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Overview:

in May 2018, an incident occurred that led to the issuance of an arrest warrani for the
City's former Marina Supervisor for allegedly misappropriating some $60K of funds over
the past three and a half years. At the urging of the City's Board of Finance, the
Director of Administration has requested that the Internal Auditor perform a review of
the Marina Fund's existing policies and procedures pertaining to the use of “draw down"
purchase orders, procurement cards (P-Cards}, and City hiring practices.

The Marina Supervisor is responsible for maintaining and managing two City-owned
Marinas (Czescik and Cove Island), docks, boat slips, boat ramps, harbor buoys,
equipment and supplies purchases, and other operating expenditures.

It should be noted that, except where specifically indicated, the Office of Operations
management is responsible for the following City policies and procedures, especially as
it relates to internal controls, and for any representations made in conjunction with
completing this report.

The City's Office of Operations Maintenance Administration Division oversees six
programs; they are: Government Center, Facilities, Parks, Beach Enforcement, Leased
Facilities, and Marinas.

The internal audit objective is to review the City's Special Revenue Marina Fund #28
policies and procedures pertaining to the:

s Use of “draw down” purchase orders
» Employee use of P-Cards
¢ Certain employee hiring practices (specifically background checks)

This internal audit was conducied in accordance with generally accepted government
auditing standards. Those standards require that we plan our audit work, perform
sufficient tests, and accumulate appropriate evidence to provide a reasonable basis for
the findings and recommendations based on the intemnal audit objectives.
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Scope:

In order to assess the Marina Fund procedures, internal Audit will review all policies and
procedures in place for the fiscal periods from July 1, 2013 to June 30, 2018:

A. Use of “Draw Down" Purchase Crders

Purchasing Ordinance pertaining to “draw down" purchase orders
Purchasing Department procedures and restrictions
Copies of the Stamford Police Arrest Warrant and Police Report
Interview Operations Manager Parks & Facilities, support staff, and City's
Controller and Purchasing Manager
Select samples of Marina Fund “draw down” purchase orders for review
and testing
o Trace sample items for purchasing system acceptance and
submission
o Trace sample items for appropriate approvals
o Interview vendors regarding testing of sample items
o Visit storage facility with Operations Manager Parks & Facilities and
review inventory management practices, if any

B. Employee Use of P-Cards

Obtain guidelines for P-Card usage and restrictions
Compile/summarize former Marina Supervisor's charges, if any
Select items for review and testing, if any

Obtain copies of supporting receipts used to record expenditure items

Note: Internal Audit's current audit plan already includes project
#2017.09 Review of City Purchasing Card Processes

C. Certain Employee Hiring Practices/Background Checks

City Charter municipal code sec. 5-20-7 (“Personnel Function”) through
sec. C5-20-21 and sec. C6-140-1 (“Organization of the Personnel
Commission") '

City's Classified Civil Service Rules

Job application form submitted by former Marina Supervisor

PAF (Personnel Action Form)

Candidate screening, interviews, and ranking

Records of document retention policy
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Findings/Recommendations:
High Internal Audit Findings:

1.

During Internal Audit onsite visit and review of invoices tested, additional
misappropriated purchases (losses) were discovered across nine different vendors

in the amount of $32.9K. These new findings are in addition to Police Report
findings of $60K.

The Marina Summary Chart Breakdown by Nine Vendors for Misappropriated

(Losses) Findings by Purchase Order Type:

. # %
?nﬂ:}?é:: # lmir:wes Purchase | Total Amt.of | Total
. in Losses Amt. of
for Audit | Findings Findings Losses
4 4 15 15 a1 § B,725.79 20%
7 7 45 25 39 §,802.41 21%
3 3 g 3 5 1.982.46 8%
5 5 28 8 13 553.67 2%
5 5 62 40 58 12,387.26 38%
2 2 [} 4 6 {394.65) -1%
5 5 32 8 10 1.801.44 5%
6 [{] 14 10 19 2,147.81 7%
3 3 7 2 3 880.83 3%
25 5 10 40 218 115 214 $32,888.02 100.0%

The Marina Summary Chart Breakdown for Misappropriated (Losses) Findings by

Purchase Order Type and Dollars:
Drawdowns C.ontractsi State/ US GSA | Total Amount by
Bids/ RFPs Contracts*” PO Type
Total Amount of Loss Y| § 2354948 S 55367| § 678487| § 32,888.02
{in thousands} 235 0.6 8.8 329
% of Total Amount of Loss 71% 2% 27% 100%

* GSA {(General Service Administration)

ltems found were: a boat GPS map, fuel tank, wave inverter, underwater LED
lights with one year warranty, boat coaxial speakers, boat thermostat, new dual
engine binnacle control box, boat autopilot computer, Garmin GMR radome, boat
shrink-wrap, boat motor cowling four stroke, car accessories, cordless tools, and
various clothing items, etc. {(See Exhibit A). On November 19, 2018, Internal

Audit sent the Marina’s additional misappropriations (losses) findings worksheet to
the City's Office of Legal Affairs.
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2. During observation and onsite review of invoices, Internal Audit discovered the
following:

a. The Marina Department storage room facilty was in disarray and
disorganized, making the onsite audit invoice testing task difficult and time
consuming. For example, the Marina snow blower was not in the Marina
storage room but was later located in the Parks Department storage room.

b. There were five Marina invoices that viclated adherence to the City's
Accounting Policy and Procedures Manual, Chapter 4: Accounts Payable,
page 18, fitle 4.2 Receipt of Goods/Services, sec 4.2.5 (See Exhibit F). All
five original Marina invoices were not signed or dated by former Marina
Supervisor for receipt of goods/services (See Exhibit G).

Policy states: “The individual responsible for unpacking and checking
shipment should also sign hisfher name and note the date that the shipment
was inspected.”

> 1 vendor (J. Catalano & Sons, Inc.), invoice #36152734, for $206.04
check #101108, date paid 4/29/2015

> 1 vendor (Ring's End), invoice #8693909 for $1,770.00, check
#104268, date paid 6/22/2015

> 1 vendor (Grainger, Inc.), invoice #8475013836, for $211.82, check
#979748, date paid 7/14/2014

> 1 vendor (Grainger Inc.), invoice #3751064230, for $297.40, check
#103655, date paid 6/12/2015

> 1 vendor (Grainger Inc.), invoice #9773304424, for $199.52, check
#105445, date paid 7/15/2015

¢. The lack of adequate product identification on the majority of Marina related
invoices was a problem throughout the audit. The only information provided
on vendor invoices was the product manufacturing number/code. Additional
audit time was required by Internal Audit to perform research on vendor
website by each individual line item to try and find a picture of the product.
If research results came back with a discontinued product more fime was
spent on performing a Google search or eBay search, etc.

d. Marina Department was not in compliance with the entire City Purchasing
Ordinance, Sec. 23-18.13, Surplus Property and Equipment (See Exhibit
C). There was no evidence of any inventory tracking system onsite for
Internal Audit review or records maintained or reporis provided.

Page 5 of 20



3. Lack of internal controls for managing and maintaining adequate interal/external
Marina vendor maintenance data.

a. During observations, it appeared that there was no designated employee
responsible for directly managing vendor maintenance changes/updates
within the H.T.E system, or dealing with invoice overpayments.

i. One finding discovered while conducting a telephone inquiry with
vendor headquarters was that the current authorized registered
signer listed in the vender's file was the former Marina Supervisor.
Internal Audit immediately contacted the vendor's corporate
headquarters to inquire as to whom to contact and what information
was needed to correct the vendor's files. That information and form
was obtained and forwarded to the Operations Manager Parks &
Facilities for handling.

ii. One finding was for lack of proper H.T.E system vendor account
maintenance for the transaction audit trail. A subsidiary company
several years back was purchased by a parent company which has
the same VIN tax number listed on the account. The subsidiary
vendor account transactions should have been "merged” into the
parent company instead of being “de-activated” (temporarily shut off).
By performing this HT.E function, it will prevent future
department/employees from making a request to “re-activate” the
subsidiary vendor account and potentially make duplicate purchases.

ii. One finding discovered was with a vendor that was overpaid on
invoice #167701 that was dated 2/27/2018 for $1,057.42. The City is
currently due a refund as a result of paying the invoice total account
balance instead of the current balance due. As of today, this vendor
has not yet repaid the City and is now being directed and handled by
City's Office of Legal Affairs.

4. Lack of management oversight and review to safeguard Marina Depariment
purchased assets and verification that purchases were placed in service for
eperational purposes.

a. Observation and review of Marina’s invoice procedures and process were as
follows:
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» Former Marina Supervisor ordered all Marina products and
accepted delivery by both online order and by physically going to
the local store locations to pick-up products.

» Former Marina Supervisor was the only employee who signed off
on the delivery receipts for all Marina invoices.

» Marina's original invoices signed off by the former Marina
Supervisor were sent over to the Operations Executive Secretary
for acknowledgment of acceptance by entering them in H.T.E
system established PO “drawdowns.”

- » Marina invoices entered and signed off by the Operations Executive
Secretary were forwarded to the City Controller's Office, Accounts
Payable Department for vendor payment processing.

o There was no evidence found of any cther signatures on
Marina's original invoice prior {o the invoice being sent over
to the Operations Executive Secretary for H.T.E system

. acknowledgment of receipt.

o There was no evidence found on invoices with regard to
Marina special products ordered describing the operational
use/purpose the item was being put in place for.

o There was no evidence found of any random onsite periodic
Marina invoice product check conducted by any senior level
management above the former Marina Supervisor.

Improper charges were made on two invoices for products not ordered by the
Marina Department. The depariment who ordered the products should have been
charged against the entire purchase order. Instead, a portion of the balance was
charged to the wrong program which violated compliance of both the City's
Accounting Policy and Procedures Manual and the F2017 Year-End Closing
Instructions — Purchasing & Procurement (See Exhibit E & F);

a. It appears that two invoices for products/supplies ordered by the Parks
Department (program 2134) for invoice #771608, amount due $867.04,
made on 7/03/2017 and invoice #333395, for amount due $1,396.15, made
on 6/30/2017 were charged against Marina Depariment unencumbered PO

balance for $182.53 and $497.35 for products not received or ordered (See
Exhibit H).
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Recommendation:

City’s Office of Operations Manager Parks & Facilities:

1. To reduce potential risk of duplicate vendor and product purchases, the Operations
Manager Parks & Facilities must consider whether Marina subsidiary vendor
accounts should be “merged” (permanent migration of historical purchasing
transactions) into the parent vendor account in the H.T.E vendor maintenance
system to avoid “re-activation.”

2.  Marina Department must adhere to the City's Purchasing Ordinance, Sec. 23-
18.13 Surplus Property and Equipment {See Exhibit C) policy and should consider
investing in an inventory tracking software system. If this is not feasible due to
budgetary constraints, an Excel worksheet must be created and maintained by
Marina Supervisor for all inventory purchases made for $250.00 and above. The
Excel worksheet detail will need to be attached to the completed Purchasing
Surplus ltem for Sale, or Disposal Form before removing or disposing of any City
owned property and equipment (See Exhibit D).

3. If Excel inventory tracking worksheet option is selected and created by the Marina
Depariment Supervisor for tracking and maintaining all property and equipment
purchases the worksheet must be periodically reviewed and monitored by
Operations Manager Parks & Facilities or designee.

4. Operations Manager Parks & Facilities must select a designee other than the
Marina Supervisor for managing all Marina vendor relationships including: directly
contacting vendor, vendor inquiries, invoice comrespondence and discrepancies,
and changing/updating authorized signatories for the vendor file account.

5. Operations Manager Parks & Facilities must mandate that all Marina original
invoices provide adequate description of product not just the manufacturing
number/codes. If the vendor's invoicing software system is not capable of
providing this information, the Marina Supervisor must provide the following
suppori documentation:

* Return invoice to vendor and request revision of description of Marina product
ordered, or

e Print product picture from the vendor's website and attach to all Marina
original invoices. If no vendor website available, a Google or eBay search

must be performed with the exact manufacturing product number/code and
attached io original invoice
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10.

 |f ordering a special order product, ask vendor for copy of product picture and
attach to original invoice with a written explanation of the operational
use/purpose the goods/services will be placed in service for

Operations Executive Secretary must search all Marina original invoices and
should make judgement to reject/return any that do not adhere to the three bullet

points abave prior to entering goods receipt acknowledgement in the H.T.E
system.

