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Department of Administration
Overview
The Department of Administration provides the central administrative functions of the City of
Harrisburg, including central financial functions in conjunction with the Office of the City Treasurer
and the Office of the City Controller. The Department consists of the Office of the Chief of
Staff/Business Administrator; the Bureau of Financial Management; the Bureau of Human
Resources; the Bureau of Operations and Revenue; and the Bureau of Information Technology. The
Chief of Staff/Business Administrator is the head of the Department of Administration and reports
directly to the Mayor. The organizational structure of the Department is shown in the figure below.

The Office of the Business Administrator oversees all operations within the Department of
Administration. The Chief of Staff/Business Administrator serves as the Chief Financial Officer of the
City and is also responsible for labor relations and contract negotiations with the City's three
bargaining units. The Chief of Staff/Business Administrator is a Cabinet-level position, appointed by
the Mayor and confirmed by the City Council. The incumbent has the authority to oversee the direct
management of all City departments which are under the administrative jurisdiction of the Mayor. In
addition to the Chief of Staff/Business Administrator, the Office is also staffed with a Special
Assistant to the Chief of Staff/Business Administrator, as included in the FY2011 Adopted Budget.
The Bureau of Financial Management houses the accounting, budgeting, grants management,
purchasing and insurance claims and collections functions for the City. The Bureau is led by the
Director of Financial Management, who reports to the Chief of Staff/Business Administrator. The
Director of Financial Management is responsible for overall policy formulation and the management
of Bureau activities related to fund accounting, auditing, budgeting, financial reporting (including the
City's Comprehensive Annual Financial Report), revenue administration, debt and investment
management, pension administration and purchasing activities throughout the City.
The Office of Accounting manages the cash flow and accounts payable functions for the City in
conjunction with the Offices of the Treasurer and Controller. The Office is staffed with the Accounting
Manager and an Auditor. In conjunction with the Budget Manager, the Accounting Manager is
responsible for updates to the City-wide financial management system (i.e., Pentamation). The
Accounting Manager also contributes to the development of the City's CAFR.
The Office of Budget and Analysis is responsible for the preparation, development and distribution of
the City's annual budget documents, including the annual Mid-Year Fiscal Report. The Office is
staffed with the Budget Manager. In conjunction with the Accounting Manager, the Budget Manager
is responsible for updates to Pentamation, as well as the overall management of the system. Along
with the Accounting Manager, the Budget Manager also contributes to the development of the City's
CAFR.
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Department of Administration
Overview
The Department of Administration provides the central administrative functions of the City of
Harrisburg, including central financial functions in conjunction with the Office of the City Treasurer
and the Office of the City Controller. The Department consists of the Office of the Chief of
Staff/Business Administrator; the Bureau of Financial Management; the Bureau of Human
Resources; the Bureau of Operations and Revenue; and the Bureau of Information Technology. The
Chief of Staff/Chief of Staff/Business Administrator is the head of the Department of Administration
and reports directly to the Mayor. The organizational structure of the Department is shown in the
figure below.

The Office of the Business Administrator oversees all operations within the Department of
Administration. The Chief of Staff/Business Administrator serves as the Chief Financial Officer of the
City and is also responsible for labor relations and contract negotiations with the City's three
bargaining units. The Chief of Staff/Business Administrator is a Cabinet-level position, appointed by
the Mayor and confirmed by the City Council. The incumbent has the authority to oversee the direct
management of all City departments which are under the administrative jurisdiction of the Mayor. In
addition to the Chief of Staff/Business Administrator, the Office is also staffed with a Special
Assistant to the Chief of Staff/Business Administrator, as included in the FY2011 Adopted Budget.
The Bureau of Financial Management houses the accounting, budgeting, grants management,
purchasing and insurance claims and collections functions for the City. The Bureau is led by the
Director of Financial Management, who reports to the Chief of Staff/Business Administrator. The
Director of Financial Management is responsible for overall policy formulation and the management
of Bureau activities related to fund accounting, auditing, budgeting, financial reporting (including the
City's Comprehensive Annual Financial Report), revenue administration, debt and investment
management, pension administration and purchasing activities throughout the City.
The Office of Accounting manages the cash flow and accounts payable functions for the City in
conjunction with the Offices of the Treasurer and Controller. The Office is staffed with the Accounting
Manager and an Auditor. In conjunction with the Budget Manager, the Accounting Manager is
responsible for updates to the City-wide financial management system (i.e., Pentamation). The
Accounting Manager also contributes to the development of the City's CAFR.
The Office of Budget and Analysis is responsible for the preparation, development and distribution of
the City's annual budget documents, including the annual Mid-Year Fiscal Report. The Office is
staffed with the Budget Manager. In conjunction with the Accounting Manager, the Budget Manager
is responsible for updates to Pentamation, as well as the overall management of the system. Along
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The Office of Grants Management is responsible for the development and management of grant
funding for City operations, primarily from Commonwealth and Federal government sources. The
Office is staffed with the Grants Manager. The Grants Manager monitors the receipt and expenditure
of all City grant funds, with the exception of funds received from the U.S. Department of Housing and
Urban Development (HUD), which are managed in the City’s Department of Building and Housing
Development (DBHD). Additional detail about HUD funds can be found in the Building and Housing
Development chapter of this Recovery Plan. The Grants Manager, in conjunction with the Budget
Manager and the accounting staff within the Office of the City Treasurer, is responsible for ensuring
that City grant funds are appropriately reflected in the City's financial management systems and is
also responsible for state and federal financial reporting on expenditure of the City's grant funds.
The Office of Purchasing and Insurance Claims/Collections is responsible for overseeing the
procurement of most City materials, supplies and services, as well as the processing of insurance
claims for damages caused by the City and collection of insurance monies resulting from damages
to the City's property. The Office is staffed with the Purchasing and Insurance Claims/Collections
Manager who is responsible for ensuring the fair and equitable distribution of City contracts and
agreements for goods and services, including the preparation and advertising of public bids and the
awarding of those contracts. The Purchasing and Insurance Claims/Collections Manager works
closely with the Offices of the City Solicitor and City Controller in the enforcement of City Code
regulations related to purchasing and contract execution.
The Bureau of Human Resources oversees and administers a wide range of centralized personnel
services for City government. The Bureau is led by the Director of Human Resources who reports to
the Chief of Staff/Business Administrator.
The Bureau's responsibilities include, but are not limited to: recruitment; hiring; enforcing civil service
rules and regulations; and administration of promotional processes, where applicable, for the
Harrisburg Police, Fire and Non-Uniform Civil Service Commission. The Bureau is also responsible
for unemployment compensation, management of health care and leave benefits for City employees,
worker's compensation and administration of the federal Family and Medical Leave Act (FMLA) and
the Americans with Disabilities Act (ADA).
In conjunction with the City's department heads, the Bureau maintains all City job descriptions for
management and bargaining unit positions. The Bureau is also responsible for processing the City's
bi-weekly payroll, maintaining payroll records and ensuring the accuracy of federal, state and local
tax deductions as well as other mandatory payroll deductions and voluntary contributions. The
Bureau ensures that all withholding reporting requirements are met and, when applicable, that
scheduled salary increases for bargaining unit employees and merit pay increases based on
performance evaluations for management personnel are implemented.
The Bureau is the primary point of contact within the City for questions related to employee
discipline. In conjunction with the Office of the Business Administrator, the Bureau also participates
in the grievance process and plays a critical role in labor relations within the City.
The Bureau is responsible for the management of risk and the acquisition of insurance coverage for
the City government. The Bureau manages the worker's compensation self-insured program and all
litigation cases, in conjunction with the City Solicitor's Office. The Bureau is currently assisted in
these duties by a risk management consultant, though funding for this contract was eliminated in the
FY2011 Adopted Budget. Additional information regarding the City’s insurance program can be
found in the Insurance and Risk Management chapter of this Recovery Plan.
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with the Accounting Manager, the Budget Manager also contributes to the development of the City's
CAFR.
The Office of Grants Management is responsible for the development and management of grant
funding for City operations, primarily from Commonwealth and Federal government sources. The
Office is staffed with the Grants Manager. The Grants Manager monitors the receipt and expenditure
of all City grant funds, with the exception of funds received from the U.S. Department of Housing and
Urban Development (HUD), which are managed in the City’s Department of Building and Housing
Development (DBHD). Additional detail about HUD funds can be found in the Building and Housing
Development chapter of this Recovery Plan. The Grants Manager, in conjunction with the Budget
Manager and the accounting staff within the Office of the City Treasurer, is responsible for ensuring
that City grant funds are appropriately reflected in the City's financial management systems and is
also responsible for state and federal financial reporting on expenditure of the City's grant funds.
The Office of Purchasing and Insurance Claims/Collections is responsible for overseeing the
procurement of most City materials, supplies and services, as well as the processing of insurance
claims for damages caused by the City and collection of insurance monies resulting from damages
to the City's property. The Office is staffed with the Purchasing and Insurance Claims/Collections
Manager who is responsible for ensuring the fair and equitable distribution of City contracts and
agreements for goods and services, including the preparation and advertising of public bids and the
awarding of those contracts. The Purchasing and Insurance Claims/Collections Manager works
closely with the Offices of the City Solicitor and City Controller in the enforcement of City Code
regulations related to purchasing and contract execution.
The Bureau of Human Resources oversees and administers a wide range of centralized personnel
services for City government. The Bureau is led by the Director of Human Resources who reports to
the Chief of Staff/Business Administrator.
The Bureau's responsibilities include, but are not limited to: recruitment; hiring; enforcing civil service
rules and regulations; and administration of promotional processes, where applicable, for the
Harrisburg Police, Fire and Non-Uniform Civil Service Commission. The Bureau is also responsible
for unemployment compensation, management of health care and leave benefits for City employees,
worker's compensation and administration of the federal Family and Medical Leave Act (FMLA) and
the Americans with Disabilities Act (ADA).
In conjunction with the City's department heads, the Bureau maintains all City job descriptions for
management and bargaining unit positions. The Bureau is also responsible for processing the City's
bi-weekly payroll, maintaining payroll records and ensuring the accuracy of federal, state and local
tax deductions as well as other mandatory payroll deductions and voluntary contributions. The
Bureau ensures that all withholding reporting requirements are met and, when applicable, that
scheduled salary increases for bargaining unit employees and merit pay increases based on
performance evaluations for management personnel are implemented.
The Bureau is the primary point of contact within the City for questions related to employee
discipline. In conjunction with the Office of the Business Administrator, the Bureau also participates
in the grievance process and plays a critical role in labor relations within the City.
The Bureau is responsible for the management of risk and the acquisition of insurance coverage for
the City government. The Bureau manages the worker's compensation self-insured program and all
litigation cases, in conjunction with the City Solicitor's Office. The Bureau is currently assisted in
these duties by a risk management consultant, though funding for this contract was eliminated in the
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In addition to the Director of Human Resources, the Bureau is staffed with: a Personnel Officer II
who is responsible for payroll data entry and coordination with the City's third party payroll
processing vendor; an Affirmative Action Officer, which is a newly created position; a Benefits
Administrator; a Human Resources Generalist, who performs risk management and insurancerelated duties; and a Confidential Secretary.
The Bureau of Operations and Revenue provides utility billing and delinquent collections, tax
billing, auditing and enforcement and other administrative support functions for the City, which
includes the support and management of the City's telephone system. The Bureau is led by the
Director of Operations and Revenue, who reports directly to the Chief of Staff/Business
Administrator.
The Credit and Collection Unit bills utility payments on behalf of The Harrisburg Authority. The Office
of the Treasurer is primarily responsible for receiving utility payments, with the exception of
delinquent payments, which are received by the Credit and Collection Unit. The Unit bills City
residents and businesses as well as utility customers in six outlying municipalities including
Susquehanna Township, Lower Paxton Township, Swatara Township, Penbrook Borough, Steelton
Borough and Paxtang Borough. Services billed include water, sewer and trash services. The Unit
establishes accounts, produces and distributes monthly billing statements, establishes customer
payment plans (as necessary), pursues collections for delinquent payments and terminates water
service when there is chronic payment delinquency on an account. The Unit also initiates legal
action on customer accounts if collection efforts are not successful. The Unit is staffed with three
Customer Service Representatives/Account Specialists, an Administrative Assistant and a Posting
Specialist.
The Tax and Enforcement Unit bills and collects mercantile, business privilege & mercantile, parking
and amusement taxes as well as various license fees on behalf of the City and the Harrisburg
School District. This unit also administers the dog licensing program and manages all billing
activities associated with the City’s burglar and fire alarm monitoring and responses. A civil collection
program is in place to collect all delinquent taxes. The unit is staffed with a Tax and Enforcement
Administrator, a Paralegal, a Secretary II and a Clerk Typist/Data Entry Operator.
The City's Duplication Center, Mail Room and Central Office Supply are also housed within the
Bureau. They are staffed with a Central Support Assistant II and a Reproduction Technician II. The
Building Maintenance Work Unit was moved to the Department of Public Works (DPW) in the
FY2011 Adopted Budget.
The Bureau of Information Technology is addressed in detail in the next chapter of this Recovery
Plan.
The table below depicts the Department's historic and current staffing levels, which have remained
relatively constant in recent years. The exception to this trend is the decrease in budgeted positions
from 2010 to 2011, which is attributable to the transfer of the Building Maintenance Work Unit to the
Department of Public Works. Staffing levels for the Bureau of Information Technology are not
included below (see the Bureau of Information Technology chapter for more details).
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FY2011 Adopted Budget. Additional information regarding the City’s insurance program can be
found in the Insurance and Risk Management chapter of this Recovery Plan.
In addition to the Director of Human Resources, the Bureau is staffed with: a Personnel Officer II
who is responsible for payroll data entry and coordination with the City's third party payroll
processing vendor; an Affirmative Action Officer, which is a newly created position; a Benefits
Administrator; a Human Resources Generalist, who performs risk management and insurancerelated duties; and a Confidential Secretary.
The Bureau of Operations and Revenue provides utility billing and delinquent collections, tax
billing, auditing and enforcement and other administrative support functions for the City, which
includes the support and management of the City's telephone system. The Bureau is led by the
Director of Operations and Revenue, who reports directly to the Chief of Staff/Business
Administrator.
The Credit and Collection Unit bills utility payments on behalf of the City and THA. The Office of the
Treasurer is primarily responsible for receiving utility payments, with the exception of delinquent
payments, which are received by the Credit and Collection Unit. The Unit bills City residents and
businesses as well as utility customers in six outlying municipalities including Susquehanna
Township, Lower Paxton Township, Swatara Township, Penbrook Borough, Steelton Borough and
Paxtang Borough. Services billed include water, sewer and trash services. The Unit establishes
accounts, produces and distributes monthly billing statements, establishes customer payment plans
(as necessary), pursues collections for delinquent payments and terminates water service when
there is chronic payment delinquency on an account. The Unit also initiates legal action on customer
accounts if collection efforts are not successful. The Unit is staffed with three Customer Service
Representatives/Account Specialists, an Administrative Assistant and a Posting Specialist.
The Tax and Enforcement Unit bills and collects mercantile, business privilege & mercantile, parking
and amusement taxes as well as various license fees on behalf of the City and the Harrisburg
School District. This unit also administers the dog licensing program and manages all billing
activities associated with the City’s burglar and fire alarm monitoring and responses. A civil collection
program is in place to collect all delinquent taxes. The unit is staffed with a Tax and Enforcement
Administrator, a Paralegal, a Secretary II and a Clerk Typist/Data Entry Operator.
The City's Duplication Center, Mail Room and Central Office Supply are also housed within the
Bureau. They are staffed with a Central Support Assistant II and a Reproduction Technician II. The
Building Maintenance Work Unit was moved to the Department of Public Works (DPW) in the
FY2011 Adopted Budget.
The Bureau of Information Technology is addressed in detail in the next chapter of this Recovery
Plan.
The table below depicts the Department's historic and current staffing levels, which have remained
relatively constant in recent years. The exception to this trend is the decrease in budgeted positions
from 2010 to 2011, which is attributable to the transfer of the Building Maintenance Work Unit to the
Department of Public Works. Staffing levels for the Bureau of Information Technology are not
included below (see the Bureau of Information Technology chapter for more details).

