LI ST OF CHECKLI ST | TEM5S FOR A COVPREHENSI VE MANAGEMENT

OVERVI EW OF CODE ENFCORCEMENT I N ANY CI TY

YES

I's there an organi zation chart that
clearly defines lines of authority and
responsibility for the City?

NO COWMENTS

(a) If not, are such lines clearly
est abl i shed and under st ood by
all enpl oyees?

Does the City have an inspection progranf

What is the status of the foll owi ng types
of codes:

Edi ti on
Code Type Adopt ed
Bui | di ng

Pl unbi ng

El ectrica

Gas

Mechani ca

Housi ng

Abandoned Structures

Handi cap

Swi mmi ng Pool

Anusenent

Zoni ng

Excavati on

Abandoned Cars

Overgrown Lots

O her (Expl ai n)

Enf or ced?

Yes No



COMMVENTS:

4, Conpl ete the following information on the inspectors:

| nspector's Codes Ful I tinme/ Part -
Nanme Enf or ced ti e _or Contract Certifications

5. What is the permit and inspection history for the previous 12 nonths on
the follow ng:

Code # Permts #l nspections

Bui | di ng

Pl unbi ng

El ectrica

Gas

Mechani ca

Housi ng

Abandoned Structures

Handi cap

Swi ni ng Pool

Abandoned Cars NA
NA

Zoni ng
Overgrown lots

O her Explain






YES NO COMVENTS

Does the City provide review of
conmer ci al pl ans?

Does the City issue a certificate of
occupancy and does it enforce it?

Do inspectors issue citations as an
enf or cenent nechani sn®?

Does the City provide training on
changes in the code(s)?

Do revenues equal or exceed expenditures?




LI ST OF CHECKLI ST | TEM5S FOR A COVPREHENSI VE MANAGEMENT
OVERVI EW OF LEGAL MATTERS IN ANY CI TY

YES NO COMVENTS

I's there an organi zation chart that
clearly defines lines of authority and
responsibility for the City?

(a) If not, are such lines clearly
est abl i shed and under st ood by
all enpl oyees?

Charter, Minicipal Code and O di nances

VWhat kind of charter does the city have?

(a) Ceneral | aw nayor al dernmani c?

(b) Ceneral | aw nmanager-conm ssi on?

(c) Ceneral |aw nodified council-nanager?

(d) Private act? (Private Acts ___ ,
chapter )

(e) Hone rul e?

Does the City have a current charter
conpilation that includes all the
amendnents to the charter?




YES NO COMVENTS

Is the charter readily avail able and

accessible to city officers, enployees

and the public?

Is the charter reviewed on a frequent,

regul ar schedul e for the purpose of

renovi ng obsol ete provisions and inserting
needed provi sions?

Is the charter clear and unanbi guous

relative to:

(a) El ections of officers?

(b) Filling of vacancies in elective
of fice?

(c) Quorum and voting requirenents on
ordi nances, resolutions and notions?

(d) Wi ch city personnel are officers
and which are enpl oyees?

(e) The rel ative powers and duties of
the mayor (or city manager) and the
board or comm ssion?

(f) Sal ary and/ or other conpensation of
of ficers?

(9) Recal |l or nethod of renoval, if any,
of officers?

YES NO COMVENTS

(h) The property rights, if any, of
enpl oyees in their jobs?

(i) The procedural "hoops," if any, for
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t he di scipline, including termn na-
tion, of enployees?

(j) The due and del i nquency dates for
property taxes?

(k) The procedure for the collection of
property taxes?

Does the City have a current nunicipa
code?

Was the nunicipal code properly adopted?

I's the municipal code readily avail able
to city officials, enployees and the
public?

I's the municipal code reviewed on a
frequent, regular basis for the purpose
of renovi ng obsol ete provisions and

i nserting needed ones?

10.

Is a certain officer or enployee
assigned the definite responsibility
of insuring that ordi nance adoption
procedures are rigorously followed and
the responsibility of preserving a
record of such ordi nances?

11.

I's that person, if any, thoroughly
fam liar with ordi nance adoption
pr ocedur es?

YES

NO COMMVENTS

12.

Is there a definite prescribed place in
the City's offices for the City's
ordi nances to be kept?