Random monthly onsite goods/products checks must be performed at the Marina
storage location by the Operation Manager Parks & Facilities and provide his/her
signature and date on the original invoices prior to submission to the Controller's
Office Account Payable Department.

Marina original invoices must include two authorized signatories once product has
been delivered or picked up at store locations (1 Marina Supervisor, 1 other
Operations Manager/Forman) before forwarding them to the Operations Executive
Secretary for goods receipt acknowledgment in the H.T.E system.

Only current balances due on Marina invoices should be processed for payment
not the total account balances due to the vendor. The rationale for this is
because typically the City's vendor check payments and mailing process is
performed twice a month and would not necessarily reach the vendor in time
before their next billing cycle. Thus, the current invoices received by the
department would not reflect recent payments mailed/sent and could potentially
lead to an overpayment of the invoice.

Prior to submission of Marina invoices to the Controller's Office for payment
processing, the Operation's Executive Secretary must conduct research in the
H.T.E general ledger system by vendor inquiry for all amounts paid-to-date by the

vendor name and not just rely on the external Excel Marina purchase orders
worksheet for “drawdowns.”

Marina Department personnel must adhere to the City's year-end purchasing
closing procedures instructions completely beginning with F2019. Any Marina
Department questions/inquiries/concerns should be addressed to the City's
Purchasing Manager and PO balances for individual programs should not be
applied against any other program’s budget for products not purchased by them.
Those programs do go through a yearly budget approval process with both the
Board of Finance and Board of Representatives and funds from other expenditure
line items in the individual programs should be utilized to cover deficiencies.
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Responses:

1.

City’s Office of Operations Manager Parks & Facilities:

Operations Manager agrees and will ensure that each vendor and product
purchases are not from a duplicate vendor into the parent vendor account in The
H.T.E vendor system to avoid “re-activation”

Marina Department and Operations Manager agree to policy (Exhibit C) by providing
an updated excel worksheet which is maintained by the Marina Supervisor for all
inventory purchases made for $250.00 and above. Also will adhere to the disposal
form before or removing or disposing any owned property and equipment (Exhibit D)
Excel Inventory tracking created by the Marina supervisor will be viewed on a
monthly basis by the Operations Manager Parks & facilities or designee (Landscape
specialist or Parks Foreman.

Operations Manager Parks & Facilities have selected the Land Scape Specialist or
the Parks Forman for managing all Marina vendor relationships including: directly
contacting vendor, vendor inquiries, invoice correspondence and discrepancies, and
changing/updating authorized signatories for the vendor file account.

Operations Manager Parks & Facilities agree that will mandate that all Marina
original invoices provide adequate description of product net just the manufacturing
number/codes. If the vendor's invoicing software system is not capable of providing
this information, the Marina Supervisor must provide the following support
documentation.

Operations Manager Parks & Facilities agrees that Random Monthly onsite
good/products checks have been instituted for all programs associated under the
Parks and Facilities responsibilities (See Exhibit M) prior to submission to the
controllers Department. This check monthly will be a random day/time of selection in
which a random number will be chosen to view and confirm material and or job
invoice is within the city scope and assure delivery and presence of the material
located within the respected inventory area. By randomly selecting invoices of all
programs will be viewed monthly confirmed. All notes reordered will be used as a
legend of events of the selected invoice.

Operations Manager Parks & Facilities have implemented that all Marina original
invoices must include two authorized signatories once product has been delivered or
picked up at store locations (1 Marina Supervisor, 1 other Operations
Manager/Forman) before forwarding them to the Operations Executive Secretary for
goods receipt acknowledgment in the H.T.E system

Operations Manager Parks & Facilities agrees that Only current balances due on
Marina invoices should be processed for payment not the total account balances
due to the vendor. The rationale for this is because typically the City's vendor check
payments and mailing process is performed twice a month and would not
necessarily reach the vendor in time before their next billing cycle. Thus, the current
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invoices received by the department would not reflect recent payments mailed/sent
and could potentially lead to an overpayment of the invoice.

Operations Manager Parks & Facilities agrees prior to submission of Marina invoices
to the Controller's Office for payment processing, the Operation’s Executive
Secretary must conduct research in the HT.E general ledger system by vendor
inquiry for all amounts paid-to-date by the vendor name and not just rely on the
external Excel Marina purchase orders worksheet for “drawdowns.” Operation
Manager of Parks and Facilities will obtain/deliver all invoices prior to them going to
accounts payable for final viewing and signoff of all invoices to be processed. Prior
Invoices would go straight to Accounts Payable after signoffs by
Forman/supervisors. {See Exhibit L)

10.Operations Manager Parks & Facilities and the Marina Department personnel must

11

adhere to the City's year-end purchasing closing procedures instructions completely
beginning with F2019. Any Marina Department questions/inquiries/concemns should
be addressed to the City’s Purchasing Manager and PO balances for individual
programs should not be applied against any other program’s budget for products not
purchased by them. Those programs do go through a yearly budget approval
process with both the Board of Finance and Board of Representatives and funds
from other expenditure line items in the individual programs should be utilized to
cover deficiencies.

.Operations Manager of Parks and Facilities implemented 1/28/19 that a new

purchasing guidelines for all Parks and Facilities division for any purchases/or
services/jobs that are over $250 will need to be approved by the Parks and facilities
manager prior to a purchase being made on a drawdown (See Exhibit K)
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Findings/Recommendation

Medium Internal Audit Findings:

1.

It appears that “drawdown” purchase orders are not clearly defined in either the
City's Purchase Ordinance dated 11/22/14 or in the Accounting Policy and
Procedures Manual dated 12/30/08. This type of purchase order should be clearly
defined by the Purchasing Manager to provide *How to" examples, required
documentation, and specific restrictions by dollar thresholds.

. Based upon Internal Audit data analysis and review it appears that there is an

unusually high quantity of classified “draw down" purchase orders issued over last
five fiscal years (62 out of 124 issued purchase orders = 50% of Total # of PO's
issued and 76% of total dollars) for the Marina Depariment that do not necessary
constitute operating on an emergency basis.

During observation of the Marina's purchase requisition H.T.E approval process by
Levels 1-3; it appears the description provided by the requestor is too broad and
vague and does not provide enough information to the next level approver. The
information provided by a requestor in some cases would lack number of quantity for
which locations, or what types of services were being performed by the vendor.

See current chart of Marina Fund H.T.E Requisition approval levels and codes
below:

Current Marina Fund H.T.E Requisition Approval Codes (All)
Requisition . ' .
Level Employee Titles Verifies
Operations Enters all requests provided by Forman's (could be
1 E?( scutive based on vendor provided quote/estimate/statement).
Secreta Updates and enters "drawdown” requests onto Excel
Y spreadsheet for encumbered/balances available funds.
Operations Parks Reviews total budget line items and ensures
2 & Facilities encumbered/balances "drawdown" funds are available
Manager based upon the updated Excel spreadsheet.
3 Director of Questions/Inquiries about any services/product being
Operations requested are directed back to Level 2 Manager.
Accounts
Pre-Audit Payable Ensures that L:gtetlz e‘l s:i r:eT .Ee rssygsgﬁg? approvers are
Accountant P )
Buyer ggg;?tar:g]rgt Purchasing Department ensures that the requisition is
Manager / Buyer in compliance with the City's Purchasing Ordinance.
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4. During review of the City's Human Resource's Marina's Department “Certification of
Eligible” form it was noted that the appointing authority signature was incorrectly
signed-off by the wrong official. The form's *report of action” section should have
been signed off by the former Office of Operations Director but instead was signed
off by the Operations Manager of Parks & Facilities which does not follow Civil
Service Rules, Rule 2 Definitions Appointing Authority - Commission, commissioner,
depariment head, executive officer, person authorized by statue or otherwise
delegated to lawfully make appointment” (See Exhibit I). There was no documented
delegation of autharity given or provided to the Office of Operations Manager of
Parks & Facilities who by memo indicated selection of another candidate and
therefore should not have signed it. In addition, there was no correctionfupdate
made by the Human Resource's Director of this administrative error on the form.

5. During review of the City’s Civil Service Rules amended 6-25-15, it appeared that on
page 6 of 27 the document references numbers 731, 735, and 736 were out of
date, As part of the 1987 Charter revision these references were superseded by
Charter section codes C6-140-1, and C5-20-10, and 736 was deleted.

6. No P-Card was ever issued to the former Marina Supervisor. However, during
Internal Audit review of the City's P-Cards (Purchasing Credit Card) procedures and
restrictions the following observations were made:

> Unusual number of meals/lunches purchased by various departments besides
the Recreation Department (examples: donuts, coffee, bagels etc.)

» Unusual funeral flowers purchased (Not clear on how this purchase is
considered operational use)

> Unusual retirement gift purchased (Not clear on how this purchase is
considered operational use)

» Individual departments charging P-Card for Amazon prime membership fee,

» No explanation or indication as to why vehicle repairs were charged on P-
Card and if these vehicles are City owned

» No explanation or indication as to why office supplies are being purchased by
P-Card instead of established State or GSA purchasing contract already in
place

» No clear guidancefinstruction found on P-Card procedures and policy with
regard to the following:

o Instructions for noflost receipts support for purchases made and what
to do if this occurs
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o No specific indication of which department head/officer would conduct
periodic management oversight of the P-Card Administrator
reconciliation and review processes

o No specified personne! indicated for auditing the P-Card procedures
program and frequency

Recommendation:

City's Office of Legal Affairs — Director of Human Resource:

Internal Audit recommends:

1,

Immediately correct the City’s Classified Civil Service Rules page 6 of 27 reference
code sections to C6-140-1 (supersedes 731}, and to C5-20-10 (supersedes 735),
and delete code reference 736, accordingly.

Ensure by review that all final documents adhere to City's Classified Civil Service
rules by re-checking that appropriate appointing authority signatures are accurately
reflected in the personnel file during the candidate selection report of action process.

Provide memo or note in personnel file if appointing authority/power signature
authorization process has been delegated to lower level management as part of
report of action.

City’s Office of Operations Manager Parks & Facilities:
Internal Audit recommends:

1.

Adequate training must be administered at least on an annual basis to all Marina

level 1-3 approvers of purchasing requisitions with the help of the City's Purchasing
Manager.

Operations senior manager should review and re-evaluate, in conjunction with
training to be provided, the Marina’s level 1-3 requisition approvers’ effectiveness on
the overall process.

Adherence and compliance with all instructions in the City's year-end procurement
close process must be made by all of the Marina staff. Any questions/comments or

concemns should be addressed to the City's Purchasing Manager, OPM Assistant
Director, or Controller.

Adherence to City's Civil Service Rules for permission for delegation of signatory
authority for the candidate selection process of “Certification of Eligibles” form
signoff and form completion should be provided in writing and included in Human
Resource candidate’s personnel! file.
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City’s Purchasing Manager:

1.

Definition of what constitutes a drawdown (blanket purchase orders} shouid be
included as an amendment to the City's Accounting Policy and Procedures Manual,

Chapter 3, Title C. Purchases Significant Policies for all purchase order types,
criteria’s, and dollar threshold restrictions (See Exhibit F).

Training must be provided with the assistance of the Operations Manager Parks &
Facilities at least annually to all Marina Department designated personnel assigned
who perform purchase requisition level 1-3 approvals in the H.T.E system and
specifically reviewing each personnel’s responsibilities by level.

To ensure accurate and timely execution of the F2019 year-end procurement close
instruction should be revisited and revised with the assistance of the Controller and
OPM Assistant Director to provide clearer definitions, explanation of procedures that
can/cannot be performed (transfers verses close out), and deadline dates for all
purchase orders prior to closing.

City Controller's Office & Controller:

1.

To ensure accurate and timely execution of the F2019 year-end procurement close
instruction should be revisited and revised with the assistance of the City's
Purchasing Manager and OPM Assistant Director to provide clearer definition,

processes that can/can be performed (transfers verses close out), and deadlines
dates for all purchase orders upon closing.

Several Key factors to consider for implementing best practices checklist for P-Card
prevention and detection:

a) Timely account/card closures, card collections, card destructions, card
surrenders

b) Consider using Amazon Business website to prevent product shipping or
delivery to incorrect address and for potentially better pricing for number of

users

c) Flag and monitor high volume of meals, entertainment, flower delivery
transactions

d) Consistent enforcement of policies and procedures, regardless of job
title/level

e) Cardholder's over a certain dollar threshold audited at least annually.

f) Provide both existing and new cardholder’s (including approvers) with training
at least annually
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Responses:
City's Office of Legal Affairs — Director of Human Resource:

Response of City's Office of Legal Affairs — Director of Human Resources:

1.