City of Harrisburg
Act 47 Recovery Plan

Page | 155

Department of Administration I.pdf

Department of Administration - Staffing
2006

2007

2008

2009

2010

2011

Budgeted

35.0

30.0

31.0

31.0

35.0

25.0

Filled

31.0

30.0

30.0

30.0

30.0

21.0

Source: Budgeted: City Report Summary of Positions 2006-2011 Budget
Filled: Adopted 2010 City Budget

Other Resources
The Department of Administration utilizes Pentamation, the City's financial management system and
the City's mainframe system to perform daily functions in all of its bureaus and offices.
The City has historically contracted with a third party provider for insurance and risk management
services. The annual funding for this contract was eliminated in the City Council's FY2011 Adopted
Budget, and it is currently unclear how this contractual service will be funded in the future or how
these services might be performed in-house with existing staff. The Department of Administration
also contracts with third party vendors for risk and safety-related training sessions for City
employees. Additionally, the City contracts with a third party provider for payroll processing services.
As previously noted, additional information can be found in the Insurance and Risk Management
chapter of this Recovery Plan.

Finances
The tables below show historical expenditures for the Department of Administration across all
Bureaus with the exception of Information Technology for the period 2006 through 2010. The tables
include data associated with the Bureau of Labor Relations, which was eliminated in 2006. Functions
previously performed by the Bureau of Labor Relations were then assumed by the other work units
within the Department of Administration.
Unusual growth in expenditures occurred between 2009 and 2010 in the Bureau of Operations and
Revenue's Office of the Director due to revised expenditure classification methods beginning in
2010. Additionally, in mid-2009, the then-Director of Building Maintenance was awarded the position
of Director of Operations and Revenue. At that time, the Bureau of Building Maintenance was
merged into the Bureau of Operations and Revenue, with the new director responsible for
both bureaus' operations as a cost-cutting measure. The actual historical expenditures for 2010,
shown in the tables below, reflect this change.
As previously noted, Building Maintenance was then transferred to the Department of Public Works
in the City's 2011 Adopted Budget. This transfer was the result of the appointment of another new
Director of Operations and Revenue and the subsequent division of the two previously-merged
bureaus.
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Department of Administration - Staffing
2006

2007

2008

2009

2010

2011

Budgeted

35.0

30.0

31.0

31.0

35.0

25.0

Filled

31.0

30.0

30.0

30.0

30.0

21.0

Source: Budgeted: City Report Summary of Positions 2006-2011 Budget
Filled: Adopted 2010 City Budget

Other Resources
The Department of Administration utilizes Pentamation, the City's financial management system and
the City's mainframe system to perform daily functions in all of its bureaus and offices.
The City has historically contracted with a third party provider for insurance and risk management
services. The annual funding for this contract was eliminated in the City Council's FY2011 Adopted
Budget, and it is currently unclear how this contractual service will be funded in the future or how
these services might be performed in-house with existing staff. The Department of Administration
also contracts with third party vendors for risk and safety-related training sessions for City
employees. Additionally, the City contracts with a third party provider for payroll processing services.
As previously noted, additional information can be found in the Insurance and Risk Management
chapter of this Recovery Plan.

Finances
The tables below show historical expenditures for the Department of Administration across all
Bureaus with the exception of Information Technology for the period 2006 through 2010. The tables
include data associated with the Bureau of Labor Relations, which was eliminated in 2006. Functions
previously performed by the Bureau of Labor Relations were then assumed by the other work units
within the Department of Administration.
Unusual growth in expenditures occurred between 2009 and 2010 in the Bureau of Operations and
Revenue's Office of the Director due to revised expenditure classification methods beginning in
2010. Additionally, in mid-2009, the then-Director of Building Maintenance was awarded the position
of Director of Operations and Revenue. At that time, the Bureau of Building Maintenance was
merged into the Bureau of Operations and Revenue, with the new director responsible for
both bureaus' operations as a cost-cutting measure. The actual historical expenditures for 2010,
shown in the tables below, reflect this change.
As previously noted, Building Maintenance was then transferred to the Department of Public Works
in the City's 2011 Adopted Budget. This transfer was the result of the appointment of another new
Director of Operations and Revenue and the subsequent division of the two previously-merged
bureaus.
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Department of Administration
Historical Expenditures by Function
Category
Office of Business
Administrator
Bureau of Financial
Management
Bureau of Human Resources
Labor Relations
Operations and Revenue
(Office of the Director)
Collections
Tax and Enforcement

2006
Actual

2007
Actual

2008
Actual

2009
Actual

2010
Actual

%
Growth

$274,562

$213,612

$311,412

$201,324

$169,905

(38.1%)

$769,558

$638,131

$589,916

$502,142

$395,549

(48.6%)

$445,323

$423,921

$432,509

$327,813

$309,483

(30.5%)

$132,219

$39

$0

$0

$0

(100.0%)

$137,783

$121,173

$135,346

$110,799

$1,676,254

n/a

$490,583

$437,977

$420,126

$336,179

$0

(100.0%)

$162,082

$160,747

$159,277

$144,292

$0

(100.0%)

$2,412,109

$1,995,601

$2,048,585

$1,622,549

$2,551,191

5.8%

Source: Historical Data from City As Provided

Department of Administration
Historical Expenditures by Major Category
Category
Salaries & Wages

2006
Actual

2007
Actual

2008
Actual

2009
Actual

2010
Actual

%
Growth

$1,600,371

$1,215,822

$1,276,763

$1,224,979

$1,332,793

(16.7%)

Temporary

$6,388

$10,471

$1,759

$1,970

$37,822

492.1%

Overtime

$1,337

$2,680

$1,700

$190

$7,173

436.4%

Social Security
Unemployment
Compensation
Benefits

$122,717

$94,027

$97,836

$93,876

$102,060

(16.8%)

$0

$0

$0

$0

$15,674

0.0%

$351,704

$310,157

$324,906

$0

$0

(100.0%)

Legal/Contract Services

$146,807

$161,481

$137,277

$110,115

$92,547

(37.0%)

$86,877

$69,300

$70,890

$74,100

$6,800

(92.2%)

Audit
Software

$62

$251

$1,161

$443

$50

(19.0%)

Postage

$25,473

$27,590

$32,767

$29,766

$122,331

380.2%

$0

$0

$0

$0

$28,281

0.0%

$4,541

$6,740

$24,244

$25,286

$178,269

3825.7%

$0

$0

$0

$0

$46,620

0.0%

Utilities

$0

$0

$0

$0

$427,009

0.0%

Rentals

$0

$0

$0

$0

$40,229

0.0%

Custodial

$0

$0

$0

$0

$25,515

0.0%

Duplicating
Maintenance Service
Contracts
Lease Purchase

Other Miscellaneous
Total

$65,832

$97,081

$79,283

$61,824

$88,019

33.7%

$2,412,109

$1,995,601

$2,048,585

$1,622,549

$2,551,191

5.8%

Source: Historical data from City as provided
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Department of Administration
Historical Expenditures by Function
Category
Office of Business
Administrator
Bureau of Financial
Management
Bureau of Human Resources
Labor Relations
Operations and Revenue
(Office of the Director)
Collections
Tax and Enforcement