13.

Are ordi nances filed and preserved by
some systematic nethod, such as by
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nunber, date, subject, etc.?

Muni ci

pal Records in Genera

Does the City have a definite prescribed
place in City offices for the City's
records to be filed and preserved?

Is a certain officer or enployee assigned
the definite responsibility for Cty
records filing and preservation?

Does the City have a systematic filing
systemthat is understandable to Gty
of ficers, enployees and the public?

Are the City's records easily and
readily accessible to City officers,
enpl oyees, and the public?

I's the person responsible for records
filing and preservation faniliar with,
and does he or she, follow the Open
Records Law?

Muni ci

pal Meetings

Are regular neetings of the City
governing held at the tines and pl aces
prescribed by the City charter, code
or ordi nances?

YES

NO COMMENTS

Are special neetings called and held in
accordance with the City charter?

| s adequate notice of both regular and
speci al neetings given to the public?

Is the person who is responsible for
general supervision of the City famliar
with the Open Meetings Law?




Are minutes clearly reflecting the votes
and other inportant actions of the
nmuni ci pality?

Muni ci

pal Court

Does the City have a municipal court?

If the City does not have a nunicipa
court, does it have an agreenent wth
the sheriff and the sessions court to
enforce the City's nunicipal ordinances?

If the Gty has a nunicipal court, does
it exercise

(a) Muni ci pal ordi nance jurisdiction?

(b) Sessions court jurisdiction?

YES

NO COMVENTS

I's the distinction between the two forns
of jurisdiction clear to the nunicipa
court judge and the rmunicipal court
clerk?

I's the municipal court judge an attorney?

Does the municipal court hold regul ar
sessi ons?

Is there a definite programin place to
require of fenders to appear in court, and
to punish themif they do not?

Does the municipal court have a witten
schedul e of fines and costs?




Are conplete and accurate records of the
proceedi ngs of the nunicipal court kept?

10.

Are regul ar frequent conpari sons nade
bet ween fines and costs | evied and fines
and costs coll ected?

11.

If there is a difference between fines
and costs |levied and fines and costs

collected, is there a programin place
to collect delinquent fines and costs?
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YES NO COMVENTS

(a) governi ng body kept and preserved?

City Attorney

1. Does the City have a City Attorney?

2. Is he on a retainer?

3. Does t he person responsible for genera
adm nistration of the City and the Cty
Council regularly consult the City
attorney about questionable City
practices or procedures?

4, Is the City attorney generally
avai | abl e, and does he or she respond
to questions, in a tinely nanner?

5. Does the City attorney "pass on"
ordi nances, contracts, and other |ega
docunments of the Gty?

6. Does the City generally follow the
City attorney's advice?

City Personnel

1. Are City enpl oyees responsible for
handl i ng nmoney bonded in a sufficient
anount ?
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Are vacation and sick | eave policies
definite and certain?

YES

NO COWMENTS

If enpl oyees retire, quit, or are
termnated, is it clear whether or not
they are entitled to pay for unused
vacation and sick | eave?

Does the City have witten personne
regul ati ons and policies?

Whet her or not the City has witten
personnel regulations, is the chain of
command wel | -understood by both City
of ficials and enpl oyees?

Is it clear in such policies to which
cl asses of enpl oyees and/or officers

t hey apply?

Do such personnel policies conformto
the City charter?

Are such policies followed with respect
to all enployees and officers to which

t hey apply?

Is the person responsible for personne
adm ni stration generally well-versed in
t he:

(a) Fair Labor Standards Act?

(1) General City enpl oyees?

YES

NO COMVENTS

(2) Fire and police enpl oyees?
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(b) Americans with Disabilities Act?

(c) State and federal |aws governing
enpl oynent di scrinination?

10. Does the City inpose limtations upon
the political activities of its
enpl oyees?

11. Do such limtations with respect to
police officers and firemen apply only
to on-duty activities?

12. Does the City have witten policies

governing the use of Gty vehicles by
City enpl oyees?