Amendments to the City's Classified Civil Services Rules correcting the inaccurate
references to the Charter in the Rules shall be submitted to the Personnel
Commission for their approval at the next meeting of the Commission. We have
requested that this issue be added to the Agenda of the next meeting of the
Personnel Commission which is scheduled to be held on February 21, 2018.

2 & 3. Memorandum to HR Generalists directing them to confirm that the
appropriate appointing authority's signature is obtained and accurately reflected in
the personnel file. If appointing authority delegates the appointment authority to
lower level management, the appointing authority must provide a confirming memo

to be maintained with the appointment paperwork in the personnel file (See Exhibit
161

City's Office of Operations Manager Parks & Fagcilities:

1.

Operations Manager Parks & Facilities agrees to adequate training must be
administered at least on an annual basis to all Marina level 1-3 approvers of
purchasing requisitions with the help of the City's Purchasing Manager.

Operations Manager Parks & Facilities agrees to review and re-evaluate, in
conjunction with training to be provided, the Marina's level 1-3 requisition approvers’
effectiveness on the overall process.

Operations Manager Parks & Facilities agrees to adhere and comply with all
instructions in the City's year-end procurement close process must be made by all of
the Marina staff. Any questions/comments or concerns should be addressed to the
City's Purchasing Manager, OPM Assistant Director, or Controller.

Operations Manager Parks & Facilities agrees to adhere to City's Civil Service Rules
for permission for delegation of signatory authority for the candidate selection
process of "Certification of Eligibles” form signoff and form completion should be
provided in writing and included in Human Resource candidate’s personnel file.

Operations Manager Parks & Facilities will work to ensure accurate and timely
execution of the F2019 year-end procurement close instruction should be revisited
and revised with the assistance of the City's Purchasing Manager and OPM
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Assistant Director to provide clearer definition, processes that can/can be performed

(transfers verses close out), and deadlines dates for all purchase orders upon
closing.

6. Operations Manager Parks & Facilities will be implementing best practices checklist
for P-Card prevention and detection with the below suggestions

a) Timely account/card closures, card collections, card destructions, card
surrenders
b) Consider using Amazon Business website to prevent product shipping or
delivery to incorrect address and for potentially better pricing for number of users
c) Flag and monitor high volume of meals, entertainment, flower delivery
transactions
d) Consistent enforcement of policies and procedures, regardless of job titie/level
e) Cardholder's over a certain dollar threshold audited at least annually.

f) Provide both existing and new cardholder's (including approvers) with training
at least annually

City’s Purchasing Manager:

1. The Purchasing Manager will provide guidance to define a drawdown purchase
order. Purchasing will issue guidance by February 28, 2019 to all City Managers
and request that the Controller's Office include the memorandum in the City's
Accounting Policy and Procedures Manual, Chapter 3, Purchasing Section D.
Attachments (Appendix A) (See Exhibit J).

2. The Purchasing Manager will coordinate a technical assistance training session with
the Operations Manager Parks & Facilities and establish a training schedule.
Additionally, Purchasing recommends that the Controller's Office participate in the
fraining session to review the entire process — entry fo receipt. Note — While the
H.T.E requisition approval levels are not established by Purchasing, the Purchasing
Manager agrees with the Intemal Auditor's observation that the description entered
by the requestor is often “vague” and the requisition levels of approval should be
assigned to individuals with knowledge of day to day operations.

3. The Purchasing Manager will work with the OPM Assistant Director and Controller to
revise the Year —~End Closing Instruction memo issued by the Controlier's Office
(Exhibit E}). OPM, Purchasing and the Controller have met to discuss revisions to
the memo, such as revising the expianation of procedures regarding transfers,

increases, decreases, close outs, accrual journal entrees and deadline dates for all
purchase orders.
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City Controller's Office & Controller:

1. After meeting with Operations Manager Parks & Facilities and the Purchasing
Manager, the F2019 year-end procurement close instructions were revised to

incorporate their comments and concerns. A draft of the F2019 instructions is
attached (Exhibit N)

2. The Assistant Controller (Controller's Office) was asked to assume responsibility for the P-
Card program after the departure of the City’s Purchasing Agent and the hiring of a new
Purchasing Manager in August of 2017. We would point out that although the Marina fraud
was not perpetrated using a P-Card, the Controller’s Office agrees with the best-practice
recommendations but has the following comments on each of them:

a)

b}

P-Cards issued to ferminating employees are surrendered to the Assistant Controller
prior to or on the employee’s termination date.

Doing business with, and sourcing goods through Amazon, has always been
an option — subject to the dollar limits in the Purchasing Ordinance
Department heads are required to approve all P-Card purchases and they

have been reminded of the need to police inappropriate uses of the P-Cards
by their staff.

See response to ¢) above

As long as card usage is within the budgeted limits for the accounts that are
charged, the Controller's Office does not have reason to question properly
approved expenditures that conform fo policy guidelines. Any out of policy
charges are flagged in conjunction with the Assistant Controller's review of
the monthly statements and they are brought to the attention of the applicable
department head (or their superior) — also, see response to f) below.

P-Card use guidelines are provided to all new P-Card holders. Revised
guidelines will be distributed to all P-Card holders with each significant
revision and questions, if any, can and will be answered on a real time basis.

Finally, the list of P-Card holders had not been maintained and was more than a year
out-of-date so that was the first task undertaken by the Assistant Controller was
updating the list and identifying the cardholders in each City department. Department
heads were advised that no new cards would be issued until they had provided
information regarding existing card-holders on their staffs. The list will be maintained
and kept updated by the Assistant Controller from this point forward.
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Work Performed:

Scope A: Use of “Draw Down” Purchase Orders

a) Reviewed City's Purchasing Ordinance and Purchasing Department procedures
and restrictions {See Exhibit B)

b} Examined Police Warrant and Police Report
c) Selected sample invoices for testing there was 124 purchase orders for FYE
(2014-2018). Internal Audit random sample selected tested 100% the 62 “draw

down” PO across 25 vendors and did performed additional sample selection to
include other various PO contract types.

[ Marina Fund
: ‘ —
| POTypeDescription | PO's
CONTRACT/BID/RFP ORDERS 25
DRAWDOWN ‘ 62
PURCHASE ORDER 16
STATE DR GSA CONTRACT 20
WAIVERS L L
e GrandTotwl| 124

d) Traced sample items to H.T.E system submission, acceptance, and approvals
e) Interviewed Acting Marina Supervisor, Operations Manager Parks & Facilities,

Interim Director of Operations, Operations Executive Secretary, and City's
Controller and Purchasing Manager

f} Performed telephone interviews with selected vendors
g} Performed onsite visits and reviewed inventory management practices, if any

Scope B: Employee Use of P-Cards

a) Reviewed City's P-Card guidelines usage and restrictions policy

b} Obtained credit card bank statements for fiscal years 2014-2018

c) Reviewed all transaction P-Card charges made for fiscal years 2014-2018
d) Summarized/compiled the former Marina Supervisor's charges, if any
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Scope C: Employee Hiring Practices/Background Checks

a) Reviewed City Charter municipal code sec. 5-20-7 (“Personnel Function')
through sec. C5-20-21 and sec. C8-140-1 (“Organization of the Personnel
Commission”)

b) Reviewed City’s Classified Civil Service Rules

¢) Reviewed former Marina Supervisor's

> Job application
> PAF (Personnel Action Form)
d) Reviewed City's Human Resources Department policy/procedures
» Candidate screening, interviewing, and ranking
> Records retention
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Page {1 of 1

Sec. 23-18.13. - surplus personal property and eguipment. E .
VAL )

1. Listing of Surplus Property. Each city office, department, board, commissian, authority, the
Board of Education or uther agency shall furnish to the Purchasing Agent, on such forms and

Stamford, CT Code of Ordinances

at such time as the Purchasing Agent may prescribé, a statement of surpius or unusable
supplies, material or equipment In its custody or control, To the extent that it is possible,
using due diligence and inguiry, said statement shall include the date such items were
purchased, the purchase price, and the use to which they were put from the date of
purchase to the present. Copies of said statements shall be provided by the Purchasing
Agent to the Board of Representatives.

2. Disposaf byPuincAucrién. If the Purchasing Agent believes that the surplus or unusable
supplies, materials or equipment cannot be used or made available for use by the City, the
Purchasing Agent may dispose of such supplies, materials or equipment from time to time at
public auction or upon sealed bids,

3. Exemnptions.

{a] The provisions of this ordinance shall not require a public auction for the disposal of
surplus or unusable supplies, materials or equipment which has a current value of one
thousand dollars ($1,000.00) or less. The Purchasing Agent may, at his or her own

. discretion, dispose of such praperty, either singularly, or in lots, by the sealed bid
W process.

(b} In the event that the Purchasing Agent determines that surplus or unusable supplies,
materials or equipment have no market value, then he or she shall make a list of said
property and forward said list to the Mayor. Upon written approva! of the Mayor, the
Purchasing Agent may throw out or otherwise dispose of said surplus or unusable
supplies, materials or equipment,

4. Donation of Surplus Property. Upon written approval of the Mayor, the Purchasing Agent
may donate city surplus or unusable supplies, materials or equipment to not-for-profit
agencies and/or causes, or other gavernmental or quasi-governmental agencies.

5. Rerords to be Maintsined. The Purchasing Agent shall maintain records of all transactions
made pursuant to this ordinance. Sald records shall inciude, but not be limited to: lists of
equipment that has been sold, including the name of the purchaser and the purchase prics;
lists of equipment that has been disposed of; and lists of equipment that has been donated,
including the name and address of the donee, the date of the transaction and the
approximate value of the equipment on the date that it was donated.,

about.blank { j 121192018
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R M : y L CONTROLLER
P & ot DAVID A YANIK
£ ﬂﬁd 205 9774186
kS ; EMAIL QYANKESTAMEORDITGON
CITY OF STAMFORD
OFFICE OF ADMIMISTRATION

2BRWASHNGTON BOULEVARD
STAMFORD. CT 0880}

Date: May 26, 2017

To: ity Directors and Department Managers
Board of Education Administrators and Managers

e Bev Aveni Karen Vitale

fay Fountain loy Hussey

Lee Berta Nikoleta McTigue, Blum Shapiro
From: David Yanik
Subject: June 30, 2017 (F2017) Year-End Closing instructions —

Purchasing & Procurement

This memo provides guldance to Department Managers and Directors regarding purchasing and
pracurement cut-off dates as we transition from Fiscal Year 2017 {F2017) to Fiscal Year 2018
{F2018). With June 30, 2017 falling on a Friday this year, you should plan to cornplete all
approvals and system input activity as far ahead of that date as possible.

Please email Bev Aveni with any questions you might have regarding these guidelines,

Purchases/Encumbrances
e The final day for submitting purchase requisitions for current fiscal year operating

expenditures is Friday, June Znd. All department approvals (HTE Levels 1, 2 and 3} required
on the reguisition must be completed by this date.

¢ Beginning July 1, 2017, please clearly indicate on each vendor's invoice the applicable fiscal
year (F2017 versus F2018) for processing purposes.
* All open non-capital purchase orders that will not be encumbered should be cancelled or
tlosed out in conjunction with the fiscal year-end closing:
o Email Beverly Aveni, City Purchasing Agent to cancel or closeout any current-year non-
capital expenditure purchase orders for the City of Stamford.
o Email Vivens Joachim, BOE Purchasing Department, to cancel or closeout any current-
year non-capital expenditure purchase arders for the Board of Education.

Procedures for the new Fiscal Year [F2018)

s New purchase requisitions {for either operating expenditures or capital projects) for F2018
must riot be entered until after july ist,

T ————————
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¢ As 3 reminder, all periodic recurring expenditures should be encumbered for the full year
amount,

o For, example, ¥ you are leasing a copy machine and need to make monthly payments,
you should enter only one purchase requisition/purchase order for the 12 months of
estimated expenditures (HTE will not allow you to enter 12 separste purchase
requisitions/purchase orders).

Anather example would he for office supplies. You should enter one draw-down

requisition for what you expect to spend for the full year {vou can always add to, or

reduce, draw-down amounts as the year progresses). This approach will save us all
time and effort in issuing and re-issuing purchase reguisitions/purchase orders month
after month.