2006
Actual

2007
Actual

2008
Actual

2009
Actual

2010
Actual

%
Growth

$274,562

$213,612

$311,412

$201,324

$169,905

(38.1%)

$769,558

$638,131

$589,916

$502,142

$395,549

(48.6%)

$445,323

$423,921

$432,509

$327,813

$309,483

(30.5%)

$132,219

$39

$0

$0

$0

(100.0%)

$137,783

$121,173

$135,346

$110,799

$1,676,254

n/a

$490,583

$437,977

$420,126

$336,179

$0

(100.0%)

$162,082

$160,747

$159,277

$144,292

$0

(100.0%)

$2,412,109

$1,995,601

$2,048,585

$1,622,549

$2,551,191

5.8%

Source: Historical Data from City As Provided

Department of Administration
Historical Expenditures by Major Category
Category
Salaries & Wages

2006
Actual

2007
Actual

2008
Actual

2009
Actual

2010
Actual

%
Growth

$1,600,371

$1,215,822

$1,276,763

$1,224,979

$1,332,793

Temporary

$6,388

$10,471

$1,759

$1,970

$37,822

492.1%

Overtime

$1,337

$2,680

$1,700

$190

$7,173

436.4%

Social Security
Unemployment
Compensation
Benefits

$122,717

$94,027

$97,836

$93,876

$102,060

(16.8%)

$0

$0

$0

$0

$15,674

0.0%

$351,704

$310,157

$324,906

$0

$0

(100.0%)

Legal/Contract Services

$146,807

$161,481

$137,277

$110,115

$92,547

(37.0%)

$86,877

$69,300

$70,890

$74,100

$6,800

(92.2%)

Audit

(16.7%)

Software

$62

$251

$1,161

$443

$50

(19.0%)

Postage

$25,473

$27,590

$32,767

$29,766

$122,331

380.2%

$0

$0

$0

$0

$28,281

0.0%

$4,541

$6,740

$24,244

$25,286

$178,269

3825.7%

$0

$0

$0

$0

$46,620

0.0%

Duplicating
Maintenance Service
Contracts
Lease Purchase
Utilities

$0

$0

$0

$0

$427,009

0.0%

Rentals

$0

$0

$0

$0

$40,229

0.0%

Custodial

$0

$0

$0

$0

$25,515

0.0%

Other Miscellaneous
Total

$65,832

$97,081

$79,283

$61,824

$88,019

33.7%

$2,412,109

$1,995,601

$2,048,585

$1,622,549

$2,551,191

5.8%

Source: Historical data from City as provided
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Department of Administration
Historical Expenditures – Personnel and Non-Personnel
Category
Personnel
Expenditures
Non Personnel
Expenditures
Total

2006
Actual

2007
Actual

2008
Actual

2009
Actual

2010
Actual

%
Growth

$2,082,517

$1,633,157

$1,702,963

$1,321,015

$1,495,521

(28.2%)

$329,592

$362,444

$345,621

$301,534

$1,055,670

220.3%

$2,412,109

$1,995,601

$2,048,585

$1,622,549

$2,551,191

5.8%

Source: Historical data from City as provided

Assessment
The Department of Administration performs many critical internal operations, which include financial
management responsibilities that are shared with the Offices of the City Treasurer and the City
Controller. The complexities of the financial management responsibilities of the Department of
Administration and the Offices of the City Treasurer and the City Controller are discussed in greater
detail in the Plan Implementation chapter of this Recovery Plan.
As previously stated, the Department of Administration utilizes Pentamation, the City's financial
management system, to perform daily functions in all of its bureaus and offices. The City uses
Pentamation to track and monitor all City funds and transactions. Detailed monthly and year-end
cash flow analysis and reporting are performed by a stand-alone report writer application, which
interfaces with Pentamation. Pentamation is not used to generate interim financial statements, since
the City currently creates financial statements on an annual basis only. All utility billing, real estate
tax billing and miscellaneous invoicing is monitored and processed outside Pentamation in City
mainframe applications. The City does utilize Pentamation for processing all payments, with the
exception of wire transfers, and schedules for accounts payable (A/P) are readily available in the
system. The City contracts with a third party provider to perform an annual indirect cost allocation
plan; Pentamation is not utilized in this effort. Contingent liabilities are not tracked in Pentamation.
Recommended changes and improvements to the City's financial management practices which will
necessitate changes in current usage of Pentamation are included in the Initiatives section of this
chapter.
Internal Control and Management Capacity
In general, there is a need for more formal internal control throughout the Department of
Administration and the City as a whole, both in terms of financial management as well as
management of staff through consistent, effective supervision. Implementing greater internal control
should not just be about checking items off a standard approval checklist, but rather it should be
about cultivating an overall culture of accountability in day-to-day operations throughout the
organization. Internal control is also about clearly communicating individual responsibilities and
expectations to staff. The Business Administrator and bureau directors must hold staff members
accountable for meeting stated expectations and must also motivate people to meet them. Internal
control is a cornerstone of the City's overall financial management system. It is both reactive and
proactive - reactive in the sense that internal control involves monitoring operations and taking action
to correct problems - proactive in the sense that establishing controls and setting expectations that
those controls are to be consistently followed will decrease instances of problematic activities.
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Department of Administration
Historical Expenditures – Personnel and Non-Personnel
Category
Personnel
Expenditures
Non Personnel
Expenditures
Total

2006
Actual

2007
Actual

2008
Actual

2009
Actual

2010
Actual

%
Growth

$2,082,517

$1,633,157

$1,702,963

$1,321,015

$1,495,521

(28.2%)

$329,592

$362,444

$345,621

$301,534

$1,055,670

220.3%

$2,412,109

$1,995,601

$2,048,585

$1,622,549

$2,551,191

5.8%

Source: Historical data from City as provided

Assessment
The Department of Administration performs many critical internal operations, which include financial
management responsibilities that are shared with the Offices of the City Treasurer and the City
Controller. The complexities of the financial management responsibilities of the Department of
Administration and the Offices of the City Treasurer and the City Controller are discussed in greater
detail in the Office of the City Treasurer chapter of this Recovery Plan.
As previously stated, the Department of Administration utilizes Pentamation, the City's financial
management system, to perform daily functions in all of its bureaus and offices. The City uses
Pentamation to track and monitor all City funds and transactions. Detailed monthly and year-end
cash flow analysis and reporting are performed by a stand-alone report writer application, which
interfaces with Pentamation. Pentamation is not used to generate interim financial statements, since
the City currently creates financial statements on an annual basis only. All utility billing, real estate
tax billing and miscellaneous invoicing is monitored and processed outside Pentamation in City
mainframe applications. The City does utilize Pentamation for processing all payments, with the
exception of wire transfers, and schedules for accounts payable (A/P) are readily available in the
system. The City contracts with a third party provider to perform an annual indirect cost allocation
plan; Pentamation is not utilized in this effort. Contingent liabilities are not tracked in Pentamation.
Recommended changes and improvements to the City's financial management practices which will
necessitate changes in current usage of Pentamation are included in the Initiatives section of this
chapter.
Internal Control and Management Capacity
In general, there is a need for more formal internal control throughout the Department of
Administration and the City as a whole, both in terms of financial management as well as
management of staff through consistent, effective supervision. Implementing greater internal control
should not just be about checking items off a standard approval checklist, but rather it should be
about cultivating an overall culture of accountability in day-to-day operations throughout the
organization. Internal control is also about clearly communicating individual responsibilities and
expectations to staff. The Chief of Staff/Business Administrator and bureau directors must hold staff
members accountable for meeting stated expectations and must also motivate people to meet them.
Internal control is a cornerstone of the City's overall financial management system. It is both reactive
and proactive - reactive in the sense that internal control involves monitoring operations and taking
action to correct problems - proactive in the sense that establishing controls and setting expectations
that those controls are to be consistently followed will decrease instances of problematic activities.
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The City's most recent comprehensive annual financial audit, completed for FY2008, did not identify
any weaknesses in the City's internal controls. However, the City's financial health has significantly
changed since 2008. Since the management discussion and analysis typically included in an annual
audit has not been prepared for 2009 and 2010, any recommended corrective actions that would
likely be outlined therein are unavailable. As noted in the City Controller chapter of this Recovery
Plan, the City Council has recently authorized funding (through a grant from DCED) to hire an
outside accounting firm to prepare the documents needed for the outside auditor to complete the
audits. This preparatory work is expected to be completed by early summer 2011, at which time,
external auditors will begin their review.
There is currently no professional accounting support for the Director of Financial Management.
This deficiency of professional staff coupled with turnover and/or vacancies in key positions has
decreased the Bureau of Financial Management’s ability to perform key financial functions, as
described below. In times of financial strain, additional capacity in this area is crucial.
The Bureau of Financial Management has recently been unable to perform critical financial
management tasks, including the reconciliation of accounts, closing of books and preparation for and
completion of comprehensive annual audits. According to staff in the Department of Administration,
the City's payroll account, which should be reconciled monthly, has not been reconciled since
November 2009. The City's most recent CAFR was completed for FY2008.
The City's fiscal year ends December 31. For at least the past two years, however, the books for the
new fiscal year were not opened until early February. Prior to the close of the previous year's books
and the opening of the new year's books, no bills may be paid and no new purchase orders may be
entered into the City's financial system. Therefore, the daily operations of the City's departments and
bureaus run a very high risk of interruption, sometimes critical in nature.
It is uncommon for a municipal government to allow books to be closed for more than 30 days. In
Harrisburg, however, there has been no urgency to open the new year's books earlier, since the first
tax revenue for the new year is not generally received until early March, and therefore, little funds
are available for expenditures at the beginning of the new year. In the future, the Bureau of Financial
Management should use the 13th month function within Pentamation to keep both the prior and
current year's books open. At present, the Bureau uses the 13th month for accruals only. The 13th
month, a common feature in financial management systems, should be used to complete all
outstanding transactions in the prior year, while allowing the new year's books to open in late
December or the first week of January. Once all transactions from the prior year are completed, the
13th month should be closed. This closure should occur no later than 90 days after January 1.
There is no available fund balance to ease the City's current cash flow shortage. In prior years, a tax
and revenue anticipation note (TRAN) carried the City from the end of one fiscal year until the new
year’s tax revenue was received. In 2011, a TRAN was unavailable due to the City's inability to incur
new debt. Without this influx of revenue from short-term debt, the City is without available cash to
pay outstanding bills and make new purchases. Should the City adopt this Recovery Plan, the City's
ability to obtain a TRAN for 2012 will significantly improve, as creditors will likely view the Plan as a
positive step forward in addressing the City's financial issues. If the City adopts this Plan, City staff
should begin contacting lending institutions in August 2011 to inquire about the issuance of a TRAN
prior to the start of 2012.
Financial Reporting
Routine cash flow monitoring not only ensures the availability of adequate short-term funding, but
also provides insight into patterns that impact long-term financial sustainability. At present, the
Bureau of Financial Management reviews the City's cash receipts via a daily report generated by the
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The City's most recent comprehensive annual financial audit, completed for FY2008, did not identify
any weaknesses in the City's internal controls. However, the City's financial health has significantly
changed since 2008. Since the management discussion and analysis typically included in an annual
audit has not been prepared for 2009 and 2010, any recommended corrective actions that would
likely be outlined therein are unavailable. As noted in the City Controller chapter of this Recovery
Plan, the City Council has recently authorized funding (through a grant from DCED) to hire an
outside accounting firm to prepare the documents needed for the outside auditor to complete the
audits. This preparatory work is expected to be completed by early summer 2011, at which time,
external auditors will begin their review.
There is currently no professional accounting support for the Director of Financial Management.
This deficiency of professional staff coupled with turnover and/or vacancies in key positions has
decreased the Bureau of Financial Management’s ability to perform key financial functions, as
described below. In times of financial strain, additional capacity in this area is crucial.
The Bureau of Financial Management has recently been unable to perform critical financial
management tasks, including the reconciliation of accounts, closing of books and preparation for and
completion of comprehensive annual audits. According to staff in the Department of Administration,
the City's payroll account, which should be reconciled monthly, has not been reconciled since
November 2009. The City's most recent CAFR was completed for FY2008.
The City's fiscal year ends December 31. For at least the past two years, however, the books for the
new fiscal year were not opened until early February. Prior to the close of the previous year's books
and the opening of the new year's books, no bills may be paid and no new purchase orders may be
entered into the City's financial system. Therefore, the daily operations of the City's departments and
bureaus run a very high risk of interruption, sometimes critical in nature.
It is uncommon for a municipal government to allow books to be open for more than 30 days into the
new year. In Harrisburg, however, there has been no urgency to open the new year's books earlier,
since the first tax revenue for the new year is not generally received until early March, and therefore,
little funds are available for expenditures at the beginning of the new year. In the future, the Bureau
of Financial Management should use the 13th month function within Pentamation to keep both the
prior and current year's books open. At present, the Bureau uses the 13th month for accruals only.
The 13th month, a common feature in financial management systems, should be used to complete all
outstanding transactions in the prior year, while allowing the new year's books to open in late
December or the first week of January. Once all transactions from the prior year are completed, the
13th month should be closed. This closure should occur no later than 90 days after January 1.
There is no available fund balance to ease the City's current cash flow shortage. In prior years, a tax
and revenue anticipation note (TRAN) carried the City from the end of one fiscal year until the new
year’s tax revenue was received. In 2011, a TRAN was unavailable due to the City's inability to incur
new debt. Without this influx of revenue from short-term debt, the City is without available cash to
pay outstanding bills and make new purchases. Should the City adopt this Recovery Plan, the City's
ability to obtain a TRAN for 2012 will significantly improve, as creditors will likely view the Plan as a
positive step forward in addressing the City's financial issues. If the City adopts this Plan, City staff
should begin contacting lending institutions in August 2011 to inquire about the issuance of a TRAN
prior to the start of 2012.
Financial Reporting
Routine cash flow monitoring not only ensures the availability of adequate short-term funding, but
also provides insight into patterns that impact long-term financial sustainability. At present, the
Bureau of Financial Management reviews the City's cash receipts via a daily report generated by the
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Office of the City Treasurer. Prior to the weekly check runs and bi-weekly payroll processing, funding
sheets are prepared by the Office of the City Treasurer to ensure adequate cash balances for the
expenditure totals.
While the City's cash is monitored closely at present, there is a need for this monitoring to become
more detailed and strategic in the future. In addition to formal cash flow analysis to examine income
and outflow of cash in the context of the City's ability to meet its obligations, the Bureau of Financial
Management should also undertake routine variance analyses to evaluate budgeted to actual
revenue and expenditures.24 Both analyses, particularly when done on a monthly or quarterly basis,
can alert City staff and elected officials to problematic trends or impending shortfalls while allowing
time to take corrective action.
Under the Pennsylvania Third Class City Code, Home Rule Charter and Optional Plan Law
(Executive-Council Plan A), the Department of Administration is currently required to make an
annual financial report of all accounts and trusts in the City's care, which must be accompanied by a
concise financial statement. The Department is also required make an annual report of the financial
condition of the City within 90 days after the close of the fiscal year signed by the Director of
Financial Management and approved by the City Controller. This report is to be filed with DCED.
According to staff in the Office of the City Controller, the most recent report filed by the City in
accordance with these requirements was the 2008 Municipal Annual Audit and Financial Report. No
reports for FY2009 and FY2010 have been completed or filed. This status was also verified with
DCED and, based on DCED policy, this reporting delinquency jeopardizes future DCED funding for
the City.
Under the Harrisburg City Code, the Department is also required to issue a report to the Mayor, City
Council, City Controller and the City Treasurer no later than 45 days after June 30, including actual
receipts and expenditures (including encumbrances) of the various budget funds for the preceding
six month period ended June 30, as well as projections of all such receipts and expenditures. This
report is termed the "Mid-Year Fiscal Report" and is produced annually by the Bureau of Financial
Management.
In addition to these required financial reports, the Department of Administration is well-advised to
consider producing a quarterly financial report that addresses revenues (e.g., amount collected yearto-date, budget-to-actual, comparisons to prior year and explanations for any projected variances),
expenditures (e.g., amount spent year-to-date, budget-to-actual, comparisons to prior year,
explanations for any projected variances), staffing (e.g., vacancies and leave usage by
department/bureau) and progress on implementation of this Recovery Plan.
Budget Development
The Department of Administration, as part of its codified responsibilities, coordinates the City’s
annual budget development process. Ideally, this process should include ongoing dialogue between
staff in the Bureau of Financial Management and the City's department and bureau directors
regarding projected revenue and expenditures.
The most recent development process, for the City's FY2011 budget, occurred in a compressed
timeframe that did not allow for such dialogue. In the fall of calendar year 2010, the City's
department heads and bureau directors presented their proposed FY2011 budgets to the Acting
Director of Financial Management and the Budget Manager. The directors were not asked to
incorporate any expenditure reductions into their initial proposals. Once all department proposals
were received, the Acting Director of Financial Management and the Budget Manager began
24