Al coholi c Beverage Regul ation

1. Does the City permt the sale of:
(a) Beer ?
(1) Package sal es?
(2) On preni ses sal es?
YES NO COMMVENTS
(b) "Hard" Iiquor?
(1) Package sal es?
(2) On prem ses sal es?
2. Does the City have an ordinance/s

regul ating the sale of beer and "hard"
liquor?
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Is the ordinance current and in
conformance with state | aw governing
the sale of beer and "hard" |iquor?

If the City permts the sale of beer,
does the City have a beer board?

Does the beer board nmeet on a regul ar
basi s?

Do all sellers of beer and al coholic
beverages have a pernit?

(a) From t he beer board, in case
of beer?

(b) Fromthe ABC, in case of "hard"
i quor?
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Are any di stance regul ati ons measured
by the straight |ine nethod?

YES

NO COWMENTS

Are distance regul ations enforced in a
nondi scri m natory manner ?

Does the City regularly nonitor
establishments that sell beer and
"hard" liquor to insure that they
have a current permt and that they
are operating in conformance with
muni ci pal ordi nances and state | aw?

10.

Does the beer board keep a detail ed
record of denial, suspension or
revocation of permts, and supporting
docunent ati on?

Zoni ng and Land Use

1

Does the City have a zoni ng ordi nance?

Are the decisions of the planning
conmi ssi on and BZA t horoughly
docunent ed?
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LI ST OF CHECKLI ST | TEM5S FOR A COVPREHENSI VE NMANAGEMENT

OVERVI EW OF RI SK MANAGEMENT IN ANY CI TY

1. I's there an organi zation chart that
clearly defines lines of authority and
responsibility for the City?

YES

NO COWMENTS

(a) If not, are such lines clearly
est abl i shed and under st ood by
all enpl oyees?

2. Has the City adopted a risk nanagenent
policy?

3. Has the City appointed a risk nanager?

4, Has a ri sk appraisal study been
performed for the Gty?

5. If a study has been perfornmed, are nost
of the recomendati ons suggested
i mpl enent ed?

6. Does the City have an insurance
carrier with limts of coverage for
certain exposures?

Exposure Carrier

Ceneral Liability

Police Liability

Autonobile Liability

Errors and Om ssions

Airport Liability

Gas Liability

Federal Civil Rights
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Wor ker' s Conpensati on

I nl and Mari ne

Property

Has the City insured or indemified
the enployee for their limt of the
exposure under the State's Tort Law?

YES NO COMMVENTS

8. Are the general liability, police
liability, and errors and om ssions
coordi nated policies?

9. Was the coverage and exposures revi ewed
within the | ast year?

10. Explain the City's inspection program
| nspection Area Frequency
Recreation (Parks & Facilities) -
Vehi cl es & Equi pnment -
Mai nt enance (arage
uility Pants .
COMMVENTS:

11. Does the City have a conplaint filing

and tracking systen®
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YES NO COMVENTS
12. Have the follow ng policies been
revi ewed and updated in the | ast year:
Personnel Rul es When? __
Pol i ce Manual __ Wen?
Departnmental SOP's Wen?
Muni ci pal Code VWhen? _
13. Does the City have a fleet inspection
and mai nt enance progranf?
14. Does the City have a traffic contro
sign repair or replacenent policy?
15. Does the City have a witten safety
manual ? How adopt ed?
16. Has the City devel oped a safety training
curriculumand is it being inplenented?
17. Are provisions nade to nmintain adequate
i nsurance cover age?
18. I s insurance coverage revi ewed at |east
annually to insure that all property is
cover ed?
YES NO COMVENTS
19. Are all enpl oyees handling cash
adequat el y bonded?
20. Are the surety bonds in accordance with
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statutory provisions and as authori zed
by the governing authority?

21.

Are insurance coverage and costs
periodically reviewed by officials
not directly responsible for placing
cover age?

22.

I s i ndependent professional advice on
i nsurance coverage and formutilized?
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LI ST OF CHECKLI ST | TEM5S FOR A COVPREHENSI VE MANAGEMENT
OVERVI EW OF PERSONNEL I N ANY CI TY

YES NO COMVENTS

1. I's there an organi zation chart that
clearly defines lines of authority and
responsibility for the City?
(a) If not, are such lines clearly

est abl i shed and under st ood by
all enpl oyees?