« (Continue to submit your prior fiscal year invoices, as coded against existing purchase arders,
to Accounts Payable for payment. We need your cooperation to review and cade vendor
invoices and to submit them promptly so the Accounts Payable Dept. can process them
before the fiscal year-end processing cut-offs.

e You should expect to continue to be required to provide written explanations for all purchase
requisitions for goods/services ardered before a valid purchase order has been issued. Your
sxplanation should describe the ‘emergency’ that existed thal necessitated circumventing
existing procurement policies.

« Please do not hold onto vendor invaices. You should be forwarding them to Accounts Payable
as soan as they are approved 50 they can be entered into HTE.

¥

Summary of Keyv Dotes:
Jun 2,2017  Last day to submit F2017 Operating Expenditures Requisitions
Jul 1,2017  Date to begin entering F2018 Purchase Requisitions

Aug 25, 2017 Cut-off for submitting vendor invoices for F2017 encumbrances

Page 2
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CITY OF STAMFORD

ACCOUNTING POLICY AND g‘.)dw,éx:f F _)

PROCEDURES MANUAL

3. Purchasing
A. Process Overview
City policies and procedures related 1o purchasing are designed to ensure that
goods and services are procured in 3 manner tha is fair and competitive: that

public funds are properly controlled and wisely spent: and that ransactions are
properly authorized and spproved,

B. City Charter/Code of Ordinances References

Reference Subject
5§23-14 10 23-18 City Purchasing ardinance, revised 3/1/96

C. Significant Policies

¢ Quotations - Goods and Genersi Services: Purchases of goods or general
services which are in excess of three thousand dellars (33.600). but are less
than the limit set by the Board of Finance (currently $7.500) shall be based
upon price quotations. Purchase requisitions shall not be split to avoid this
requirement. Price quotations, either oral or writier shall be solicited from
at least three vendors or service providers, or obtained from current catalogs
or price sheets (Code §23-16, B.).

¢ Competitive Bids - Goods and General Services: Purchases of goods and
general services which are in excess of the limit set by the Board of Finance
{currently 87,500) shall be made by senled competitive bid as described in
Code §23-17. Purchase reguisitions shall not be split w avoid this
requirement.

¢ Special or Professional Services: Purchases of special or professional
services costing less than $10,000 do not require price quotations. For
purchases of $10,000 but less than $25,000, propesals should be requested
from at least three qualified firms. For purchases of $25,000 or greater, a
sealed competitive bid shall be administered by the Purchasing Agent. For
purchases of $100.000 or greater. a secaled competitive bid shall be
administered by the Purchasing Agent. and approved by the Mayor. Board
of Finance and the Board of Representatives,

44
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CITY OF STAMFORD
ACCOUNTING POLICY AND

PROCEDURES MANUAL ;g}é}wiz,&( £

. Attachments— See Appendix A

{. Procedures Concerning City Surplus Properyy
2. Exemption Centificale
3. City Purchasing Ordinance

3 Purchasing

Note to Users: The City's purchasing policies and procedures are outlined in the City
Purchasing Ordinance.

Revision 4
1230108




CITY OF STAMFORD
ACCOUNTING POLICY AND

'Y p.
FROCEDURES MANUAL ( Pylibpivt)

4 Accounts Payable

4.1 Pre-Audit Approval of Purchuse Requisitions

4.1.1

4.4,

The Cantroller’s Office is responsible for Pre-Audit approval of all purchase requisitions.

Orice cach purchase requisition has been approved on the HTE system at the first, sceond and
third kevels. the Controller’s Office is responsible for reviewing the requisition for the following
tems:

s  Proper completion and approval of requisition
#  Comect commodily cade

= Proper peneral ledger account and praject code
«  Availability of funds

= Compliance with requisition policy

= Mubiple approval levels

4.2 Receipt of Goods/Services

4.2

Revision 4
12/30/08

Al goods should he shipped to, or otherwise delivered 10 the department that suthorized the
related purchase order,

When goods are delivered. the receiving personnel fram the ordering depastment wre responsible
for documenting those liems reecived nnd accepted. The packing slip is 1o be compared to each
lems received and a eheck mark (/) is 1o be placed nest 1o cach iem op the packing slip that has
been received in working condition and in the quantin ordered. ia packing slip is not enclased,
& capy of the corresponding purchase order showid be used.

If #iems histed on the packing slip are not received, those iiems should be identified on the
packing slip and the initials M.R. (not received) noted next to them. If the guantity received is
less that the amount ordered, that information should alsa be noted on the packing sfip

If the packing sfip indieates that certain items are back ordered. shose items should be Klensi fied
andg the initinls B.O. (back ardered) noted next to them,

The individual responsible for unpacking and checking the shipment should be someons olther
thun the requisitioner and should note any pertinent information nbout the order on the packing
slip {sec 4.2.2 through 4.2.4 shove), This individual should lso stgn hix'her name and note the
dase that the shipment was inspacted.

Receipt of goods and services must be documented electronically on the HTE system in order for
a0 invoice io be paid. Departineats should only receive amount 1o be pad {ant eatire PO
unless order is complcic.  Upon receipt of goods and services, the appropriste departmental
persannct are respousible for acheowledging the teceipt on the system and noting partial
shipmems and backorders sccordingly.

if 2 shipment {s received and the recsiving dopartment does not have a corresponding purchase

oecder on fite, the City Purchasing Depariment should be contacted immediately. No department
should accept or use items that do not appenr on a properly authorized purchase order, or are

18
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J Catzlano & Sons, inc
34 South Water St
Greanwich, CT 06830
{203) 534-8207
D o R R i
CITY OF STAMFORD
185 MAGEE AVE,
STAMFORD, CT 06802
203-914-3378
] [} ] 0 8K143869-00-00 O-RING 5670 85 TD 3&70 03 1]
k| L] 4] 6 68.-438268-00-00 BODY, ﬂEBﬁRVDlH $301.88 $1711.50 S171.60
1 ] [ & B3210098350-00 B-RING 5313 §2.68 3268 DG E
1 ¢ 0 08HI-43820.00.00 PLUG RESERVOIR $i1.68 $8.954 5684 030
3 [+ 1] o 58J-43888-00-00 BOLT, SOCKET $5.33 $5.38 $18.14
Subloiat $242.39
j293 Discatnt {$36.35)
Sales Tax .00
invoios Tolal $2D8.04
Total Amount Dus $208.04
CITY OF STAMFORD - AR
CHARGE $208.04

THANK YOU FOR YOUR BUSINEgg&NO TTEMS MAY BE RETURNED WITHOUT A RECEIPT. ITEMS MUST BE RETURNED WITHIN 7 DAYS.

T8, QUTBOARDS AND ELECTRICAL PARS CANNOT BE RETURNED,

ST —————
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CUSTOHER COPY

, WET RNT | CHARGE | FREIOET (
1770.00, | 0.00

H
H
H
s

Since 1902
Bgthel, CT Branford, €T Barien, &7 Lawiebore, NY
£203) 737-1212 {2031 40B-355%  {203)855-2525  {P14)5331~281%1
Bel.West: Avenye (800} 7976511 feG6ithe-3551  (20013190-1000  {988)5331-2517
aila% %T ;6820
' P 383-8234as Hew London, CT  New Milfsrd, CT  Misstie, OF  Wilton, CT
{860} 419-015% {BED) 3B5-5568 (86D} TIT- 5441 {20I3TE1-1800
(REE}4IT-DIES (BAR}ISD-B5EE {BO0103-6526  {BES}S42-7883
TRANSACTION ¢
TYPE ETORE
Charge Invoice Darien, CT
. BILL TO: BRIF TO:
CITY OF STAMFORD MAINT
ATIN: JOANNE P.O. ¥200064 436 BHIPPAN AVENUE
185 MACEE AVENUE
STAMFORD CT 08302 STAMEORD Cr opssp2
Phone 203-834-3378 - .
COBTONER TRANSACZEON CUBTOMER
cong DATR NUKBEER TIHE PURCHASE ORDER NUMBER BALEEPERSON
DETAMMA 06081% €93908 10:23 138272 182 Frank Bowrnn
KPPRLY TO GRDER DATE  ORD/UTE HO. THRHS TAY JURISDXCTION
01 2% 1Sth. et 25 Days TAX EXEMPT-MUNIC,
’ :'rtx o om:;.w ;::Mm ixz; ;n”::oc T M;ﬁ;:“;:;‘rx‘n; o PRIZINT mr”m‘pg;;;;m pn“m“wm‘ WET RMOTNT
PLEASE DELIVER 6-8-15 '
546127 100 100 B/4XEX12' SYP TREATED ChBty 1200.000 1.158 LNET 1388.00
26127 5 25 2X6X12' 5YP TREATED ¥1 PREMIER 360,000 1.300 LNFT isp.en
PLEASE CALL 38 MIN PRIOR TO ;
DELIVERY
i<
i
b Hﬁ/sz
b
L&?’U 0‘6
i 1 |97 !
™t T
__RECEIVED Iy GOOD CONDITION BY: |
RONALD D' AMICO ' e e e
Hiag

1
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L e e GG R SR

GRAINGER. ™™ DRIt vorce

1 . GRAINGER ACCOUNT NUMBER 851145739
: INVOICE RUMBER 19475013836

339 WEST AVE. . ﬁJe INVOICE DATE 4/ 201

STAMFORD, CT  08502-6313 g‘\{» DWIE DATE 0772412004

W grainger.com ’(J&) AMOUNT DUE 211.82

Ship to Information is listed below PO NUMBER: 11818
in the deseription section CALLER: SEAN ELUMBA
CUSTOMER PHONE: izos) 977-4688

BHLTY Orggék HI:S‘ISB'ER 2115@0!&!
MOGINE4 00007536 1 AB 0406 1 TERMS: FOB DRIGIN
CITY OF STAMFORD PARK DEPT

PO BOX 10152

STAMFORD, CT DBBD4-2152

Interested in recelving involces vis small?
Sign up for paperisss invoicing at:
wynw. gralnger.com/paperiessinvolting

THANK YOU FEIWLMEER 351150080
FOR ANY DUESTIONS ABOUT THS IVOKE OR ancount CALL 1-800-472-4543

5

mﬁummmmwmmmmmmmmw

The loll uwing Hems weze shipped to;
LITY OF STAMFORD PARK DEPT
426 SHIPPAN AVE

STAMFORD CT 063028088

#

: 3

120071 | POLISHING PAD, CURVED EDGE,7-1/2 INWOOL
MANUFALTURER 2 120071
16V425 | MECHANICS GLUVES BLACK L PR
MARUFACTURER # MFF-05.080

4CR43 | TONGUE AND GRODVE PLIERS,16-1/2 IN 5

MANUFACTURER & 460 g“\

AWH41 | DRILL AND SCREW BIT SET, 7 PIECES

MAHUFACTURER ¢ DW2D95
2KUZS | VOLTAGE DETECTOR, 5 N 1,50 TD 1000VAC
MANUFACTURER & FLUKE-1AC-AL-1I
2AEXL | BATTERY CHARGER, MICD, NIMH, LIVION
MANUFACTURER & DCSILD
IR 4 Dellvery# 5263472931 Date shipped: 05/24/2014

1 12.46 12.46
2 22,32 44,64
3 31.60 31.60
i 17.07 17.07
i 34.61 3461
1 71.44 71.44 ‘

WYHCESUBTOTAL me

B

B T e

far compliance with US ezpont controls. Dhmhnmnulyh US law prohibitled.
CAYHENT TERWS HET 30 DAYS. PAY THIS IIVOICE HO STATEMENT SENT. PAYABLE I uS, DOLLARST! ABOUNT DUE 211,82

A 45 VSO TAR o ms  <

-

REMIT TO:
BILL TO: GRAINGER
P EOK STAMFORD PARK DEFT DEPT. 812048809
TR STAMFORD, CT 06904-2152 PALATINE, IL 60038-0001

ACCOUNT NUMBER DATE INVOICE NUMBER AMOUNT DUE
B51145789 06/24/2014 9475013836 211.82
FOR COMHMENTS OR CHANGE OF ADDBESS, ENTER INFORMATION ON REVERSE SIDE. -