Government Finance Officers Association (GFOA), "Tactical Financial Management: Cash Flow and Budgetary Variance Analysis."
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Office of the City Treasurer. Prior to the weekly check runs and bi-weekly payroll processing, funding
sheets are prepared by the Office of the City Treasurer to ensure adequate cash balances for the
expenditure totals.
While the City's cash is monitored closely at present, there is a need for this monitoring to become
more detailed and strategic in the future. In addition to formal cash flow analysis to examine income
and outflow of cash in the context of the City's ability to meet its obligations, the Bureau of Financial
Management should also undertake routine variance analyses to evaluate budgeted to actual
revenue and expenditures.26 Both analyses, particularly when done on a monthly or quarterly basis,
can alert City staff and elected officials to problematic trends or impending shortfalls while allowing
time to take corrective action.
Under the Pennsylvania Third Class City Code, Home Rule Charter and Optional Plan Law
(Executive-Council Plan A), the Department of Administration is currently required to make an
annual financial report of all accounts and trusts in the City's care, which must be accompanied by a
concise financial statement. The Department is also required make an annual report of the financial
condition of the City within 90 days after the close of the fiscal year signed by the Director of
Financial Management and approved by the City Controller. This report is to be filed with DCED.
According to staff in the Office of the City Controller, the most recent report filed by the City in
accordance with these requirements was the 2008 Municipal Annual Audit and Financial Report. No
reports for FY2009 and FY2010 have been completed or filed. This status was also verified with
DCED and, based on DCED policy, this reporting delinquency jeopardizes future DCED funding for
the City.
Under the Harrisburg City Code, the Department is also required to issue a report to the Mayor, City
Council, City Controller and the City Treasurer no later than 45 days after June 30, including actual
receipts and expenditures (including encumbrances) of the various budget funds for the preceding
six month period ended June 30, as well as projections of all such receipts and expenditures. This
report is termed the "Mid-Year Fiscal Report" and is produced annually by the Bureau of Financial
Management.
In addition to these required financial reports, the Department of Administration is well-advised to
consider producing a quarterly financial report that addresses revenues (e.g., amount collected yearto-date, budget-to-actual, comparisons to prior year and explanations for any projected variances),
expenditures (e.g., amount spent year-to-date, budget-to-actual, comparisons to prior year,
explanations for any projected variances), staffing (e.g., vacancies and leave usage by
department/bureau) and progress on implementation of this Recovery Plan.
Budget Development
The Department of Administration, as part of its codified responsibilities, coordinates the City’s
annual budget development process. Ideally, this process should include ongoing dialogue between
staff in the Bureau of Financial Management and the City's department and bureau directors
regarding projected revenue and expenditures.
The most recent development process, for the City's FY2011 budget, occurred in a compressed
timeframe that did not allow for such dialogue. In the fall of calendar year 2010, the City's
department heads and bureau directors presented their proposed FY2011 budgets to the Acting
Director of Financial Management and the Budget Manager. The directors were not asked to
incorporate any expenditure reductions into their initial proposals. Once all department proposals
were received, the Acting Director of Financial Management and the Budget Manager began
26
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developing the Administration's proposed FY2011 budget, which eventually included a 10%
reduction across the board, as well as numerous line item reductions. These reductions were made
without consulting the City's department heads and bureau managers, primarily because of the
compressed timeframe in which the final budget development activities occurred. In the final hours of
assembling the Administration's proposed budget, a typographic error was made that resulted in a
$4 million shortfall in the final budget plan. The lack of ongoing dialogue with City leadership, the
lack of adequate time for budget development and the concentration of budget development
responsibility with only two staff members (the Acting Director of Financial Management and the
Budget Manager) likely contributed to the difficulties the City experienced in approving the FY2011
budget in a timely fashion.
The City's fiscal year officially starts on January 1; however, the budget process itself should be a
continuum which involves both the current year budget and the next fiscal year's budget. Changes to
the current year's budget are often made in City Council reviews and approvals of budgetary
transfers, and the City's Mid-Year Fiscal Report gives elected officials and City staff the opportunity
to examine actual revenues and expenditures for the first half of the fiscal year and adjust plans for
the latter half of the year as needed.
At the start of the current fiscal year, City staff should already be considering plans for the next fiscal
year's budget. The addition of the Pentamation system's budget module in 2010 improved individual
City departments' and bureaus' capacity to develop comprehensive forward-looking budget
proposals and should be used to its fullest potential. City departments and bureaus should be asked
to present proposals that reflect the most conservative expenditures possible as well as the greatest
possible maximization of all available revenue. Any cuts to department and bureau budgets should
be made in close collaboration between City Administration, the Bureau of Financial Management
and the City's department and bureau leadership.
Staffing
As previously noted, a major challenge for the Department of Administration is the current shortage
of professional staff in the Bureau of Financial Management. At present, one incumbent is the Acting
Director of Financial Management and Acting Chief of Staff/Business Administrator, which limits the
amount of time available to perform the numerous, critical functions associated with both positions.
The Acting Accounting Manager is currently one of two active employees in the Accounting Office,
and the incumbent's prior work experience is limited to accounts payable and receivable processing
functions. At the time interviews were being conducted with Bureau staff, the other Accounting Office
employee, the incumbent in the Auditor position, had recently been bumped by another bargaining
unit employee with greater seniority, but limited accounting experience. The current Budget Manager
is the only employee in the Budget Office, and the incumbent provides significant assistance to the
Acting Accounting Manager in performing Accounting Office functions. This limits the incumbent's
capacity to provide strategic budget management and analysis for the City. At the time interviews
were being conducted with Bureau staff, the current Grants Manager had just tendered his
resignation. Subsequently, a new Grant Manager was hired in May. In the interim, not having the
needed staffing capacity has resulted in missing key financial deadlines and not filing reports, thus
putting City and grant funds in jeopardy.
Currently, the Office of the City Controller is performing a centralized review and authorization
function for budget authority on all City expenditures, as well as position control monitoring as it
relates to payroll processing. With adequate staffing in the Bureau of Financial Management and the
establishment of new budget development and monitoring, as well as position control systems, the
review function can be performed in the Department of Administration, with authorization granted by
the Office of the City Controller. As detailed under Initiative TR03 “Transfer the Deputy Treasurer,
Assistant Deputy Treasurer, Lead Cashier, Cashier II (2) and Accounting Clerk II positions from the
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developing the Administration's proposed FY2011 budget, which eventually included a 10%
reduction across the board, as well as numerous line item reductions. These reductions were made
without consulting the City's department heads and bureau managers, primarily because of the
compressed timeframe in which the final budget development activities occurred. In the final hours of
assembling the Administration's proposed budget, a typographic error was made that resulted in a
$4 million shortfall in the final budget plan. The lack of ongoing dialogue with City leadership, the
lack of adequate time for budget development and the concentration of budget development
responsibility with only two staff members (the Acting Director of Financial Management and the
Budget Manager) likely contributed to the difficulties the City experienced in approving the FY2011
budget in a timely fashion.
The City's fiscal year officially starts on January 1; however, the budget process itself should be a
continuum which involves both the current year budget and the next fiscal year's budget. Changes to
the current year's budget are often made in City Council reviews and approvals of budgetary
transfers, and the City's Mid-Year Fiscal Report gives elected officials and City staff the opportunity
to examine actual revenues and expenditures for the first half of the fiscal year and adjust plans for
the latter half of the year as needed.
At the start of the current fiscal year, City staff should already be considering plans for the next fiscal
year's budget. The addition of the Pentamation system's budget module in 2010 improved individual
City departments' and bureaus' capacity to develop comprehensive forward-looking budget
proposals and should be used to its fullest potential. City departments and bureaus should be asked
to present proposals that reflect the most conservative expenditures possible as well as the greatest
possible maximization of all available revenue. Any cuts to department and bureau budgets should
be made in close collaboration between City Administration, the Bureau of Financial Management
and the City's department and bureau leadership.
Staffing
As previously noted, a major challenge for the Department of Administration is the current shortage
of professional staff in the Bureau of Financial Management. At present, one incumbent is the Acting
Director of Financial Management and Acting Chief of Staff/Business Administrator, which limits the
amount of time available to perform the numerous, critical functions associated with both positions.
The Acting Accounting Manager is currently one of two active employees in the Accounting Office,
and the incumbent's prior work experience is limited to accounts payable and receivable processing
functions. At the time interviews were being conducted with Bureau staff, the other Accounting Office
employee, the incumbent in the Auditor position, had recently been bumped by another bargaining
unit employee with greater seniority, but limited accounting experience. The current Budget Manager
is the only employee in the Budget Office, and the incumbent provides significant assistance to the
Acting Accounting Manager in performing Accounting Office functions. This limits the incumbent's
capacity to provide strategic budget management and analysis for the City. At the time interviews
were being conducted with Bureau staff, the current Grants Manager had just tendered his
resignation. Subsequently, a new Grant Manager was hired in May.
Currently, the Office of the City Controller is performing a centralized review and authorization
function for budget authority on all City expenditures, as well as position control monitoring as it
relates to payroll processing. With adequate staffing in the Bureau of Financial Management and the
establishment of new budget development and monitoring, as well as position control systems, the
review function can be performed in the Department of Administration, with authorization granted by
the Office of the City Controller. As detailed under Initiative TR03 “Transfer the Deputy Treasurer,
Assistant Deputy Treasurer, Lead Cashier, Cashier II (2) and Accounting Clerk II positions from the
Office of the City Treasurer to the Bureau of Financial Management under the Director of Financial
Management,” transferring employees currently located within the Office of the City Treasurer to the
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Office of the City Treasurer to the Bureau of Financial Management under the Director of Financial
Management,” transferring employees currently located within the Office of the City Treasurer to the
Bureau of Financial Management is recommended to address the Bureau's staffing shortage and
enhance capacity for its fiscal monitoring functions.
The Grants Manager position within the Bureau of Financial Management plays an important role in
both revenue generation as well as quality assurance in the monitoring and reporting of City
expenditures related to Commonwealth and federal grant funds. The City's Early Intervention
Program (EIP) Report addressed a lack of strategic direction in grants management, which the
incumbent (recently resigned) agreed needed to be addressed in the future. This single position may
be inadequate to provide the City with both grant development, which should be done in conjunction
with liaisons from every City department and bureau, and grant monitoring and reporting. In the
process of developing this Recovery Plan, lapses in required grant reporting have been identified.
This breach threatens the availability of present and future Commonwealth and federal grant funds
for the City. It is important that this function be adequately staffed. In order for monitoring and
reporting to be seamless and to prevent all knowledge of the City's available grant funding from
residing with one individual, this function cannot be performed using side systems (e.g., Microsoft
Word or Excel). The City's available financial systems should be the central information storage
repository for all grant-related information. It is recommended that City departments and bureaus
take responsibility for their own grant development and applications. However, all applications
should be routed through the Bureau of Financial Management for fiscal impact evaluation prior to
grant submission. The Bureau of Financial Management should retain responsibility for grant
monitoring and reporting, as well as processing draw downs and recognizing any other revenue
received.
The City's insurance functions are currently split between the Purchasing Manager
(claims/collections) in the Bureau of Financial Management and the Human Resources Generalist
(monitoring and liaison function) in the Bureau of Human Resources. Additionally, the City has
historically contracted with a third party provider for risk management and insurance services, but
funding for this contract was eliminated in the City's FY2011 Adopted Budget. It is unclear how this
function will be performed in the future. Current staffing levels in the Department of Administration
would not support the successful performance of this function in-house. With the Purchasing
Manager's centralized procurement management responsibilities, the incumbent is not able to
devote significant time to collections, which is a revenue generating function for the City. The City is
well-advised to consider bringing its insurance functions back together in a single bureau, and also
to clarify how these functions will be performed in the future if outsourcing is no longer an option.
Labor relations activities, particularly those dealing with disciplinary actions, grievances and
administrative procedures associated with prolonged leave (e.g., injured-on-duty, worker's
compensation) are reportedly very time consuming for the Director of Human Resources and other
Bureau of Human Resources staff. Without a qualified labor attorney on staff within the City, these
issues are not addressed proactively and often consume more time than is necessary. The City must
reevaluate its current labor management practices, particularly with regard to staffing of this function.
Recommendations for improving this function are included in the Workforce chapter of this Recovery
Plan.
As noted in the EIP Report, the City's employee wage and classification system, particularly for nonbargaining unit positions, should be updated in the near future. The updated system will be a critical
factor in recruiting and retaining qualified employees, particularly for the Department's previously
noted vacancies.
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Bureau of Financial Management is recommended to address the Bureau's staffing shortage and
enhance capacity for its fiscal monitoring functions.
The Grants Manager position within the Bureau of Financial Management plays an important role in
both revenue generation as well as quality assurance in the monitoring and reporting of City
expenditures related to Commonwealth and federal grant funds. The City's Early Intervention
Program (EIP) Report addressed a lack of strategic direction in grants management, which the
incumbent (recently resigned) agreed needed to be addressed in the future. This single position may
be inadequate to provide the City with both grant development, which should be done in conjunction
with liaisons from every City department and bureau, and grant monitoring and reporting. In the
process of developing this Recovery Plan, lapses in required grant reporting have been identified.
This breach threatens the availability of present and future Commonwealth and federal grant funds
for the City. It is important that this function be adequately staffed. In order for monitoring and
reporting to be seamless and to prevent all knowledge of the City's available grant funding from
residing with one individual, this function cannot be performed using side systems (e.g., Microsoft
Word or Excel). The City's available financial systems should be the central information storage
repository for all grant-related information. It is recommended that City departments and bureaus
take responsibility for their own grant development and applications. However, all applications
should be routed through the Bureau of Financial Management for fiscal impact evaluation prior to
grant submission. The Bureau of Financial Management should retain responsibility for grant
monitoring and reporting, as well as processing draw downs and recognizing any other revenue
received.
The City's insurance functions are currently split between the Purchasing Manager
(claims/collections) in the Bureau of Financial Management and the Human Resources Generalist
(monitoring and liaison function) in the Bureau of Human Resources. Additionally, the City has
historically contracted with a third party provider for risk management and insurance services, but
funding for this contract was eliminated in the City's FY2011 Adopted Budget. It is unclear how this
function will be performed in the future. Current staffing levels in the Department of Administration
would not support the successful performance of this function in-house. With the Purchasing
Manager's centralized procurement management responsibilities, the incumbent is not able to
devote significant time to collections, which is a revenue generating function for the City. The City is
well-advised to consider bringing its insurance functions back together in a single bureau, and also
to clarify how these functions will be performed in the future if outsourcing is no longer an option.
Labor relations activities, particularly those dealing with disciplinary actions, grievances and
administrative procedures associated with prolonged leave (e.g., injured-on-duty, worker's
compensation) are reportedly very time consuming for the Director of Human Resources and other
Bureau of Human Resources staff. Without a qualified labor attorney on staff within the City, these
issues are not addressed proactively and often consume more time than is necessary. The City must
reevaluate its current labor management practices, particularly with regard to staffing of this function.
Recommendations for improving this function are included in the Workforce chapter of this Recovery
Plan.
As noted in the EIP Report, the City's employee wage and classification system, particularly for nonbargaining unit positions, should be updated in the near future. The updated system will be a critical
factor in recruiting and retaining qualified employees, particularly for the Department's previously
noted vacancies.
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Projections
The tables below show the Department’s budgeted expenses for 2011 and projected expenses
through 2015 excluding those for the Bureau of Information Technology, which are presented in their
own chapter. The projections are based on the assumptions detailed in the Introduction chapter.