2. Has the City assigned personne
managenent to a full-tine or part-
time position?

3. I's there open conpetition and sel ection
based on nerit?

4. Is the work force representative of the
citizens served?

5. Do you conduct enpl oyee attitude surveys?

6. Does t he survey address:
(a) adequacy
(b) condi ti ons of enpl oyment
(c) job security

YES NO COWVENTS
O gani zation and Policy:
1. Are the public and the governi ng body

consci ous of the basic principles of
good personnel adm nistration?
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Has the governi ng body adopted a clear
statenent of personnel policies and
del egated authority for the personne
functions to the top adm nistrative
official?

Does the Chief Executive Oficer have
aut hority over the personnel nmanagenent
function?

Does the official responsible for
adm ni stering the personnel function
have training and experience in
personnel work?

Are the responsibilities for personne
managenent at each |evel of adm nistra-
tion clearly defined and understood?

Has staff had input into the
devel opnent of reasonabl e policies?

Has personnel managenent authority been
del egated to the | owest operating
| evel s?

Are policy statements made avail abl e
to all affected?

Are policies generally understood
by supervisors and enpl oyees and
consistently foll owed?

YES

NO COWMENTS

Posi ti

on d assification

Do you have a position classification
pl an?

Does the position classification plan
include witten class specifications
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whi ch accurately describe duties and
responsibilities?

Does the classification plan allocate
positions consistently according to
duties, responsibilities, and
qgualifications?

Are descriptions reviewed periodically
and revised as duties change and to
i ncorporate ADA legislation, etc.?

Are the position classification plan and
position descriptions readily available
to supervisors and enpl oyees?

Are statenents of duties and responsi -
bilities avail able to applicants?

Do you track turnover rates by
departnents and positions?

Recr ui

tment _and Sel ecti on:

Are vacanci es antici pated and
recruitnent prograns planned and
conduct ed whi ch provi de enpl oyees
and/ or replacenents with a m ni mum
of delay?

YES

NO COWMENTS

Are vacanci es publicized by bulletins,
newspapers, radio, television, and the
state Enpl oyment Security agency?

Have career progressions been

est abl i shed to encourage enpl oyees in
their self-inprovenent efforts and to
hel p them achi eve hi gher |evels of
performance and pronotion?

22



Are position qualification require-
nments job related and realistic for
the kind and quality of work to be
per f or ned?

Are qualification requirenents
periodically reviewed and adj usted
in the light of changi ng working
conditions, the |labor nmarket, and
pronotional opportunities?

Are all selection procedures used as

a basis for enpl oynment (hiring,

pronotion, denotion) decisions

i ncl udi ng paper and pencil tests,

perfornmance tests, training prograns
probationary period, physical exam na-

tions, work experience requirenments,

i nterviews, and unscored application

forns job related and valid for the

sel ection of persons for which they are used?

Do you do enpl oynment backgr ound
i nvestigations?

YES

NO COWMENTS

Have policies been established and
enforced in accordance with state

and Federal statutes and court
decisions to prevent discrimnation
in the recruitnent, exam nation

appoi ntnent, training, pronotion,
separation or any other personne
action because of age, color, nationa
origin, physical handicap, race,
religion or sex?

Has an Affirmative Action plan been
prepared, adopted by the governing
body, and inpl enented by the

organi zati on?

10.

Have projected Affirnmative Action
goal s been achi eved or a genui ne good
faith effort been made to achi eve thenf?

11.

Has there been any valid EEOC conpl aints

23



and appeals filed in the past three years?

12. I s each enpl oyee required to serve a
probationary period?
13. In classes of positions in which

vacanci es exist or recruitnment is
difficult, has a redistribution of
duti es been studi ed?
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Eval uati on and Trai ni ng:

1

Are new enpl oyees oriented and instructed
as to their duties and responsibilities,
the functions of their division or unit
inrelation to other units and divisions
of the governnental unit, and their
obligations, responsibilities, rights,
and privil eges?

YES

NO COWMENTS

Are new enpl oyees infornmed of the
i nportance of the public relations
aspects of their positions?

