state planning to meet federal regulations, implementation of on
line vital records, and substantial amounts of legislative hearings on numerous bills
impacting the City. Employees must be reimbursed for use of their vehicles to attend.
The results of attending the various meetings have resulted in great savings to the
City.

* [tis the City Clerk’s opinion that both vehicles need to remain with the
department. '

Current Status: The Ford Taurus was only used for 640 miles during FY 2008 and
remains underutilized and expensive to operate. Operating costs for the vehicle was
$1,115 during the year, if personal cars were used the mileage reimbursement would
have been $ 335 using the current rate. During the same time period the City
Clerk’s Office spent $1,789 in mileage reimbursements.

Observation No. 6 - INTERGOVERNMENTAL TRANSFERS

Observation:

My expenditure testing revealed two instances where the City Clerks Office was bilied
by another department for services rendered and payment was made by check to
complete the transaction. Every time a check is written it costs the City money to print
the check, process the payment and reconcile the account at month end. Employees at the
sending department have to post the invoice as an account payable and the receiving
department has to post the payment as revenue then prepares the deposit. Besides the cost
of check stock and the labor involved, the city is also on positive pay and incurs a charge
based on the amount of checks processed. It would seem to be more efficient to process
these payments electronically rather then continually printing checks from and to the
same account. During FY 2005 over 400 checks were printed for interdepartmental
expenditures.

An informal poll of other governmental units revealed that 8 out of 10 governments
responding processed intergovernmental billings using a Journal Voucher (JV) to
electronically transfer the funds with no check being processed. About half of them had a
mechanism where the Department to be billed had a paper nvoice sent to them that
needed approval prior to Central Accounting processing the JV. One jurisdiction
- processed checks and one had an interdepartmental billing module as part of their
accounting package.
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Recommendaz‘ion:

Auditee Response-

CITY CLERK

number of reasons. First, by Charter, department - heads are responsible for the

inefficient]y spread among departments, Conse:quenﬂy, periodically there is not sufficient
staff within the Finance Department to Imomtor or process these transactions through an
alternative means,

As has been frequently fepeated, The Finance Department makes 4 very inefficient
System work as efficient]

other three barriers, the current arrangement, including the minimal banking fees
incurred, is ag efficient as possible and provides adequate but pot always exceptional

Current Status: Recommendation has been determined to be unworkable with the
current system. '

.
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CITY OF MANCHESTER, NEW HAMPSHIRE
REVIEW OF FIRE DEPARTMENT OVERTIME, FY 2603

Observation 1: The MFD should develop programs designed to reduce sick leave

IA compared the amount of sick leave earned during F'Y 2003 to the amount of sick leave
used during the fiscal year. Sick leave used includes the one-day per year charged for
employees who participate in the sick leave bank, FMLA leave and the pay out of retiring
employees. Fire Line personnel used 2,984 days of sick leave, which includes 877 days
of FMLA leave (FMLA includes workers’ compensation injury leave) and 171 days of
sick leave bank. There were 7 Fire fighters who retired in FY 2003 with an average of 26
years of service. These factors contributed to the MFD using 127% of earned sick time
for the year (94% if sick leave bank and retirement payouts are excluded). The average
“used-to-earned” ratio for the City was 95% during the same period. This also appears to
be high compared to other large departments such as Police 93%, Highway 102%, and
Parks 107%. '

Recommendations:

The department should compile and review sick leave data in order to establish
benchmarks and identify possible 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
Wellness-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.

Auditee Response

The department cuﬁ*entiy monitors sick leave on a daily basis, addressing areas of
possible abuse when appropriate.

Also, as of July I, 2004, the Joint Wellness Initiative will be in effect as agreed to by
both the department and the union (Local #856, IAFF).

In addition, the department recently completed a comprehensive risk analysis that was
shared with our Risk Management office.