Department of Administration
Projected Expenditures by Function
Category
Office of Business
Administrator
Bureau of Financial
Management
Bureau of Human
Resources
Labor Relations
Operations and Revenue
(Office of the Director)

2011
Budget

2012
Projected

2013
Projected

2014
Projected

2015
Projected

%
Growth

$128,225

$128,224

$128,245

$128,270

$128,300

$128,335

0.1%

$435,234

$439,665

$441,606

$443,687

$445,964

$447,922

1.9%

$370,712

$370,711

$370,999

$371,319

$371,730

$372,204

0.4%

$0

$0

$0

$0

$0

$0

0.0%

$774,981

$774,982

$790,317

$806,436

$823,670

$837,232

8.0%

$0

$0

$0

$0

$0

$0

0.0%

$0
$1,709,152

$0
$1,713,581

$0
$1,731,167

$0
$1,749,712

$0
$1,769,664

$0
$1,785,692

0.0%
4.2%

Collections
Tax and Enforcement
Total

2011
Estimated

Source: 2011 City Adopted Budget, 2011 – 2015 PEL Estimated/Projected

Department of Administration
Projected Expenditures by Major Category
Category
Salaries & Wages

2011
Budget

2011
Estimated

2012
Projected

2013
Projected

2014
Projected

2015
Projected

%
Growth

$1,251,455

$1,251,455

$1,264,548

$1,278,034

$1,291,924

$1,301,462

4.0%

Temporary

$0

$0

$0

$0

$0

$0

0.0%

Overtime

$0

$0

$0

$0

$0

$0

0.0%

$91,307

$95,736

$97,350

$98,382

$99,444

$99,562

4.0%

$0

$0

$0

$0

$0

$0

0.0%

$0

$0

$0

$0

$0

$0

0.0%

$47,450

$47,450

$47,830

$48,258

$48,800

$49,424

4.2%

Social Security
Unemployment
Compensation
Benefits
Legal/Contract
Services
Audit

$71,100

$71,100

$71,367

$71,661

$72,037

$72,469

1.9%

Software

$210

$210

$213

$216

$220

$224

6.9%

Postage

$117,740

$117,740

$119,433

$121,321

$123,763

$126,609

7.5%

$28,800

$28,800

$28,926

$29,065

$29,243

$29,448

2.2%

$71,165

$71,165

$72,090

$73,244

$74,562

$76,053

6.9%

Duplicating
Maintenance
Service Contracts
Lease Purchase

$0

$0

$0

$0

$0

$0

0.0%

Utilities

$0

$0

$0

$0

$0

$0

0.0%

Rentals

$0

$0

$0

$0

$0

$0

0.0%

Custodial

$0

$0

$0

$0

$0

$0

0.0%
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Projections
The tables below show the Department’s budgeted expenses for 2011 and projected expenses
through 2015 excluding those for the Bureau of Information Technology, which are presented in their
own chapter. The projections are based on the assumptions detailed in the Introduction chapter.