3 LR T N 4
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GER PAGE10OF 1 ORIGINAL INVOICE
53

) THANK YOU I FEINUMBER 35-110280
FOR ANY QUESTIONS ABOUT THS IWVOICE O ACCOUNT CALL 1-500-4?24543

GRAINGER ACCOUNT NUMBER 851145789 =

g, oo F INVOICE NUMBER 9?5’1254230 =
WEST AVE. ’ INVOICE DATE 05/27/2015

STANFORD, CT06%02-6313 . DUE DATE 06/26/2015 &=

www.gratnger.com /\L AMOUNT QUE 297.40 g

Ship to Information is Heted below L”/ {-E’,'? PO NUMBER e =

ri) sectio N

In the description " CUSTOMER PHONE: (20%977-45!! g

e BETE 15 oaian =

MDGZ0IS QDOOS229 L AB DA0S ) g

CITY OF STAMFORD PARK DEPT g

PO BOX 10152 =

STAMFORD, CT 056804-2:52 é

Interested in recelving involces via emai? =

@ Sign up for paperiess involcing at: =

www.grainger.com/paperigssinvoicing =

=

%

The following ltams ware shigped to
CITY OF STAMFORD BARK DEFT
426 SHIPPAN AVE

STAMFORD CT 06%02-6D68 L2
44X198 | STRING TRIMMER,21,2¢C,17 IN. CUT WIDTH 1 264.56 264.66
MANUFACTURER # 5R#-225
44X209 | TRIMMER LINE,.095 IN. OIA 1 32.74 32.74
MANUFACTURER # 21560056

Dealtvary# 6291498685 Date shippad; 05/37/2015

DOTGICE SUB TOTAL Hiw
These fsme are sokd for domesth: copsumption. § sxported, purchaser assures hill responsiliiy
fot compilancewith US sxport contsie. Diversion conlrary te US law prohititied.
| PAYMENT TERMS NET 30DAYS. PAY THIE INVOICE HO STATEMENT SENT. PAYABLE IH U5, DOLLARS. I AMOUNT DUE 297.40
,,,,,, - re e — - - e X X
REMIT TO:
BILL TO: GRAINGER
ESYBS; f;ﬁ;FORD PARK DEFT DEPT, B1204880%
% STAMFORD, CT 06804- 2152 PALATINE, 1L 60038-0001
o
¥ Dn)“ ')U\?\’an\
(,W{f \(’}&b Bl204880997510k42301000029740200000003,00000003000000150L2L5Y
A
™ x ACCOUNT NUMBER DATE INVOICE NUMBER AMOUNT DUE
B51145789 05/27/2015 9751064230 297.40

FOR COMMENTS OR CHMANGE OF ADDRESS, ENTER INFORMATION ON REVERSE SIDE.
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i W PAGE 3 OF § ORIGINAL INVOICE

1115 R GRAINGER ACCOUNT NUMBER 851145709
INVOICE Memenien Loz73304a24. B5E
3Y5 WEST AVE, INVOICE DATE os7232015 BB
STAMFORD, CT 04902-6313 DUE DATE o7232015 B
rw.OrBINg Er. S0 AMOUNT DUE 199.52 E
$xip to Information jx Hatad below ) NUME)
in the description saction w "Eugg, ER: :Jons %
%}}1 C‘?\) i 31 ?Hm
BiLL TO c oanea nuﬂusn 237942959 B8
HDG015 OOORSOLD 1AE 0436 P ' NCO TERNS FOR ORIGIN =
B
CITY OF STAMFORD PARK DEPT BE
PO BOX L0152
STAMFDRD, CT 069042152 E
Interasted n racaiving Involces via emalt? E
Sign up for paparisss voiong at:
www.orEinger, ~COM{papsriassinvoking ﬁ
THANK YOU ) FEIMABEER 25195080 g
EMALALY QUESTIONS ADDLTY TS mmnkaml CALL §-B00-472-0543 ==
The Hﬁmlﬁg n-rm wiara shcpm ko: ; —
CITY OF STAMFORD PARK DEPT
426 SHIPFAN A
STAMFORD €7 oaoz-wu -
Z1VEDB | KNIFE, WHARNCLIFFE,2 65 BN, STEEL b 25.88 25.88
MANUSACTURER ¢ 51041
2IMMI | TACTICAL FOLDTHG KNIPE, CURVED, AUSE.GRG H 39,22 39,22
MANUFACTURER # 51086 \}!l{
AXF1S | SPLIT JAW CLAKP PETER, 3004, F 134.42 134.42
| MANUFACTURER # RUKE-TS:500
Dadiveryd £295003146 Dete shipped: B5/21/2015 ‘ﬁ‘f/ 9‘&9
7
T Gy
L d T T T T e ———— B opoortsed, purciraser segumes ful epaavhis, ) . s o e
for compliancs with U8 vrpevi contrels. nﬁ-umuﬁruyumlnmhm- s nem ’
| PaYSENT TERMS HET 300AYR. PAY THIS WIVOLGE ND STATEMERT AENT. PAYARLE B U8, DOLLARE. ! m DUE 129,52
7 Yorwwon
: REMIT 1O,
BitL YO GRAINGER
: Eg;g; ISIIT:?EFORD PARK DEPT DEPT. 812048809
E o o 21 52 FALATINE, IL 60038-0001
b AP
Q‘\ ‘/N\ﬁ 53204880%977330442Y1000013953 1000606030000800100000035072322
'\1{\ X ACCOUNT NUMBER DATE INVOICE NUMBER AMOUNT DUE
851145789 06/2372015 9773304424 199,52

FOR COMMENTS OR CHANGE DF ADDRESS, ENTER INFORMATION ON REVERSE SIDE.
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Bothal, ©T Branfard, OT Barien, €T Lewlsbors, RY
{2031 797-1212 120314883552  [203)6%8-2525  {5141533-2517
681.West Aven {800} 797+ 6513 {B66) 75E-3551  {BD0}380-1000  {BB81533-251%
=) 1e% 06820
: Sg‘égg' %; Sew Lopdox, ©T  Waw Hilferd, CT #innvic, oT Wilton, OT
{8501 435~0155 {8501 1555566 (BEDITIV-5443  (203}761°1008
{686} 439-01585 {B8B)3IS0-8966 {808} 3D03I-E£528 (6663 842-TBED :
e - —
TYPE ETORE ;
Charge Invoice Darien, CT
BILL TO: BHIF TO:
CITY OF STAMFORD MAINT
ATTN: JOANHE P.O, ¥200084 DELV, TO;:
185 MAGEE AVENUE 426 SHIPPAN AVE
STRAMFORD CT 063502 STAMFORD CT geonz
Phone 203-223-39502 M »
CURTOER TRANBACTION CUBTOMER
CODE DATE WUHBER TIHE FOURCHREE OROER NUMBER BRLEGRERESDN !
DSTAMMA 070317 TTLE08 (9:34 PO 320325 BG Bill McClure !
APFLY TO ORDER DATE  GED/QTE WO, TERNE TAX JURISDICTION :
P 2% 15th, Net 25 Days CT EXEMPT UNDER CERT
ITER QROER QRY BRI 0?\' woc . mnzmcn’ WWWWM;;!CIW WZ;WWI;ZCSM PER DOX 4 '«*wv"-'“‘»ﬁ_;}'wwm' wm“" -
MUST DELIVER BEFORE 3 PM
S0F & 8 SPRUCE STOCKADE FENCE 8 X 8 8,00 108.38C BACH 867,04
POW-01-18331B8-80
REC'D 7-3~17
LOC: ON~1, BY SHIPPING, BRY&N
ERSTERN FENCE/1425022
Wi
M2
¢
W
ve5 5 g0 coupmon B A
HMIKE BaowN g ” —
¢ usg ! mses | soonmwe | tevorcs
]"/ R WET AT ! cmamom PREIGRT | rax DEFOSIT TETAL
x 7 onniedt 67.04, 6.00 | 0,00 I es7.0
e e PUYZE TP ITOYTS= 19267 A 3z032¢~ .3
—_— ---—-p.a-,p——_':-—.
Griiial — 6. 320280 S g7y i = A T
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Rule 1.

1.1

INTRODUCTION

CONTENTS:

Forward

Persannel
Commission

Emplovee Access 1o
Personnel Records

1.1 EORWARD
1.2 PERSONNEL COMMISSION
1.3 EMPLOYEE ACCESS TO PERSONNEL RECORDS

The purpose of & municipal government is to provide aecessary
services for its citizens. The City of Stamford acknowledges this,
as well as the fact that its most valuable asset in accomplishing

these poals is its employees.

The City of Stamford is dedicated to a classified sorvice that will
miaintain the inteprity of classification, recruitment and sclection
of the maost qualified individuals, which will treat employces with
cespect and consideration and through the quality of our policies
and practices, demonsirate management’s concern for their

welfare.

Administration of the Classified Service shall be governed by
these Rules, and the amendments that follow shall be approved
by the Personnel Commission afRer public notice and hearing
{City of Stamford Charter). In the event of any conflict between
these rules and the City Chanter, state lsw or collective bargaining

agents, the latter shall prevail.

The Personnel Conwmission shall be orgenized and function a8

deseribed in the City Charter of Stamford, Conneclicut.

Employees whe wish to examine their Personnel records should
send & written request 1o the Director of Human Resources

{herein “Director™).

40f27
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Rule 2.

DEFINITIONS

ALLOCATION

APPOINTING
HORITY

BAND SCORING

CLASSIFICATION

CLASSIFIED
SERVICE

CLASS
SPECIFICATION

<<Back to Index

Classified Service Rules- 5/25/15 -
<< Hack to Index

The assignment of a classification to an appropriate salary grade.

Commission, commissioner, department head, administrator,
executive oflicer, person authorized by sintule or otherwise

lawfully defegated to make appointments.

Bandiny 15 a technique that combines candidates with close test
scores into one rank fram which the hiring authority may appomt
any member. it removes siatically wappropriate barriers to
appointing candidates who are best able to succeed, and enables
government hiring officials o include modern workplace

gompetencics 1n the sclection analysis,

Position or group of positions sufficiently similar in type of
duties performed, degree of supervision exercised or received,
minimum requirements of training, experience, or skill and other
charactenistics so that the same title, the same tests of fimess and
the seme schedule of compensation may be applied 1o each

position in the group.

The assignment of & position (o an appropriate class on the basis

aof the duties and responsibilities of the position.

All positions in the city service except those designaied as
unclassified in the Charter,

A written description containing the ofTicial title and statement of
the duties, autherities and respoasibilitics of the class, as well as
the qualifications that are necessary for the satisfactory

performance of its duties.

50f27
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CITY OF STAMFORD, CT

COMMISSION

BAYS

DEMOTION

DIRECTOR

DISCHARGE

ELIGIBLE

LIGH

EMPLOYEE

FULL TIME
EMPLOYEE

LAY-OFF

CLASSIFIED SERVICE

RULES

<<Back {0 Index

Classified Service Rules- 5/25/13
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The Personnel Commission as defined by Secoon 731 of the City
Charter.

Days shall mean calendar days unless otherwise indicated.

The change of an employee from a position inone class 1o a
position in a class with 2 lower salary grade.

The Director of Human Resources of the City.

The involuntary scparation of an craployee from the classificd

service.
A persen whose name is on an eligible list,

A list of qualified candidates who have met gll the requirements
for appointment to a position by completing » selection procedure
as outlined in Section 735 and 736 of the Charter of the City of
Stamford,

Any person employed by the eity who is paid a salary, whose
position is in the elassified service and who has been duly
appomted i accordance with the Charter and Classilicd Service

Rules,

Anindividual working thirty-five (35) or more hours per week on

a year-round basis,

The involuntary separation of an employee from the classified
service for an indefimite period made on the basis of financial or
administrative reasons or any other reason beyond the control of

the employee.

A system of appoiniments and promotions made on the basis of

#

6af27
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OPEN COMPETITIVE
EXAMINATION

PART.TIME
EMPLOYE

PAY PLAN

PERMANENT
EMPLOYEE

PERMANENT PART
TIME
EMPLOYEE

POSITION

PROBATIONARY
BERI

PROMOTION

PROMOTION
EXAMINATION

<<Back to Index

Classified Service Rules- 5/25/15
<< Back 1o Index

maorit and fitness.

A test for briginal appointment in the classificd service, that is
open to all qualificd persons who meet the aunimum

qualifications specified in the fob announcoment,

An individual working an average of fewer than 20 hours per

week on a vesr-round basis.

A schedule of rates of compensation, including a minimem and

maximum rate of pay according to salary grade,

An employee who has been appeinted 1o a position in the
classified service in accordance with Chapter 73 of the Charter

and who has satisfactorily completed the probationary period.