Are supervisors trained to be

ef fective coaches who periodically
coach each enpl oyee--seeking the
enpl oyee's participation in setting
wor k goal s, assisting the enployee
to secure the equi pnent, training,
and hel p necessary to achi eve the
nmut ual agreed upon goal s?

Are the training needs of enpl oyees
and supervisors determned on a
continui ng basis and training
prograns devel oped or arranged?

Does the governnental unit provide
financial support and encourage

enpl oyees to prepare thenselves to

i mprove their performances or secure
pronoti ons?

Are enpl oyee training prograns
systematically evaluated to
deternmine if they increase enpl oyee
ef fecti veness and notivation?

I s enpl oyee absenteeismin all

cl asses of positions and departnents
nmonitored to determ ne effect on | eve
of service, increase costs, or need
for enpl oyee assistance prograns?

25
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8. Has a wel |l -rounded safety program been
devel oped?
9. Are on-the-job accident rates bel ow

average for occupational groups and
depart nents?

Condi ti ons of Enpl oynent and Conpensati on:

1

Is the fringe benefits program
periodically reviewed and
docunented for the enpl oyees?

Has a systematic pay plan been adopted
whi ch assigns positions requiring

wor k of equal skill, effort, and
responsibility to the same salary range?

Does the salary plan permt the nore
efficient and effective enployees to
be rewarded by granting themnerit
salary increnments?

Is the pay plan reviewed annual |y
and revi ewed as necessary to provide
m ni mum and maxi mum pay rates
conpetitive with the conpensation
paid by |arger private enployers and
governnental units in the area?

Retirenent:

1

Are all enpl oyees covered by the

A d- Age, Survivors, and Disability

| nsurance system and/or an
actuarially sound retirenent systenf

YES

NO COMVENTS

Does the City have an early
retirement plan?

26



Enpl oyee Rel ati ons:

1

Have | aws and policies been
establ i shed to govern politica
activity of enpl oyees?

I s outside enpl oynment being reported
to each enpl oyee's supervi sor and
conflicting outside enpl oynent
prohi bi t ed?

Has a grievance procedure been
established that facilitates the
i nfornmal settlenent of m sunder-
standi ngs at the | owest possible
| evel s?

Do you have a disciplinary policy?
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LI ST OF CHECKLI ST | TEM5S FOR A COVPREHENSI VE NMANAGEMENT
OVERVI EW OF REVENUE ENHANCEMENT I N ANY CI TY

YES NO COMVENTS

Ceneral and Speci al Revenue Funds:

Property Taxes:

1

Does the City levy a property tax?
(Can be done by Governi ng Body)

Has there been a recent increase in
the property tax rate? (There is
probably no maximumlegal limt on the
rate a city can inpose.)

What is the actual and effective tax rate?

Are tax roles checked to insure that al
properties within the city boundary are
included on the tax roll?

If city properties are identified that
are not on the tax role are steps taken
to correct the tax role and to coll ect
the tax before September 1, follow ng
the year the error is nade?

Are annexations tined to becone
effective before the tax assessnment
cutof f date? (12/31)

Does the City furnish the tax assessor
with building permt information?
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8.

Does your City have authority to enpl oy
their own Tax Assessor and if so have
they exercised this authority?

YES

NO COWMENTS

Del i nquent Property Taxes:

1. Has the City ever issued distress
warrants as a nethod of collecting
del i nquent property taxes?

2. Does your City file delinquent taxes
in atinely manner?

3. Does the tax attorney follow through on
tax suits on a tinely basis?

4, Does your City levy the maxi numinterest

and penalty rates allowed? (1/2% penalty,
1% i nterest counties)

Paynent In-Lieu of Property Taxes:

1. Wthin the legal limts, does your
City inpose the maxi mum anmount of in-lieu
tax possible on electric, gas, water and
sewer ?

2. Does your City inpose the nmaxi numin-

lieu tax on the |l ocal housing authority
and how do you determine this anount?
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YES

NO COWMENTS

Local Option Sales Tax:

1. Has the City increased the local tax cap
to the maxi num all owed by |aw? (2.75%

2. Does your City do an annual sal es tax
site verification?

3. Has your City reviewed | ocal sales tax
al | ocation agreenments to see if contract
di stribution can revert to the genera
I aw di stribution fornul a?