Department of Administration
Projected Expenditures by Function
Category
Office of Business
Administrator
Bureau of Financial
Management
Bureau of Human
Resources
Labor Relations
Operations and Revenue
(Office of the Director)

2011
Budget

2012
Projected

2013
Projected

2014
Projected

2015
Projected

%
Growth

$128,225

$128,224

$128,245

$128,270

$128,300

$128,335

0.1%

$435,234

$439,665

$441,606

$443,687

$445,964

$447,922

1.9%

$370,712

$370,711

$370,999

$371,319

$371,730

$372,204

0.4%

$0

$0

$0

$0

$0

$0

0.0%

$774,981

$774,982

$790,317

$806,436

$823,670

$837,232

8.0%

$0

$0

$0

$0

$0

$0

0.0%

$0
$1,709,152

$0
$1,713,581

$0
$1,731,167

$0
$1,749,712

$0
$1,769,664

$0
$1,785,692

0.0%
4.2%

Collections
Tax and Enforcement
Total

2011
Estimated

Source: 2011 City Adopted Budget, 2011 – 2015 PEL Estimated/Projected

Department of Administration
Projected Expenditures by Major Category
Category
Salaries & Wages

2011
Budget

2011
Estimated

2012
Projected

2013
Projected

2014
Projected

2015
Projected

%
Growth

$1,251,455

$1,251,455

$1,264,548

$1,278,034

$1,291,924

$1,301,462

4.0%

Temporary

$0

$0

$0

$0

$0

$0

0.0%

Overtime

$0

$0

$0

$0

$0

$0

0.0%

$91,307

$95,736

$97,350

$98,382

$99,444

$99,562

4.0%

$0

$0

$0

$0

$0

$0

0.0%

$0

$0

$0

$0

$0

$0

0.0%

$47,450

$47,450

$47,830

$48,258

$48,800

$49,424

4.2%

Social Security
Unemployment
Compensation
Benefits
Legal/Contract
Services
Audit

$71,100

$71,100

$71,367

$71,661

$72,037

$72,469

1.9%

Software

$210

$210

$213

$216

$220

$224

6.9%

Postage

$117,740

$117,740

$119,433

$121,321

$123,763

$126,609

7.5%

$28,800

$28,800

$28,926

$29,065

$29,243

$29,448

2.2%

$71,165

$71,165

$72,090

$73,244

$74,562

$76,053

6.9%

Duplicating
Maintenance
Service Contracts
Lease Purchase

$0

$0

$0

$0

$0

$0

0.0%

Utilities

$0

$0

$0

$0

$0

$0

0.0%

Rentals

$0

$0

$0

$0

$0

$0

0.0%

Custodial

$0

$0

$0

$0

$0

$0

0.0%
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2011
Budget

Category
Other
Miscellaneous
Total

2011
Estimated

2012
Projected

2013
Projected

2014
Projected

2015
Projected

%
Growth

$29,925

$29,925

$30,023

$30,143

$30,282

$30,440

1.7%

$1,709,152

$1,713,581

$1,731,167

$1,749,712

$1,769,664

$1,785,692

4.2%

Department of Administration
Projected Expenditures – Personnel and Non-Personnel
Category
Personnel
Expenditures
Non Personnel
Expenditures
Total

2011
Budget

2011
Estimated

2012
Projected

2013
Projected

2014
Projected

2015
Projected

%
Growth

$1,342,762

$1,347,191

$1,369,898

$1,384,415

$1,399,369

$1,401,024

4.0%

$366,390
$1,709,152

$366,390
$1,713,581

$369,881
$1,731,167

$373,908
$1,749,712

$378,907
$1,769,664

$384,668
$1,785,692

5.0%
4.2%

Initiatives
While many recommendations have been made throughout this chapter related to the effective
operations of the Department of Administration, the following initiatives reflect those changes that
can yield reductions in expenditures or increases in revenue, as well as those that have a significant
impact on the efficiency of the Department. The Department's greatest needs are those for
adequate staffing, strengthened financial controls and proactive financial management.
ADMIN01.

Implement quarterly financial reporting and associated review process
Target outcome:

Improved accountability

Five year financial impact:

Not available

Responsible party:

Business Administrator

The Bureau of Financial Management shall produce quarterly financial reports within 45 days of the
end of the quarter for review by City department and bureau managers as well as the City's elected
officials. As recommended by the Government Financial Officers Association (GFOA), "a
government should undertake a process at least quarterly to ensure the ongoing completeness and
accuracy of the financial data it collects. This process should include appropriate reconciliations to
identify needed adjustments, as well as financial analysis of interim management reports to identify
anomalous or incomplete data that may need to be corrected."25
The City shall make budget amendments as needed during the second and third quarter financial
report reviews. GFOA recommends, in times of fiscal of distress, that municipalities should "try to

25

Government Finance Officers Association (GFOA) Best Practice, Improving the Timeliness of Financial Reports
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2011
Budget

Category
Other
Miscellaneous
Total

2011
Estimated

2012
Projected

2013
Projected

2014
Projected

2015
Projected

%
Growth

$29,925

$29,925

$30,023

$30,143

$30,282

$30,440

1.7%

$1,709,152

$1,713,581

$1,731,167

$1,749,712

$1,769,664

$1,785,692

4.2%

Department of Administration
Projected Expenditures – Personnel and Non-Personnel
Category
Personnel
Expenditures
Non Personnel
Expenditures
Total

2011
Budget

2011
Estimated

2012
Projected

2013
Projected

2014
Projected

2015
Projected

%
Growth

$1,342,762

$1,347,191

$1,369,898

$1,384,415

$1,399,369

$1,401,024

4.0%

$366,390
$1,709,152

$366,390
$1,713,581

$369,881
$1,731,167

$373,908
$1,749,712

$378,907
$1,769,664

$384,668
$1,785,692

5.0%
4.2%

Initiatives
While many recommendations have been made throughout this chapter related to the effective
operations of the Department of Administration, the following initiatives reflect those changes that
can yield reductions in expenditures or increases in revenue, as well as those that have a significant
impact on the efficiency of the Department. The Department's greatest needs are those for
adequate staffing, strengthened financial controls and proactive financial management.
ADMIN01.

Implement quarterly financial reporting and associated review process
Target outcome:

Improved accountability

Five year financial impact:

Not available

Responsible party:

Chief of Staff/Business Administrator

The Bureau of Financial Management shall produce quarterly financial reports within 45 days of the
end of the quarter for review by City department and bureau managers as well as the City's elected
officials. As recommended by the Government Financial Officers Association (GFOA), "a
government should undertake a process at least quarterly to ensure the ongoing completeness and
accuracy of the financial data it collects. This process should include appropriate reconciliations to
identify needed adjustments, as well as financial analysis of interim management reports to identify
anomalous or incomplete data that may need to be corrected."27
The City shall make budget amendments as needed during the second and third quarter financial
report reviews. GFOA recommends, in times of fiscal of distress, that municipalities should "try to

27

Government Finance Officers Association (GFOA) Best Practice, Improving the Timeliness of Financial Reports
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avoid formal adjustments unless the budget reduction is large, likely permanent, and/or in an
earmarked source of revenue."26
Rather than specific line item review and approval, the City Council shall have accurate and timely
data on the City’s financial condition - and the opportunity to question and analyze the specifics of
that condition - through the established quarterly financial review process. As noted by GFOA,
"usually, controls at a very low level of the chart of accounts (e.g., line-item level) will cost more to
administer and manage than they will bring in benefits. Instead, consider setting controls for major
areas of expenditure like operations and maintenance of assets or salaries. More detailed controls
focused on specific problem areas, like overtime, might also be helpful."27
The City's quarterly reports, produced by the Bureau of Financial Management, will highlight any
variances through the comparison of budgeted to actual totals. The reports will include specific
details on budgeted versus filled positions and total salary expenditures in each City department and
bureau. The quarterly reports will also show the prior quarters' revenue and expenditure totals as
well as year over year comparisons (e.g., first quarter of 2011 as compared with first quarter of
2010). Once completed, the quarterly reports should be reviewed by the Coordinator who shall
provide comments and recommendations on them to the City’s elected officials. If a variation
from the adopted plan of greater than 1% has been determined by the Coordinator in
accordance with GAAP, the Mayor shall provide the Coordinator with reports describing the
actual or current estimates of revenues and expenditures compared to budgeted revenues and
expenditures for such period reflected in its cash flow forecast. Each quarterly report shall
indicate any variance between actual or current estimates and budgeted revenues,
expenditures or cash for the period along with any correct actions deemed necessary. The
report shall also include information on debt service requirements and payments made thereon
during the period.

ADMIN02.

Develop comprehensive City-wide financial policies
Target outcome:

Improved accountability

Five year financial impact:

Not available

Responsible party:

Business Administrator

With guidance and support from the Act 47 Coordinator, the City shall establish formal financial
policies. These policies shall address a number of functional areas that shall include, but are not
limited to:







26
27

Operating budget;
Revenues and expenditures;
Reserves;
Capital improvements;
Debt management;
Investments; and
Accounting, auditing and financial reporting.

Government Finance Officers Association (GFOA), Process for Recovering from Financial Distress
Government Finance Officers Association (GFOA), Process for Recovering from Financial Distress
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avoid formal adjustments unless the budget reduction is large, likely permanent, and/or in an
earmarked source of revenue."28
Rather than specific line item review and approval, the City Council shall have accurate and timely
data on the City’s financial condition - and the opportunity to question and analyze the specifics of
that condition - through the established quarterly financial review process. As noted by GFOA,
"usually, controls at a very low level of the chart of accounts (e.g., line-item level) will cost more to
administer and manage than they will bring in benefits. Instead, consider setting controls for major
areas of expenditure like operations and maintenance of assets or salaries. More detailed controls
focused on specific problem areas, like overtime, might also be helpful."29
The City's quarterly reports, produced by the Bureau of Financial Management, will highlight any
variances through the comparison of budgeted to actual totals. The reports will include specific
details on budgeted versus filled positions and total salary expenditures in each City department and
bureau. The quarterly reports will also show the prior quarters' revenue and expenditure totals as
well as year over year comparisons (e.g., first quarter of 2011 as compared with first quarter of
2010). Once completed, the quarterly reports should be reviewed by the Coordinator who shall
provide comments and recommendations on them to the City’s elected officials. If a variation
from the adopted plan of greater than 1% has been determined by the Coordinator in
accordance with GAAP, the Mayor shall provide the Coordinator with reports describing the
actual or current estimates of revenues and expenditures compared to budgeted revenues and
expenditures for such period reflected in its cash flow forecast. Each quarterly report shall
indicate any variance between actual or current estimates and budgeted revenues,
expenditures or cash for the period along with any correct actions deemed necessary. The
report shall also include information on debt service requirements and payments made thereon
during the period.

ADMIN02.

Develop comprehensive City-wide financial policies
Target outcome:

Improved accountability

Five year financial impact:

Not available

Responsible party:

Chief of Staff/Business Administrator

With guidance and support from the Act 47 Coordinator, the City shall establish formal financial
policies. These policies shall address a number of functional areas that shall include, but are not
limited to:







28
29

Operating budget;
Revenues and expenditures;
Reserves;
Capital improvements;
Grants administration;
Debt management;
Investments; and

Government Finance Officers Association (GFOA), Process for Recovering from Financial Distress
Government Finance Officers Association (GFOA), Process for Recovering from Financial Distress
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These policies shall be developed in accordance with GFOA best practices. Specific policies that
shall be developed include, but are not limited to:


Process for Annual Closing of Books - As discussed previously in the Assessment section of
this chapter, the City shall use the 13th month function within Pentamation to keep both the
prior and current year's books open. The 13th month shall be used to complete all
outstanding transactions in the prior year, while allowing the new year's books to open in late
December or the first week of January. Once all transactions from the prior year are
completed, the 13th month should be closed. This closure should occur no later than 90 days
after January 1.