An individual working an averapge of 20 hours or more, but Jess

than thirty-five hours per week on o year-round basis.
A job cresied in accordance with she Charter,

A working test period during which an employee is required 1o
demonstrate fitness 1o perform the duties of a class by actual on-

the-job performance of those duties.

Advancing an employee from a position in one class io 2 position
in a class in a higher salary grade us a result of an appointment

from a promotional list or an epen-competitive list,

A test for advancement within the service and limited to
permanent City employees who meet the minimum qualifications
specified in the job announcement. Probationary employees, who
meet the minimum gualifications, may apply for and take the

examinalion but will not be cligible for placement on the certified

7of27
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PROVISIONAL
APPOINTMENT

REALLOCATION

RECLA CAT!

SALARY GRAD

SEASONA
EQSITION

SUSPENSION

TRANSFER

LUNASSEMBLED
EXAMINATION

Classified Service Rules- 5/25/15
<< Back to Index

list until successfully completing their probationary peried.

An appointment made to a position for not more than six (6)
months, pending the establishment of an eligible list as described

in Section 733 of the City Charter,

A change of classificotion [rom one salary grade to another.
A change of position from one class to another,
A series of pay raies to which a classification has been assignad.

A position that is filled annually on 2 monthly or seasonal basis.

The temporary separation of an employee from the classified

service for disciplinary or administrative reasons, with or without

pay.

The change of an employee from one position to another position

in the same classification.

A test which scores candidaies on the basis of tratning and

experience,

Rule 3. CLASSIFICATION PLAN

CONTENTS:

<<Back to Index

3.0 ADMINISTRATION OF THE
CLASSIFICATION PLAN
3.2 CREATION OF NEW CLASSIFICATIONS
3.3 CLASS SPECIFICATION
34CLASS TITLES
3.5 RECLASSIFICATION OF POSITIONS
3.6 PROHIBITION AGAINST OUT OF TITLE WORK

8of27
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31 Administration of the A. The Direcior shafl be the administrator of the classification
Classification Plan plan, which contains class specifications for all positions in
the classified service.
B. Administration of the plan shall include, but not be limited to,
the following:

1} Maintaining class specifications for all posttions in the
classified service.

2} Periodically reviewing the classification of positions,

3 Recorumending that cxisting classes be abolished,
combined with existing classes or that new classifications
be created.

4} Investigating sequests received for new classificalions
from appointing avthorilies.

5} Modifying class specifications as the nature of dutics and
responsibilitics change.

C. When vacancics occur, the Director shall investigate the
duties and responsibilitics of the position, reclassify itor

reallocate the salary «f neccssary.

32 Creation of A, Alter investigation, the Director can recommend the
HNew Classification establishment of a new classification for approval by the
Personnel Commussion,

B. The now classification shall include a class title, statement of
dutics and responsibilities and nunimum qualifications
necessary (o perform the dutics of the class.

C.  The new classification shall be added to the classification
plan afier it 15 approved by the Personne! Commission and

shall be effective on that date,
3 Class Specification Spectfications shall be descriptive and explanatory of the type

and scope of the work required of the class, but is not inclusive of
all its dutics.

<<Back to Index Sof27
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CITY OF STAMFORD, CT
34 Class Titles
33 Reclassification

of Positions

KK Out of Title Work

<<Back 1o Index

Classified Service Rules- 572515
<< Back to Index

The class titles provided in the classification plan shall be the
official titles and shall be vsed on all official records,
vouchers, payroll and communications concerning personnel,
No person shall be appointed to, assigned 10 or employed in 2
class title which bas not been sapproved by the Personnel
Commission,

When classifications are abolished by the Personnel
Commission, the class specifications shall be removed from
the classification plan.

The class specification shall be maintained by the Director
and shall be available for public inspection at the Office of

Human Resources during regular business haurs,

1} Al the request of the appointing suthority or employee,
the Direcior can recommend that a position be
reclassified if there has been a substantinl change in the
nature of the position.

2} Al postion reclassifications, which are net covered by a
colleetive bargnining agreement, must receive the final
appraval of the Personnel Commission.

Appointment to 3 position that has been reclassified

shall be in accordance with Rules 4 and 6.

No person shall be regularly assigned to perform any duties
that are heyond the reasonable scope of his/her job title,
except in an cmergency situation when the proper authority
may make a temporary assignment. It is understood that
various job classifications may share similar dutics.

Mo credit shall be granted in an examination for out of title
work unless the manager has submitted proper documentation

to the Direetor prior to such out of title work,

100f27
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Rule 4. SELECTION PROCESS

'CONTENTS: 4.1 GENERAL SELECTION PROCEDURES

4.2 SELECTION PROCEDURES FOR CANDIDATES
WITH DISABILITIES
4.3 PROMOTIONAL SELECTION PROCEDURES

4.4 SPECIAL SELECTION PROCEDURES

4.4 General Selection A. All appointments and promotions in the classified service
Peocedres shall be made according to the Charter.

B. The type of selection procedures shall be determined by the
Direcior and may include, but notl be limsted ta, whitten,
unassembled, medical, oral, physical and performance tests
of any combination of these,

C. Selection procedures shall relate 1o and test for the
knowledge, skills and sbilities required to perform the duties

of the class for which the examinations are held.

4.2 Selection Procedures A. The Director shall make reasonable accommodation as
for andidate with e \
Disabilitios defined by the 1973 Rehabilitstion Act, Section 504, and the

Americans with Disubilitics Acts, when administering a
selection procedurc o an otherwise qualified candidate with
an acknowledged disability.

B. Wntien request identifying the nanure of the accommodation
must be received by Human Resources. Along with request,
documentation from a qualificd authority shall be submitted
to the Dircctor by the candidate prior 1o such examination.

C. Noemployee shall refain o job title if he or she permanently
cannot perform the essential functions of the job, with or
without reasenable accommodation. The employee shall be

terminated or retired depending upon their length of service,

4.3 Promotiona) A. Advancement within the service shall be by competitive
Proced promotional selection procedures as sutlined in the Charter.

<<Back to Index iiof 27
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B. The Direcior may require that such positions be filled by an

open compelitive cxamination.

4.4 Specigd Selection For positions requiring ne prior experience and educetion and for
Procedures

temporary and seasonal positions, the Director may suthorize

other appropriate selection procedures

Rule 5. CLASSIFIED SERVICE EXAMINATIONS

CONTENTS: 3.1 EXAMINATION ANNOUNCEMENTS
32 EXAMINATION APPLICATIONS

5.3 DISQUALIFICATION OF APPLICANTS
CANDIDATES OR ELIGIBLES

5.4 ADMINISTRATION OF EXAMINATIONS

5.5 METHOD OF RATING EXAMINATIONS
5.6 NOTIFICATION OF EXAMINATION RESULTS

57 REVIEW OF EXAMINATIONS

5.1 Exsmination A.

1} Announcements for open compelitive examinations shall
be posted for at teast ten (10} working days in advance of
the closing date for applications. Such announcements
shall appear as specified in the Charter,

2} Announcements shall include:

8. Job Title
b. Last Filing Date
c. Date of Examination
d. Salary
£. Duttes and Responsibilities
f. Type of Examination
g. Minimum Qualifications
5.2 Examination All persons desining te panticipate in any examination for a
Apuplications

position must file o completed, signed application for each job

<<Back to Index 120f27
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announcement on forms provided by the Director, including any
other documentation the Director shall require to delermine the

applicant’s qualifications.

5.3 Disqualification of A. The Director may reject applicants, candidates or eligibles for
i idates . - ,
or Eligibl the following rensons, and such decisions are not subject to
appeal:

1} Lack of any of the minimum qualifications established
for the position.

2} Criminal conviction record,

31 A false statement of material fact on the application.

4) Attempt io use political pressure, bribery or illogal
coercion 1o seoure an advantage in the examination and
sppointment process.

5} Directly or indirectly obtained information regarding an
examination to which he or she was not entitled,

6} Participation in the compilation, administration or
correction of the examination.

7} Failure to submit the application correctly, completely or
within the presenbed time lmits,

8) Lack of any job related factor necessary 1o perform the
duties of the class,

9} Fatlurc 1o complete or pass any part of the selection
progess.

B. A disquaiified applicant, candidate or eligible shall be

notified of such action.

54 Administmlipn A. Examinations shal only be held at the designated time and

ol Examinations place as specificd by the Director.  The Director, may at
his/her discretion for extenuating and extraordinary
circumstances, designate an aliernate time and place. These
circumstances may include the following:

1} Death of an immediate family member.

<<Back to Index 130f27
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2) Hospitalization of the applicant.

3) An obvious crror on the part of the Office of Human
Resources, such as, but not Himited to, misinformation
concerning the time and place of the examination.

4) Ordered U.S. military service.-

5} Admission of an applicant to more than one City
examination scheduled for the same date and time.

B. Requests for allernaie examination dates must be made in
writing to the Direclor as soon as possible but in no event
postmarked or received later than five days of the

administration of the test.

1.5 - Method of Rating A. Objective measuring techniques and procedures, determined
Eraminatigns by the Director, shall be used in rating the results of tests and

determining the relative ranking of candidates.
B. Inall examinations, the minimum rating, by which eligibility

may b achieved, shall be established by the Dircctor,

56 Notification of Each person whe takes an examination shell be notified about the

Examination Results . -
results in writing of the examination

57 Rcvic"w of A. Each person taking the written examination may be entitled
Examinations io inspect a copy of their answer sheet and examination
booklet papers, under conditions and circumstances
prescribed by the Director.
B. This inspection must take place within thinty (30} days aller
the date that cxamination results were mailed to the
candidate. No moere than two (2} inspections shall be

permatied,

Rule 6. FILLING VACANCIES

<<Bnck to Index 14 of 27

v UI———

B T B O e R s



SR S s

CITY OF STAMFORD, CT

CONTENTS:

6.1 Order of
Eligible Lisis

<<Back to Index

Classified Service Rules- 5/25/15
<< Back to Index

6.1 ORDER OF ELIGIBLE LISTS

6.2 ADMINISTRATION OF ELIGIBLE LISTS
6.3 REMOVAL FROM ELIGIBLE LISTS

6.4 RE-INSTATEMENT TO ELIGIBLE LIST
6.5 CERTIFICATION OF ELIGIBLE LISTS
6.6 APPOINTMENTS

6.7 TRANSFERS
6.8 PROVISIONAL APPOINTMENTS

6.9 APPOINTMENT TO A TEMPORARY POSITION
610 DURATIONAL APPOINTMENTS

A, In filling vacancies, names shall be centified io the
department hend as prescribed by the Charter.
B. The following conployment lists shall be promulgated by the
Director:
1} Re-cmplovment: There shall be two (2) types of re-
caployment lists:

4. Muaondatory Eavofls - Permancnt employees laid off
due to lack of work, lack of funds or any other reason
not aiributable fo themselves, shall be placedon o
re-employment list for the appropriate class, in
aceordance with Rule 10.1. A mandatory list will be
the only list centificd for vacancics in the class, until
such time as the list expircs.

b. Non-Mandatory - Permanent employees with a
sutisfactory recard of service who resign their
position, in accordance with Rule 10.2, may request
to be placed on an appropriate Hist for consideration
for re-employment in the same or previously held
classification. All requests must be made in writing to
the Director within one (1) year of the date of
resignation. Any person thus re-employed must
successfilly pass a medical exam and meet all
applicable medical standards. In no event shall the
existence of a nen-mandatary list prohibit the

certification of other types of eligible lists. In cases of

150f27
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<<Back to Index
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<< Back 10 Index

reinstaternont from a non-mandatory list, the lime
between the date of resignation and re-employment

shall not be applicd to the employee's service,

2} Promotiongl

a}

b)

<}

No peeson shall be eligible for appoiniment from a
promational list until six (6} months from the daic of
kisfher permanent appoinement m the lower class
position.

This does not prohibit an employes with less than six
{6} months of service from taking & promotional
exam, provided the minimum requirements are met.
{f such employee passes the test, hefshe will be
placed on the open eligible lisi(s) as fallows:

i. Promational Only — Individuals will be placed on
the promotional eligible Jist, but will not be eligible
for appointment until he'she has successfully
compicted the prebotionary period in the lower class.

i. Combincd Promotional/Open Competitive

Individuals will be placed on both the promotional
and open competitive lists until he/she has
suceessfully campleted the probationary period in the
lower class, Onee the individual’s probationary
period has been completed, his/her name will be
moved from the open competitive eligible list to the
promotional only eligitde list.