Current Status: Observation resolved
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Observation 2: Vacation Scheduling Allows the Number of Firemen on Vacation to
Exceed the Number of Relief Personnel

The Manchester Fire Department requires that firemen put in for vacation leave early in
the year. Selections of vacation periods are done by seniority, by company. By the terms
of the collective bargaining agreement only two members of a double company shall be
allowed on vacation at the same time. This would imply that up to twenty line firemen
could be on vacation at the same time. By not limiting the total number of employees
allowed to take vacation during any given week the agreement allows the number of
people on vacation to exceed the amount of the sixteen uncommitted employees available
to cover them. The amount of firefighters on vacation varied from a high of twenty to a
low of three for the twenty-seven weeks evaluated. After the Fire Department finished
training replacement firefighters in October they had sixteen uncommitted firefighters
available to cover shifts. If they had the sixteen uncommitted firefighters throughout the
twenty-seven weeks that were analyzed, for nine of those weeks (33%) the number of
firefighters on vacation would have exceeded the amount uncommitted. Due to the many
vacancies occurring from July through August the number of weeks that firefighters on
vacation exceeded uncommitted firefighters was sixteen out twenty-seven weeks (59%).

Recommendation:

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 firefi ghters.

A 1992 study by the City of San Jose, California reported that the most efficient and
offective manner to meet minimum 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,

Auditee Response:

The department honors its contractual obligations by allowing 20 line employees per
week to be on vacation. '

A 1992 study of a department in California is not relevant to current conditions

Current Status: Due to Labor Contract agreement this recommendation has been
determined to be unworkable.
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CITY OF MANCHESTER, NEW HAMPSHIRE
TRAFFIC DEPARTMENT PERFORMANCE AUDIT
JUNE 2006

OBSERVATION 1: SNOW REMOVAL:

The department is responsible for snow removal from the City’s parking lots and garages.
It is important that snow be removed from the lots in a timely manner in order to
maximize the number of spaces available for customers who lease spaces in the lots. The
Department has elected to bid out the snow removal services to a private vendor. The
contractor charges an hourly rate to remove the snow. The cost to the City was $61,633,
$54,695 and $37,325 for fiscal vears 2003, 2004 and 2005 respectively. The Traffic
Department lacks the equipment to efficiently remove the snow in a timely manner
however, it may be possible to have another department with equipment such as the
~Highway Department or Parks and Recreation Department remove the snow.

RECOMMENDATION:

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.

- AUDITEE RESPONSE:

-Snow removal operations will be under the new Parking Division 7/1/06 and the new
Parking Manager will determine this recommendation.

Current Status: It was determined that other departments lack the manpower and
equipment to remove the snow in a timely manner.

OBSERVATION S GAS BOY CONTROLS NOT WORKING:

Out of the 12 vehicles in use during the audit period tested it was noted that § of the
vehicles did not have odometer readings entered prior to fueling. Upon nquiry it was
discovered that the control to require this information has never been used and that no
one has been required to enter mileage in order to get fuel. The only vehicles that
consistently entered mileage information correctly were the sedans used by the
administrative office.

It was also noted that the personnel at the Victory garage have been entering the fuel used
for equipment other than the garage truck on the truck’s fuel card. '

RECOMMENDATION:

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
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has to 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

control of one assigned individual and kept in a secured area when not in use.

AUDITEE RESPONSE:

We have issued separate cards for gas cans and small engine equipment and fuel for these
ttems. This card is under the control of one assigned individual and kept in a secured area
when not in use.

We have instructed personnel to enter all data when filling up.

Current Status: Based on a review of reports from the Gas boy system it appears
that employees are using the system correctly. Observation appears resolved.

OBSERVATION 8 STREET MARKING COSTS:

The City of Manchester maintains over 397 miles of class IV, V and V] roads throughout
the City. The Traffic Department is responsible for maintaining the traffic markings on
all these public roadways as well as parking lots and the remaining city owned garage. A
crew of six employees maintains over two million linear feet of road striping, seventy-
four islands, hundreds of parking stalls including 19 parking lots and one garage, 1,132
crosswalks, 1,216 Stop Lines and 1,837 stencils and other markings. Painting is done
using a latex-based paint.