Cash Flow Management and Monitoring - The City shall undertake routine variance analyses
to evaluate budgeted to actual revenue and expenditures, in addition to continuing formal
cash flow analyses to examine income and outflow of cash in the context of the City's ability
to meet its obligations.



Fund Balance - The City shall establish a fund balance policy that identifies the appropriate
size of unreserved fund balance, the process by which resources are set aside for
unreserved fund balance and the methods by which unreserved fund balance resources may
be utilized.



Process for Departmental Budget Charge Backs - The City shall establish a policy to identify
internal operations that necessitate departmental charge backs (e.g., the Bureau of
Information Technology charging City departments and bureaus for network administration
services) and create an internal service fund structure within the chart of accounts in order to
document and monitor chargebacks as needed.



Process for Preparation, Coordination and Response to Comprehensive Annual Financial
Audits - The City shall formally establish a policy outlining the necessary preparations for the
annual audit, the roles and responsibilities of City staff in coordinating the completion of the
annual audit, and the process by which the City will respond to any corrective actions
outlined in the external audit upon its completion.

ADMIN03.

Implement a standard budget development calendar
Target outcome:

Improved efficiency and accountability

Five year financial impact:

Not available

Responsible party:

Business Administrator

The City's official budget development process shall begin much earlier than the current schedule
allows. In the future, the City's overall budget development process shall begin with the Bureau of
Financial Management's development of City-wide revenue estimates, analysis of required debt and
operating expenses (both contractual and mandated expenditures) and identification of reductions
required to develop a balanced budget. Identified targets for revenue and expenditure shall be
provided by the Bureau of Financial Management to City departments and bureaus prior to the
development of their initial proposals. Department and bureau's initial budget proposals for the next
fiscal year shall be submitted to the Bureau of Financial Management no later than late
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Accounting, auditing and financial reporting.

These policies shall be developed in accordance with GFOA best practices. Specific policies that
shall be developed include, but are not limited to:


Process for Annual Closing of Books - As discussed previously in the Assessment section of
this chapter, the City shall use the 13th month function within Pentamation to keep both the
prior and current year's books open. The 13th month shall be used to complete all
outstanding transactions in the prior year, while allowing the new year's books to open in late
December or the first week of January. Once all transactions from the prior year are
completed, the 13th month should be closed. This closure should occur no later than 90 days
after January 1.



Cash Flow Management and Monitoring - The City shall undertake routine variance analyses
to evaluate budgeted to actual revenue and expenditures, in addition to continuing formal
cash flow analyses to examine income and outflow of cash in the context of the City's ability
to meet its obligations.



Fund Balance - The City shall establish a fund balance policy that identifies the appropriate
size of unreserved fund balance, the process by which resources are set aside for
unreserved fund balance and the methods by which unreserved fund balance resources may
be utilized.



Process for Departmental Budget Charge Backs - The City shall establish a policy to identify
internal operations that necessitate departmental charge backs (e.g., the Bureau of
Information Technology charging City departments and bureaus for network administration
services) and create an internal service fund structure within the chart of accounts in order to
document and monitor chargebacks as needed.



Process for Preparation, Coordination and Response to Comprehensive Annual Financial
Audits - The City shall formally establish a policy outlining the necessary preparations for the
annual audit, the roles and responsibilities of City staff in coordinating the completion of the
annual audit, and the process by which the City will respond to any corrective actions
outlined in the external audit upon its completion.

ADMIN03.

Implement a standard budget development calendar
Target outcome:

Improved efficiency and accountability

Five year financial impact:

Not available

Responsible party:

Chief of Staff/Business Administrator

The City's official budget development process shall begin much earlier than the current schedule
allows. In the future, the City's overall budget development process shall begin with the Bureau of
Financial Management's development of City-wide revenue estimates, analysis of required debt and
operating expenses (both contractual and mandated expenditures) and identification of reductions
required to develop a balanced budget. Identified targets for revenue and expenditure shall be
provided by the Bureau of Financial Management to City departments and bureaus prior to the
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summer/early fall of the current fiscal year. This will allow adequate time for the necessary dialogue
described in the Assessment section of this chapter. If multiple reduction scenarios are needed, it is
critical to engage City department heads and bureau directors in conversation as early as possible.
When final reductions are determined, clear communication outlining the process by which the
reductions were made shall be provided in writing so that department and bureau directors, City
Administration and all City elected officials understand considerations that were made in developing
the proposed budget plan.
Therefore, the City shall adopt and implement the following budget calendar:







July to August - Bureau of Financial Management develops revenue and expenditure
projections using first six months of actuals for current fiscal year; provides projections and
budget targets to departments and bureaus
August to September - Using projections and targets provided, departments and bureaus
complete annual budget proposals and submit to Bureau of Financial Management; Bureau
of Financial Management and City departments and bureaus review and refine proposals
through ongoing, collaborative discussion
September to October - Administration's Proposed Budget is finalized by the Mayor
October to November - City Council reviews budget; public hearings held
November - Budget is adopted

The proposed budget document shall be widely available (e.g., posted on the City's website, in hardcopy by request) and shall include: a table of contents; a budget message that articulates priorities
and issues for the upcoming year and also explains any significant changes in priorities; an overview
of significant budgetary items and trends; an organization chart for the City; a summary of major
revenues and expenditures, as well as other financing sources and uses; summaries of expenditures
and revenues and other financing sources; projected changes in fund balances for appropriated
governmental funds included in the budget; descriptions of major revenue sources; an explanation of
the underlying assumptions for revenue estimates; a discussion of significant revenue trends; all
budgeted capital expenditures; financial data on current debt obligations; a schedule or summary of
personnel or position counts for prior, current and budgeted years; and descriptions of activities,
services or functions carried out by organizational units in the City.28

ADMIN04.

Establish standard position control system
Target outcome:

Improved accountability

Five year financial impact:

Not available

Responsible party:

Business Administrator

At present, the City's position control tracking tool is the FY2011 budget ordinance. The Department
of Administration and the Office of the City Controller share responsibility for the position control
function. The Office of the City Controller retains the authority to approve pay for only those positions
listed in the FY2011 budget.

28

Government Finance Officers Association (GFOA), Distinguished Budget Presentation Awards Program, Detailed Criteria Location Guide,
2011.
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development of their initial proposals. Department and bureau's initial budget proposals for the next
fiscal year shall be submitted to the Bureau of Financial Management no later than late
summer/early fall of the current fiscal year. This will allow adequate time for the necessary dialogue
described in the Assessment section of this chapter. If multiple reduction scenarios are needed, it is
critical to engage City department heads and bureau directors in conversation as early as possible.
When final reductions are determined, clear communication outlining the process by which the
reductions were made shall be provided in writing so that department and bureau directors, City
Administration and all City elected officials understand considerations that were made in developing
the proposed budget plan.
Therefore, the City shall adopt and implement the following budget calendar:







July to August - Bureau of Financial Management develops revenue and expenditure
projections using first six months of actuals for current fiscal year; provides projections and
budget targets to departments and bureaus
August to September - Using projections and targets provided, departments and bureaus
complete annual budget proposals and submit to Bureau of Financial Management; Bureau
of Financial Management and City departments and bureaus review and refine proposals
through ongoing, collaborative discussion
September to October - Administration's Proposed Budget is finalized by the Mayor
October to November - City Council reviews budget; public hearings held
November - Budget is adopted

The proposed budget document shall be widely available (e.g., posted on the City's website, in hardcopy by request) and shall include: a table of contents; a budget message that articulates priorities
and issues for the upcoming year and also explains any significant changes in priorities; an overview
of significant budgetary items and trends; an organization chart for the City; a summary of major
revenues and expenditures, as well as other financing sources and uses; summaries of expenditures
and revenues and other financing sources; projected changes in fund balances for appropriated
governmental funds included in the budget; descriptions of major revenue sources; an explanation of
the underlying assumptions for revenue estimates; a discussion of significant revenue trends; all
budgeted capital expenditures; financial data on current debt obligations; a schedule or summary of
personnel or position counts for prior, current and budgeted years; and descriptions of activities,
services or functions carried out by organizational units in the City.30

ADMIN04.

Establish standard position control system
Target outcome:

Improved accountability

Five year financial impact:

Not available

Responsible party:

Chief of Staff/Business Administrator

At present, the City's position control tracking tool is the FY2011 budget ordinance. The Department
of Administration and the Office of the City Controller share responsibility for the position control
function. The Office of the City Controller retains the authority to approve pay for only those positions
listed in the FY2011 budget.
30

Government Finance Officers Association (GFOA), Distinguished Budget Presentation Awards Program, Detailed Criteria Location Guide,
2011.
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A comprehensive, City-wide position control system shall be established - one that is part of the
City's mainframe system (or any replacement for that system) as well as Pentamation. Position
control systems are intended to track approved full and part time positions, funding sources and the
amount budgeted for each position in every City department and bureau. An effective position
control function ensures that only budgeted and approved positions are filled. Assigning each
position, rather than employee, a number and then tracking it allows the City to monitor the history of
a position over time.
Position control shall be incorporated into the City's budget documents and financial reporting. The
Bureaus of Financial Management and Human Resources shall then implement a City-wide position
control review process to evaluate and approve all position changes, including changes in wages
and classification.

ADMIN05.

Conduct comprehensive review of City purchasing policies
Target outcome:

Improved accountability

Five year financial impact:

Not available

Responsible party:

Business Administrator

Purchasing practices within the City are currently governed by the City's Purchasing Manual, which
is enforced by the Purchasing and Insurance Claims/Collections Manager as well as the City
Controller. While the existence of formal purchasing policies is a positive sign, it is advisable that
these policies undergo a comprehensive review in order to identify any areas requiring updates or
revisions.
With guidance and support from the Act 47 Coordinator, the City shall conduct a comprehensive
review of all City purchasing policies. The review shall include an evaluation of current policies
against established GFOA best practices regarding:






Assignment of authority (duties of all staff associated with purchasing);
Full and open competition (particularly competitive bidding);
Ethics (such as prohibitions on gratuities or nepotism);
Preferences (such as preferences for minority or women owned businesses); and
Registrations/certifications (such as equal opportunity employer registration).

The review shall also evaluate the appropriateness of cost thresholds currently mandated in the
City's purchasing policies, as well as any potential to increase joint purchasing with other
governmental organizations. As discussed in Initiative CON03 “Use code and statutory authority to
ensure sound financial practices” in the City Controller chapter of this Recovery Plan, the City
Controller shall participate in the review the City's current policies and shall offer input on required
updates and revisions.
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A comprehensive, City-wide position control system shall be established - one that is part of the
City's mainframe system (or any replacement for that system) as well as Pentamation. Position
control systems are intended to track approved full and part time positions, funding sources and the
amount budgeted for each position in every City department and bureau. An effective position
control function ensures that only budgeted and approved positions are filled. Assigning each
position, rather than employee, a number and then tracking it allows the City to monitor the history of
a position over time.
Position control shall be incorporated into the City's budget documents and financial reporting. The
Bureaus of Financial Management and Human Resources shall then implement a City-wide position
control review process to evaluate and approve all position changes, including changes in wages
and classification.

ADMIN05.