I{ three {3) or more names are eligible for
certification from the promotional fist, open
competitive lists will not be submitted. If there are

Tess than three (3) names, other appropriate lists shall

be submitted io the appointing suthority concurrently.

An

3} Qpen Competitive

open competitive list shall be certified when the

160f27
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requirements i Rule 6.1 Bla and B2 have bren met.

. The eligible list established for each examination shall expire

afler two {2} years or sooner if exhausted, in secordance with
the Charter, The Direcior shall have the right to extend any
eligible list one time only for up to ndditional (welve {12}

months.

. Two {2) or more eligible lists for the same classification of

positions may be consolidated by the Director, according to
the final scores received. In no case will the consolidation
result in an extension of an eligibie list beyond two years,

except as allowed for under Section A shove.

« {1} The Dircctor shall have the power to correet any

administrative crvor and amend any cligible list where such
an error has been made.

{2} A correction in the rating shall not affect an appointment
which has been made from the elipible list.

. The name of any person appearing on an eligible list may be

removed by the Director for the {ollowing reasens:

1} The eligible cannot be contacted by mail within ten {10}
calendar days.

2} The eligible requests, in writing, that his‘her name be
removed from the list,

3} The eligible refuses to accept the appoiniment.

4} The eligible fails 10 appear for the scheduled interview or
medical cxamination,

3} Any cause specified in Rule 5.3 for the rejection of
applicants may likewise be cause for removal from an
eligible list.

6) At the raquest of an appointing authority, the Director
shall have the right to remove an eligible that has been

passed aver for appointment on three {3) centified lists
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from that particular eligible list.

&4 Re-instatemnent Upon written request, an cligible whose rame has been emoved
jeri i .« * . n
{0 Elinible List from the eligible list for reasons stated in Rule 8.3 may be

restored to that fist af the discretion of Director,

8.5 Certification of Whenever s vacancy is 1o be filled, the Direcior shall cemify the

Eligible Lists names of the persons with the three (3) highest scores on the
appropriate eligible list to the appointing officer, If the fournth
and/or fifth scores are withia five (5) points of the highest rating,
the names of these persons will alse bu cenified for appointment,
Notwithstanding the foregoing; for eniry level cxams, where
banded scores are used, and a band has twenty-five {25) or more
individuals, the Human Resources Direcior shall have discretion
to Jimit the number of bands on the appropriate certification list
submitted to the nppointing suthorily even if it results in less
than three (3} bands being cenified. Bands shall be establighed
based on psychomelric properties of the test score distribution or
on juob analysis information. All scores falling within o given

band shai} be considered ticd.

6.6 Appointments A. Aficr iterview and investigation, the appointing suthority
must make appointments from among those ceniified, within
thirty {30} days of eertification, and shell immediately notify
the Director of the selection in writing. The Director may
extend the thirty {30} days time [imit at histher diseration.
Eligibles must be interviewed at least once by the appointing
authority.

63 Teansfers B. Transfers may be made from a position in one depariment 10
& position in the same class in another department provided
that the individual is selected by the appointing authority to
fitl the vacancy, An individual requesting a transfer must

submit a writien request to the Office of Human Resources.

<<Back tp Index 18 0f 27
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6.9 Appointment to a
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4.0 Dusational
Appointments

Rule 7. APPEALS
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. When an appolnting authority Onds it secessary to fill a

vacancy and the Direetor i3 unable to cerify three (3) or
more cligibles, the Director may authorize the appointing
authority to fill the vacancy by means of a provisional

appointment.

. No provisional appointment shall be made without prior

appraval of the Director.

. A provisional appointment shall expire automatically six (6)

months from the date of such appointment or within tharty
{30) working days, whichever is sooner, afier the
establishment of an eligibie list, This appointment shall not

be subject to renewal.

. Any individual appointed provisionally must mect the stated

mintmum qualifications of the position a3 delermined by the

Director.

. Appoiniment 1o a lemporary position shall be made from an

eligible list, il one axists, and Iast no longer than twelve (12}

months,

. Any persons appointed from an cligible list shall not

relinquish eligibility for a permanent sppoiniment if one is

made.

. Any individual appointcd temporarily must meet the stated

minimum qualifications of the position as determined by the

Dhirecior.

. Appointments lasting longer than twelve {12) months may be

made with the purpose of achieving a definite work praject or
study with the approval of the Personne] Commission. These

appointments are not to exceed three (3) years.

190f27
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1.1 ABPEAL FROM DISOUALIFICATION OF

APPLICANT

7.2 GENERAL APPEAL OF EXAMINATION RESULTS
7.3 APPEAL OF WRITTEN EXAMINATIONS
74 APPEAL OF ORAL OR UNASSEMBLED

EXAMINATIONS

7.5 APPEAL OF MEDICAL EXAMINATIONS

Any applicant, whose application for admission 1o an open
competitive or promotional examination is rejected by the
Director, may make 2 written reguest for a review ten (10)
days from the date specified on the notification of
disqualification. All requests shall be directed to the Director
for reconsideration of the applicant’s qualifications.

If the Director confirms the rejection, the disqualified
applicant may make a written appeal 10 the Personnel
Commission within ten (10} days from the date of
notification.

Appeals will be heard by the Personnel Commission and
shall be limited 1o a review of the candidate’s sbility to meet
the stated minimum qualifications for admission 1o an exam,
only on the basis of information submitied to the Human
Resources Depariment prior to the Personne! Commission
appeal.

An applicant may only appeal disqualifications under section
JHAYTY, (4), (8), {6), or (8), to the Personne) Commission,

1} The Director may ellow an epplicant 1o be admitted 0 an
examination pending appeal.

2) The applicant’s examination papess will not be scored
unless the appeal is upheld by the appropriaie authority.

3} In the event the appeal is denied, the examination witl not
be scored nor can the examination papers be reviewed by

the candidate,

20 0f 27
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7.2 General Appeal of A candidate may request the opportunity 1o review hisher
Examination Results examination results and file an appeal provided this opporunity
may be denied on the basis of the requirements of the exam
vendor. All appenis relating to Rule § should be made in wating
io the Director and filed within thirty (30) days of the notification
date of cxam results. The candidate shall anly have one
apportunity to review the exam results. All appeals should be

accompanied by appropriate documentation.

7.3 Appeal of Wnitley A. Afcr review of written examination questions, a candidate
Examinations may appeal the keyed answer by demonstrating that an

alternative answer for that question is the best response of
those given. Appeals must be made in writing on the form
provided by the Human Resources Department,

B. Anapplicant may appeal to assure that uniform procedures
have been applied equally and Fairly.

€. An appeal from the decision of the Director shall be made in
writing lo the Personncl Commission within ten {10)

calendars days of the deninl,

7.4 Appeal of Oral or A. In the case of oral and/or unassembled examinations, 8
Unassembled

T— idatc i
Examinations cand may appeal to the Director to assure that the

computations made 1n determining a score are correct. §f an
error in 2 candidate’s score has been made, the Director shall
immediately correct the orvor and make the appropriate
changes on the eligible list.

B. The decision of the Personne! Director is {inal.

1.5 Appeal of Medical A, A candidate may review medical examination reports,
Examinations B A candidaic may be required to submit additional factual

information from a licensed M.D. 1o determine if he/she
meets the preseribed medical standards established for the

pesition.
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C. The Director shall consult with the City Physician to cvaluate
the additional information prior to making a decision. The

deciston of the Director is final,

Rule 8. PROBATIONARY PERIOD

CONTENTS: 8.1 DURATION
8.2 EVALUATIONS
8.3 DISCHARGE DURING PROBATION
84 RESTORATION OF A DISCHARGED EMPLOYEE

8.1 Duration Every person appointed 10 a permanent position shall be required
to successfully complete o probationary period.

A. The probationary period will be of sufficient length to cnable
the appointing authority to abserve the employee’s ability to
perform the duties pertaining to the position.

B. The minimum probationary penod shall not be less than three
{3) months 1 the case of an appointment from a non-
mandatory re-emplaoyment and promottonal lsts and six {8}
months duration i the case of appointment from an open
comapetitive eligible list, The maximum length of the
probationary period shall be one (1) year or longer if
designated by o collective bargaining agreement,

€. Employecs who transfer are subject to a three {3) month
probationary period,

D. Upon cxpiration of the minimum period, the appointment will
be permanent unless the appointing authority advises the
probationer and the Personnel Director, in writing, that the
probationary period will be continued. An extension of
probation mus! have prier approval of the Director, or his

designee, and be execuled in writing,

82 Evalvations The department head shall submit a writien evaluation of the

<<Back to Index 22 af27
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Rule 9.

9.1

Rule 10.
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employee midway through the probatienary period, and one (1)
month before its completion. A copy of the evaluation shall be

given to the employee and the Director,

Discharge During A. At any time during the probationary period, the appointing

Embation authority, with the approval of the Director, may discharge an
enployee if it appears that the employee 15 unwilling or
unable te perform the duties of the position satisfactorily.

B. These discharges by the sppointing authority and reasons for
discharge shall be sent in writing to the employee, with a

copy to the Dircctor.

Restoration ol'a A. Open Competitive:
{ g ‘2 P -
Dlschareed Emnlovee 1} Any employce removed from & position during or at the end

of the probationary period, may request reinstatemnent to the
eligible list by writing to the Director withis ten (10) days.

2} I the Diseetor determines that the employee 15 sultable for
appointment to another position, the employee's name may
be restored 1o the list fram which it was certified.

B. Promotional:

1Y An employce appointed (rom & promotional list whe docs not
successfully complete the probationary period may be
reinstated to a position in the previously held classification,

provided such a vacancy exists,

DISCIPLINE

CONTENTS: 9.1 DISCIPLINARY ACTION

Q_xag;mgm The grounds for disciplinary action shall be in accordance with
Action the Charter.

WORKFORCE REDUCTIONS

<<Back 1o Index 230f 27
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CONTENTS:

10.4 Layoffy

102 Resignabions

10.3 Reinstatement
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10.l LAYOFFS

10.2 RESIGNATIONS

10.3 REINSTATEMENT

10.4 UNAUTHORIZED ABSENCES

A. A reduction in the number of employees sometimes becomes
necessary due to cconomic reasons, the reorganization of a
department, curtaiiment of activities or for reasons beyond
the employee's contral.

B.  The resulting layolTs shall be made by classification among
incumbents of the affected departmental unit,

C. Layoffs will be made in order of seniority in that particular
classification,

D. {Fiwo {2) or more employees have the same seniority date,
the employce with the Jowest examination score used for the
appointment to the classification in question shall be laid off
first. In the event of a tie examination score, the date of
receipt of application shall apply. The earlier date shall
prevail,

E.  Any cmployes to be Inid off shall have the right 1o reveri to a
Jjob classsfications previously held, of he/she has greater
seniority than the employee occupying the tower job class.
Bath clossifications must be in the same departmental unit.

F. Any emplayee so laid off will be placed on ihe re-
employment list for a period of two (2) years and will be re-
hired in the event of a vacancy in the classification he/she last

held in reverse order of the layoff.

A, To resign in good standing, an cmployee must give the
appointing authority at least founieen (14) days prior written
notice. The nppointing authority may agree to permit a shorter
period of notice due to extenuating circumsiances,

A. Employees, who have resigned in good standing, may apply

for re-employment, within one (1) year afier their resignation
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date. Such request must be made in writing to the Director.

B. Upon approval by the Director, or designee, such employee's
name shall be placed on a non-mandatory re-employment
eligible list.

C. The time between the date of resignation and re-employmem
shall not be applicd to the employee’s service,

A. When an employee is absent without authorized leave fora
period of five (5) working days, the absence will be considered
a resignation not in good stending efTective on the first day of
the unauthorized sbsence

B, Notification of acceptance of resignation will be sent by
registered feticr and regular mail to the last known address of

the cmiployee.

1.1 ADMINISTRATION OF THE SALARY PLAN
11.2 ALLOCATION OF CLASSIFICATIONS

11.3 APPOINTMENT RULE
1.4 PROMOTION RULE

11.5 PAY RATES ON DEMOTION OR TRANSFER

A, The Dirccior shall be the administrator of the salary plan. The
duties and responsibilities shall inctude, but are not limited 1o
1} Developing edministeative procedures for salary
administration.
2} Recommending the allocation of salaries for new
classifications.
3} Recommending realiocation of salarics for existing

classifications.

A. Uniess otherwise provided by labor contract, the Director shall
recommend a salary range for new classificalions to the
Personnel Commission.