During calendar year 2005 the painting crew was painting from March 23 to December 3.
During this period they painted a total of 132 days. During this time crews worked 8
Sundays, 10 Saturdays and 12 nights accumulating 212 hours of over time and 2,834
regular hours. The following table summarizes the activity for FY 2005,

f MARKING | TOTAL # PAINTED Yo PAINTEDT
J CY 05 CY 05

hslands | 74 | 63 | 85% ;J
| Arrows | 1231 | 300 | 24%
| Stop Stencils | 144 1o | 0% q
| Only Stencils [ 202 |71 | 24%

School Stencils 06 96 1 100% |
Crosswalks 1,132 1,090 | 96% |
| Stop Lines 1,216 1,151 | 95% ]
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Current Statys: Unchanged, however the Highway Department jg currently
looking into this,
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Crry oF MANCHESTER
Office of the Clity Clerk

Carol A, Johnson Matthew Normand
City Cierk Deputy City Clerk
MEMORANDUM
TO: Committee on Accounts, Enroliment & Revenue Administration

Ald. Sullivan, Lopez, DeVries, M. Roy, Ouellette
FROM: Matthew Norma@
o Deputy City Clerd
DATE: May 5, 2008

RE: Communication from Aldermen Lopez.

Please be advised that on March 4, 2008, the Committee voted fo place the attached
communication from Alderman Lopez on the table. The letter, which references the Revenue
Stabilization Reserve Account, was omitted during preparation of subsequent agendas. A
revised agenda properly displaying this communi cation has been sent to all aldermen and
posted for the public.

One City Hall Plaza * Manchester, New Hampshire 03107 » {603) 6246455 « FAX: (603) 624-6487
E-mail: CigvClerk@ManchesterNH.oov » Wehsite: www.manchesternh.gov
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Crry oF MANCHESTER
Board of Alddermen
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w BOARD OF MAYOR & ALLERMEN

DAYE: July 10, 2007
ON MOTIOMOFALD.  Lopez

SECOMDEDBY AD.  Shea
Commiitee on Community Improvement

One City Hall Plaza VOTEDTO refer i;o/gnte. on Administration.
Manchester, NH 03101 2 v /ﬁam»z.i
cryY

T CrYCLERK

June 19, 2007

Chairman Garrity and Honorable Members:

As you meet and have discussions about using Rooms and Meals tax money in the future
for Storm Water Uttlity/Sidewalks/Streets, please consider these comments.

First, let me say that money is needed now and in my point of view should be started with
first addressing our reserve fund ordinances that are in place. I do believe that at some
point we might look at the revenue that will be in the Rooms and Meals tax, but
remember we do have a tax rate stabilization account that we should consider and put
money into that account. After all, when we built the civic center we said money would
go back to the taxpayer after.

Before we rush into starting another fund, I believe that we need to review some of our
ordinances. So, before we make another policy effecting rooms and meals revenue, some
of these special ordinances should be changed to start putting money into a special
“account for storm water/sidewalks/streets this year,

The Finance Officer should review the following to see if they apply today and make
recommendations to the Board regarding what changes he would suggest. One area that
we should talk about is how much percent of the surplus should go into these accounts,
and what they should be used for. An example that [ would like to see is instead of
putting 50% of the surplus into the Revenue Stabilization Account, how about 25% into
this account and 25% into special storm water/sidewalks/streets. That way we can start
doing something this yzar after the audit takes place for the 2007 budget. That’s just one
ordinance that might be changed. The reserve ordinances are as follows:

e 35.032 Revenue Stabilization Reserve Account {Ordinance passed 5-6-97)
e 35.033 Special Revenue Reserve Account (Ordinance passed 11-6-02)
e 35.034 Tax Rate Stabilization Reserve Account (Ordinance passed 11-6-02)

: .035 Risk Retention Reserve Account (Ordinance Passed 11-6-02)

JUN 192007
CITY CLERK'S OFFICE

One City Hall Plaza, Manchester, NH 03101 Phone (603) 624-6455 Fax (603) 624-6481
www.ManchesterNH.gov
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Committee on Community Improvement
June 19, 2007
Page 2

I am asking the Board of Aldermen to have thee Finance Officer, the City Solicitor and if
nesded our Bond Council for recommendation: before we move forward to make sure that
it would not hurt our bond rating to make somxe changes.

Sincerely,

Alde‘rﬁién—AbLarge

. Ny
C: Board of Mayor and Aldermen L
Finance Officer
City Solicitor