Conduct comprehensive review of City purchasing policies
Target outcome:

Improved accountability

Five year financial impact:

Not available

Responsible party:

Chief of Staff/Business Administrator

Purchasing practices within the City are currently governed by the City's Purchasing Manual, which
is enforced by the Purchasing and Insurance Claims/Collections Manager as well as the City
Controller. While the existence of formal purchasing policies is a positive sign, it is advisable that
these policies undergo a comprehensive review in order to identify any areas requiring updates or
revisions.
With guidance and support from the Act 47 Coordinator, the City shall conduct a comprehensive
review of all City purchasing policies. The review shall include an evaluation of current policies
against established GFOA best practices regarding:






Assignment of authority (duties of all staff associated with purchasing);
Full and open competition (particularly competitive bidding);
Ethics (such as prohibitions on gratuities or nepotism);
Preferences (such as preferences for minority or women owned businesses); and
Registrations/certifications (such as equal opportunity employer registration).

The review shall also evaluate the appropriateness of cost thresholds currently mandated in the
City's purchasing policies, as well as any potential to increase joint purchasing with other
governmental organizations.
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ADMIN06.

Modify existing chart of accounts to track Commonwealth and Federal grant
program funds on an individual basis
Target outcome:

Improved accountability

Five year financial impact:

Not available

Responsible party:

Director of Financial Management

At present, the City's chart of accounts, financial management system (Pentamation) and treasury
mainframe application (DREV) do not offer the flexibility to account for Commonwealth and Federal
grant funds in individual accounts. This structure makes it difficult to properly account for grant funds
received and expended and also complicates reporting required to relevant authorities. Therefore,
the City shall modify its chart of accounts to allow for grant-specific revenue and expenditure
monitoring.
ADMIN07.

Eliminate the bulk copy service in the City's Duplication Center; eliminate one
position
Target outcome:

Cost reduction

Five year financial impact:

$167,811

Responsible party:

Business Administrator

The Duplication Center and Central Office Supply are not used consistently by all City departments.
The use of these services is not mandated City-wide, and departments manage their own duplication
needs and routinely purchase goods and services outside of the centralized functions. While the
Duplication Center provides a valued service in the City, it is a service that can be procured
elsewhere at less cost to the City.
The City shall eliminate the bulk copying services provided in the Duplication Center and eliminate
the Reproductive Technician II position. The savings shown below are attributable solely to the
elimination of this position.29 The remaining position, Central Support Assistant II, shall be
responsible for the remaining services provided in the Duplication Center (e.g., printing of tax and
utility bills and preparations for mailing, mail room management and central office supply). The
Central Support Assistant II shall be assisted in printing of tax and utility bills and preparations for
mailing as needed by the Customer Service Representatives in the Bureau of Operations and
Revenue. The Representatives will provide rotating support during bill printing and mailing periods
as directed by the Director of Operations and Revenue.

Financial Impact

29

2011

2012

2013

2014

2015

Total

$9,871

$39,485

$39,485

$39,485

$39,485

$167,811

Salary information drawn from Harrisburg City Council Ordinance No. 20 of Session 2010.
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ADMIN06.

Modify existing chart of accounts to track Commonwealth and Federal grant
program funds on an individual basis
Target outcome:

Improved accountability

Five year financial impact:

Not available

Responsible party:

Director of Financial Management

At present, the City's chart of accounts, financial management system (Pentamation) and treasury
mainframe application (DREV) do not offer the flexibility to account for Commonwealth and Federal
grant funds in individual accounts. This structure makes it difficult to properly account for grant funds
received and expended and also complicates reporting required to relevant authorities. Therefore,
the City shall modify its chart of accounts to allow for grant-specific revenue and expenditure
monitoring.
ADMIN07.

Eliminate the bulk copy service in the City's Duplication Center; eliminate one
position
Target outcome:

Cost reduction

Five year financial impact:

$167,811

Responsible party:

Chief of Staff/Business Administrator

The Duplication Center and Central Office Supply are not used consistently by all City departments.
The use of these services is not mandated City-wide, and departments manage their own duplication
needs and routinely purchase goods and services outside of the centralized functions. While the
Duplication Center provides a valued service in the City, it is a service that can be procured
elsewhere at less cost to the City.
The City shall eliminate the bulk copying services provided in the Duplication Center and eliminate
the Reproductive Technician II position. The savings shown below are attributable solely to the
elimination of this position.31 The remaining position, Central Support Assistant II, shall be
responsible for the remaining services provided in the Duplication Center (e.g., printing of tax and
utility bills and preparations for mailing, mail room management and central office supply). The
Central Support Assistant II shall be assisted in printing of tax and utility bills and preparations for
mailing as needed by the Customer Service Representatives in the Bureau of Operations and
Revenue. The Representatives will provide rotating support during bill printing and mailing periods
as directed by the Director of Operations and Revenue.

Financial Impact

31

2011

2012

2013

2014

2015

Total

$9,871

$39,485

$39,485

$39,485

$39,485

$167,811

Salary information drawn from Harrisburg City Council Ordinance No. 20 of Session 2010.
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ADMIN08.

Reclassify current Chief of Staff/Business Administrator position to Business
Administrator and increase hiring salary
Target outcome:

Improved operations and accountability

Five year financial impact:

($178,500)

Responsible party:

Mayor and Director of Human Resources

The City shall reclassify the existing Chief of Staff/Business Administrator position to that of
Business Administrator. This reclassification clarifies the incumbent's focus and priorities in terms of
job responsibilities. With supervision and direction from the Mayor, the Business Administrator shall
oversee the internal operations of the City, develop the City's annual operating and capital budgets
and coordinate interdepartmental cooperation and communication between all department and
bureau management staff. The Chief of Staff title shall be abolished. Continued assistance to the
Mayor shall be provided by the Ombudsman, Assistant to the Mayor and the Communications
Director.
The City shall also increase the hiring salary for the Business Administrator position from the current
budgeted amount of $83,000 to $125,000. This recommended hiring salary is based on comparative
compensation data for chief administrative officers in other similarly-sized jurisdictions in the
Northeast region. In order to attract an experienced, talented incumbent for this position, particularly
an incumbent well-equipped to facilitate the implementation of this Recovery Plan, the City must
offer a competitive compensation package.
The financial impact information shown below reflects the estimated annual cost to the City
associated with increasing the salary for the position.

Financial Impact
2011

2012

2013

2014

2015

Total

($10,500)

($42,000)

($42,000)

($42,000)

($42,000)

($178,500)

ADMIN09.

Eliminate manual data entry processes in the Bureau of Financial Management
Target outcome:

Improved efficiency and accountability

Five year financial impact:

Not available

Responsible party:

Business Administrator

Staff within the Bureau of Financial Management are currently performing manual entry in the
Pentamation system, because a link does not currently exist between Pentamation and DREV, the
Office of the Treasurer's mainframe application. The daily Treasury report is run from DREV and
provided to Bureau of Financial Management staff. The Budget Manager or Accounting Manager
then manually enters the data into Pentamation. The Bureau of Information Technology (IT) has
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ADMIN08.

Revise job description and increase the salary range for Chief of Staff/Business
Administrator position
Target outcome:

Improved operations and accountability

Five year financial impact:

($178,500)

Responsible party:

Mayor and Director of Human Resources

With supervision and direction from the Mayor, the Chief of Staff/Business Administrator shall
oversee the internal operations of the City, develop the City's annual operating and capital budgets
and coordinate interdepartmental cooperation and communication between all department and
bureau management staff.
The City shall also increase the salary range for the Chief of Staff/Business Administrator position to
$86,000 to $125,000. This increased salary range is based on comparative compensation data for
chief administrative officers in other similarly-sized jurisdictions in the Northeast region. In order to
attract an experienced, talented incumbent for this position, particularly an incumbent well-equipped
to facilitate the implementation of this Recovery Plan, the City must offer a competitive
compensation package.
The financial impact information shown below reflects the estimated annual cost to the City
associated with increasing the salary range for the position.

Financial Impact
2011

2012

2013

2014

2015

Total

($10,500)

($42,000)

($42,000)

($42,000)

($42,000)

($178,500)

ADMIN09.

Eliminate manual data entry processes in the Bureau of Financial Management
Target outcome:

Improved efficiency and accountability

Five year financial impact:

Not available

Responsible party:

Chief of Staff/Business Administrator

Staff within the Bureau of Financial Management are currently performing manual entry in the
Pentamation system, because a link does not currently exist between Pentamation and DREV, the
Office of the Treasurer's mainframe application. The daily Treasury report is run from DREV and
provided to Bureau of Financial Management staff. The Budget Manager or Accounting Manager
then manually enters the data into Pentamation. The Bureau of Information Technology (IT) has
developed a script to eliminate this manual procedure, but it has not been utilized due to coding
errors; IT is working to resolve these errors. Payroll rates are also manually entered into
Pentamation by the Budget Manager every two weeks; a process that staff estimates takes 45
minutes to perform.
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developed a script to eliminate this manual procedure, but it has not been utilized due to coding
errors; IT is working to resolve these errors. Payroll rates are also manually entered into
Pentamation by the Budget Manager every two weeks; a process that staff estimates takes 45
minutes to perform.
These manual data entry processes within the Bureau of Financial Management shall be eliminated.
It is unnecessary work, and any manual entry is an opportunity for a mistake. The daily Treasury
report provides critical cash balance data and must be accurately and quickly incorporated into
Pentamation. Elimination of manual data entry will save time daily and ensure that the number of
hand-keyed entries is minimized. The Bureau of Financial Management shall seek assistance from
IT staff in implementing the existing script for the daily Treasury report and developing a script for
uploading payroll data into Pentamation.
ADMIN10.

Add a Senior Accountant position to the Bureau of Financial Management
Target outcome:

Improved financial compliance and accountability

Five year financial impact:

($233,750)

Responsible party:

Director of Financial Management

The Bureau of Financial Management needs a Certified Professional Accountant (CPA) to help
prepare and evaluate critical financial documents, prepare for the annual audit, ensure compliance
with granting agencies and initiate and update financial policies. This position shall be responsible
for the preparation of audit documents, ensuring financial compliance with Federal and
Commonwealth grants, instituting and/or updating financial and purchasing policies and performing
other key financial management tasks, as appropriate. Adding professional financial management
capacity will provide a continuation of the financial operations support services funded by the
Commonwealth’s EIP grant in 2011. Funding for this position is being requested through DCED’s
Act 47 grant awards.

Financial Impact
2011

2012

2013

2014

2015

Total

($13,750)

($55,000)

($55,000)

($55,000)

($55,000)

($233,750)
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These manual data entry processes within the Bureau of Financial Management shall be eliminated.
It is unnecessary work, and any manual entry is an opportunity for a mistake. The daily Treasury
report provides critical cash balance data and must be accurately and quickly incorporated into
Pentamation. Elimination of manual data entry will save time daily and ensure that the number of
hand-keyed entries is minimized. The Bureau of Financial Management shall seek assistance from
IT staff in implementing the existing script for the daily Treasury report and developing a script for
uploading payroll data into Pentamation.

ADMIN10.

Add a Senior Accountant position to the Bureau of Financial Management
Target outcome:

Improved financial compliance and accountability

Five year financial impact:

($233,750)

Responsible party:

Director of Financial Management

The Bureau of Financial Management needs a Certified Professional Accountant (CPA) to help
prepare and evaluate critical financial documents, prepare for annual audits, ensure compliance with
granting agencies and initiate and update financial policies. This position shall be responsible for the
preparation of audit documents, ensuring financial compliance with Federal and Commonwealth
grants, instituting and/or updating financial and purchasing policies and performing other key
financial management tasks, as appropriate. Adding professional financial management capacity
will provide a continuation of the financial operations support services funded by the
Commonwealth’s EIP grant in 2011. Funding for this position is being requested through DCED’s
Act 47 grant awards.

Financial Impact
2011

2012

2013

2014

2015

Total

($13,750)

($55,000)

($55,000)

($55,000)

($55,000)

($233,750)
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