B. The salary range shell be effective when spproved by the

250f27
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Personnel Commission, unless otherwise provided.

e

11.3 ppointment A. Unless otherwise provided for by labor contract, the minimum
ule

el

|

raie of pay for a class shall normaliy be paid upon

appointment fo a classification.

1} An appointing authority may recommend an
appointment &t 2 higher rate than the minimum rate
established for a position by writlen request to the
Director.

2} The Director may approve a starting rate up to the
midpoint of the salary range.

3) Reguests to appoint at 3 salary range beyond the midpoint

of the range require prior approval by the Personnel

Commission,

1.4 Promotion Rule A. Unless otherwise provided by labor conteact, emplovees
promaoted in accordance with these rules shall be placed in the
salary grade for the new pasition according {o the following
step:

1} Placement in the step in the new grade shall be closest
to but at least 10% more than the step rate in the
former grade, not 10 exceed the maximurm step for the
new grade,

2) Uniess otherwise provided by labor contract, the
anniversary date for future step increases within the new
grade shall be based upon the effective date of the

promotion,

S Bay Rates on A. Demotion: I an employee is demoted, the rate of pay for the
Demotion or new position shall not exceed the maximum for the class to
Transfer P
which the demation is made.

B. Transfer: In the event of a transfer, the selary shall remain the

<<Hack to Index 26 of 27
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CONTENTS:

2.4 Leave of Absence
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same.

.1 LEAVE OF ABSENCE

An employee mny request an unpaid leave of absence by
submitting a request 1n writing to the appointing authority.
After notifying the Dircetor, the appointing suthority may
grant such a request for a period of time not to exceed three
{3) months.

Upon expiration of the icave of absence, the employee will
be reinstated to hisfher pasition provided the position has not
been eliminated.

Extensions beyond the original three {3) months must be
submitied to the Personnel Commission for approval.
Extension of leave for additional three (3) month periods may
be granted by the Personnel Commission, but in no case shall

the total perind of time exceed two years,
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TO: All City Managers e Lot Cj :)
FROM: Erik J. Larson, Purchasing Manager ﬁﬁf
RE: Guidance on drawdown purchase orders

ISSUED: February 72, 2019
EXPIRES:  This notice is effective until amended, superseded, or rescinded.

What is a drawdown purchase order?

Drawdown. A purchase order which allows departments:programs to make multiple purchases of
goods or services from a single vendor. The maximum limit for a drawdown purchase order shall be
£10,000. A program shall be as identified in the approved City of. Smn;ford Operating Budpet.

When a department (program) makes frequent small purchases of goods or general services from
one supplier it would be costly and time consuming to issue separate purchase orders for each
purchase. Instead, drawdown purchase orders can be issued to cover all”smail purchases from a
single vendor during a fiscal year. o '

Guidelines for use of a drawdown pﬁrchase order

¢« Purchase Order (PO) generated m response to a reqmsmon entered by a department or
program and lssued toa vendor i m an amount not to exceed $10,000.

« None of the invoices received by the departmgnt or program‘ during the fiscal year should
exceed $3,000.

¢ A department or program may only be 1ssued one drawdown PO for a vendor during a
ﬁscal year. -

- Note Drawdown ia the Reason field when cfeating arequisitionin H T E.
. Reéihiéitiqn should be entered Wifh_'an H T E Commodity Code for drawdown.
* Examples:

* 055 000 Vehicle Accessories / Drawdown-Vehicle Access. (Ex. AC parts,
belts, chains, fans)

* 060 000 Vehicle Main Items/Drawdown-Vehicle Maint (Ex. Batteries,
cables, clamps, fuses, gaskets)

* 4350 000 Hardware Store Items/Drawdown-Hardware Store Items (Ex.
Adbhesives, hinges, chains, ropes)

* 445 000 Tools/Drawdown-Tools (Ex. Blades, clamps)
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DaviD MARTIN . . (}L) ERNIE ORGERA
MAYOR \{W\M ENRECTOR OF OPERATIONS
KEVIN MUBRRAY
PARKS AND FACILITIES OPERATIONS MANAGER
CITY OF STAMFORD
QOFFICE OF OPFERATIONS
MAINTENANCE [DIVISION
185 MAGEE AVENUE
STAMFORO, CT 08902
2039775836 Fax. 2038775265
MEMO

To:  Facilities and Parks Maintenance Division Foreman and Supervisors

From: Kevin Murray 2/ A/]//

Date: January 28, 2019

Re: New Purchasing Guidelines Revised 1/28/16

Effective immediately the following new guidelines will be implemented for the Facilities and Parks
Maintenance Division:

e Any purchase and/or services{jobs that are over $250 will need to be approved by myself prior te a
purchase being made even if a drawdown is in place.

e Any purchase and/or services/jobs that are not going to be off of a drawdown and are in excess of
$250 will need written approval from me before being entered into the system to generate a
purchase order,

« All requests that meet these criteria should be given to Jo-Ann who will then forward them onto
me for approval for her inputting into the system.

s All requests should have all details surrounding the reason for the purchase and/or service/job 10
be performed.

If you need or require any additional information, please don’t hesitate to contact myself or Jo-Ann and
we will be able to provide you with it.
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DAvID MARTIN ﬁ ERNIE ORGERA
MaYOR Ak @,) DIRECTOR OF OPERATIONS
' E‘fw KEVIN MURRAY

PARKS AND FACILITIES OPERATIONS MANAGER

CITY OF STAMFORD

QFFICE OF OPERATIONS
MAINTENANCE DIVISION
185 MAGEE AVENUE
SramMrorD. CT 06902
203977-58386 Fax: 2039775955

MEMO
To:  Facilities and Parks Maintenance Division Foreman and Supervisors
From: Kevin Murray

Date: November 1, 2018

Re:  New Purchasing Guidclines

Effective November 1, 2018 the following new guidelines will be implemented for the Facilities and
Parks Maintenance Division:

» Any purchase and/or services/jobs that are over $500 will need to be approved by myself prior to a
purchase being made even if a drawdown is in place.

e Any purchase and/or services/jobs that are not going to be off of 2 drawdown and are in excess of
$500 will need written approval from me before being entered into the system to generate a
purchase order,

s  All requests that meet these criteria shouid be given to Jo-Ann who will then forward them onto
me for approval for her inputting into the system.

o All requests should have all details surrounding the reason for the purchase and/or servicefjob to
be performed.

If you need or require any additional information, please don't hesitate 10 contact myse!f or Jo-Ann and
we will be able to provide you with it.
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MARK McGRATH
Tel: {203) B7T-4141
Fax. (203) 9774723
Email mmggrathi@atsmiordctaoy

CPERATIORS BMANAGER PARKS 8 FACILINES
KEVIN MURRAY
Tk {203) 877-4141
Fax: {203} 9774723
i} i

Mayor
DAVID R. MARTIN

oy

CITY OF STAMFORD

OFFICE OF OPERATIONS
BRE WASUHNCTON ROULEVARD
P.O.HOX 1087
STAMFORD, CT 06984-1152

January 28, 2019

TO: Karen Vitale, Assistant Controller + Accounis Payable
FROM: Kevin Murray, Operations Manager Parks & Facllities X V
RE: Parks & Facilities Invoices Processing

Effective immediately, all accounts payable invoices for the Parks & Facilities departments
will be reviewed by me and require my signature before they are processed.

These invoices will be hand-delivered in a sealed envelope from me. Please inform the
Accounts Payable team involved in reviewing/entering the invoices about this change in
procedure.

Thank You.

C: Mark McGrath, Director of Operations
Jo-Ann Mori, Executive Secretary — Parks & Facilities
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MAYOR

N) CONTROLLER
DAVID R. MARTIN { DAVID A, YANIK
g 203.977.4188

EMAIL, DYANNSETsE NERGT S0y

CITY OF STAMFORD

QOFFICE OF ADMINISTRATION
886 WASHINGTON BOULEVARD
STAMFORD, CT 08801

Date: May [xx], 2019

To: City Directors and Department Managers
Board of Education Administrators and Managers

Ce: Erik Larson Karen Vitale

Kris Bottoni Joy Hussey

lay Fountain . 3

Lee Berta Nikoie‘t‘é{MgTigue, Blum Shapiro
From: David Yanik
Subject: June 30, 2019 (F2019) Year-End Closmg Instructlons -

Purchasing & Procurement

This memo provides guidance to Depai-tmént Managers and Directors regarding purchasing and
procurement cut-off dates as we transition from Fiscal Year 2019 (F2019) to Fiscal Year 2020
(F2020). With June 30,2019 falling on a Sunday this year, you should plan to complete all
approvals and system mput activity.as far ahead of that date as posmble

Please forward this memo to your, staff as may be needed so that they are aware of the cut-off
dates and procedures

Pu rchaselencumhrances

o The final day for subm§fting purchase requisitions for current fiscal year operating
expenditures is Wednesday, June 5th. All department approvals (HTE Levels 1, 2 and 3}
required on the purchase requisition must be completed by this date,

= Beginning July 1, 2019, please clearly indicate on each vendor’s invoice the applicable fiscal
year (F2019 versus FZOZO) for processing purposes,

o All open non-capital purchase orders that will not be encumbered should be cancelled or
closed out in conjunction with the fiscal year-end closing:

o Email Erik Larson, City Purchasing Manager and / or Kris Bottoni, Buyer to cancel or
closeout any current-year non-capital expenditure purchase orders for the City of
Stamford.

¢ Email Vivens Joachim, BOE Purchasing Department, to cancel or closeout any current-
year non«capital expenditure purchase orders for the Board of Education.

ridag, August gth,
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e New purchase requisitions (for either operating expenditures or capital projects} for F2020
must not be enterad until after July 1st.

* As a reminder, all periodic recurring expenditures should be encumbered for the full year
amount.

o For example, if you are leasing a copy machine and need to make monthly payments,
you should enter only one draw-down purchase requisition/purchase order for the 12
months of estimated expenditures (HTE will not allow you to enter 12 separate
purchase requisitions/purchase orders).

o Another example would be for office supplies. You should enter one draw-down
requisition for what you expect to spend for the full year (you can always add to, or
reduce, draw-down amounts as the year progresses).

¢ Review your F2019 expenditures and F2020 budget to estimate the amount you will spend in
F2020. Do not submit numerous small dollar requests to adjust purchase orders during the
year but keep the Purchasing Department informed regarding any purchase orders that may
be overspent and request their input. This approach will save us all time and effort in
increasing, issuing, or re-issuing purchase requisitions/purchase orders month after month.

¢ Continue to submit your prior fiscal year invoices, coded against existing F2019 purchase
orders, to Accounts Payable for payment. We need your cooperation to review and code
vendor invoices and to submit them promptly so the Accounts Payable Dept. can process
them before the fiscal year-end processing cut-offs.

* You should expect to continue to be required to provide written explanations for all purchase
requisitions for goods/services ordered before a valid purchase order has been issued. Your
explanation should describe the ‘emergency’ that existed that necessitated urcumventlng
existing procurement policies,

*» Please do not hold onto vendor invoices. You should be forwarding them to Accounts
Payable, assuming they relate to a valid purchase order, as soon as they are approved so they
can be received in HTE.

» In the event your department will need to accrue for expenses relating to F2019 issues or
activities that will not be received, invoiced or known with certainty, please draft a memo or
email explaining what happened, how and why it happened, and the actual or estimated
amount of the accrual required and submit it to the Controller’s Office, with copies to OPM.

Procedures for the new Fiscal Year {F2020)

Summary of Key Dates:

Jun5,2018  Last day to submit purchase requisitions for F2019 Operating Expenditures
Jul1,2018  Date to begin entering F2020 purchase requisitions

Aug9,2019 Last day to increase open F2019 purchase orders

Aug 19, 2019 Cut-off for submitting vendor invoices for F2019 encumbrances
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T Vanesa Francis, Human Resources Generalist

Rosemarie Frager. Human Resources Generalist
FROM: Kathryn Emmett. Director of Legal Affairs

DATE: January 31, 2019

The purpose of this memorandum is to make you aware of the recommendations of the City’s Internal
Auditor based on an audit of Procedures & Policies of Marina Fund.

1} During the hiring process. review all final documents to confirm that the appropriate appointing
authority has signed the candidate selection report.

2) If the appropriate appointing authority has delegated the candidate selection to lower level
management. a confirming memo from the appointing authority must be submitted with the candidate
selection report.