4, Are annexations tined to have busi nesses
annexed by June 307

5. Do you verify that the first half of the
| ocal sales tax amounts are distributed
to the school systemin accordance with
the | aw?

6. If you have a city school system
do you verify the second half of the
local sales tax is allocated as
designated by the State?

7. Does the county trustee distribute the

second half of the sales tax inmmediately
upon receipt?

Whol esal e Beer Tax:

1. Do you have authorized beer sales in
your City?
YES NO COMVENTS
2. Do you have a cap on the nunber of beer
licenses that can be issued?
3. Has your City annexed busi nesses in
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the fringe area that sell beer?

4, Do you cross check whol esal e distributors
all ocation records in order to see that
your City is receiving credit on al
busi nesses sales in your City?

5. Does your police departnment verify beer
licenses at all beer outlets?

6. Do you authorize 7 days a week sal es?

Muni ci pal | nspection Fee Tax:

1. Does the City authorize the sale of
liquor?

2. Does the City inpose the naxi mum i quor
tax rate allowed? (8% counties bel ow
60, 000, 5% counti es above 60, 000)

3. Has your City considered annexing sites
where |liquor sales are authorized?

4, Do you verify distributors' allocation
of liquor tax collections?
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5.

Does your police department verify
liquor licenses at all sales |locations?

YES

NO COWMENTS

Busi ness Li censes:

1. Does the City inpose the nmaxi mum busi ness
license tax rates allowed by | aw?

2. Is the City proactive when it cones to
annexation of outside businesses?

3. Are clerks' fees set at the maximm
al |l oned by | aw?

4, Does the City cross check business
licenses with sales tax site verifi-
cation information on an annual basis?

5. Does the City follow through with |evying
and col | ection of delinquent or under
reported sal es?

6. Does the City cross check business
licenses with county business |icenses?

7. Does your City use a distress warrant to

col l ect delinquent taxes? (Revenues
collected as a result of this action do
not have to be shared with the state.)
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Franchi se Taxes:

YES

NO COWMENTS

1. Does the City have any franchise tax
agreement and have you reviewed this
agreenent ?

2. Does the City levy the maxi num franchi se
tax all owabl e by | aw?

3. Does the City audit the books of the
franchi se hol ders?

4, Can you determine if you have services

being delivered in your Gty that should
be franchi sed?

Room Occupancy Tax:

1. Does the City |levy the maxi mumroom
occupancy tax allowabl e by | aw?
2. If your city has a room occupancy tax
does the City aggressively annex notels
and future notel sites?
3. Does the City verify state sales tax data
to confirmroom occupancy revenue accuracy?
Motor Vehicle Licenses (IWL):
1. Does your City inmpose a notor vehicle
license fee (City sticker)? (Put anount
in comments.)
YES NO COMVENTS
2. Does the City enforce the penalties for
vi ol ati ons of the MVL fee ordi nance?
3. Does your City have an agreenent with the
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County Court Cerk that requires/all ows
the clerk to collect the MWL fee at the
time state tags are issued?

Ani mal

Reqgi stration:

1

Does the City issue aninmal registration
i censes?

2. Does the City enforce the Aninal
Regi strati on O di nance?

3. Are there penalties for violations of
t hese ordi nances?

4, Do pound charges cover the cost of
hol di ng regi stration violations?

Building and Related Pernits):

1. Does your City issue and enforce building
and rel ated permts?

2. Do you require permts to be promnently
di spl ayed at the building site?

3. Does the City inpose a penalty for
failure to obtain pernmt?

YES NO COMVENTS

4, Do City enployees regularly report
construction where a pernmit is not
di spl ayed?

5. Does permt revenue neet or exceed the
cost of the inspection progranf

6. Does the City enforce its building code

st andar ds?
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7.

Is there a fine for littering within
the City?

Sign Pernit Requl ati ons:

1. Does the City require sign pernmts and
does the ordinance require that sign
permt nunbers be properly displayed
on the sign?

2. Does the City inpose a fee to regul ate
si gns?

3. Does the City follow up on signs that
do not have permt nunbers displayed?

4.

Does the City levy a penalty for
violations of this |aw?
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Grants--Be Aware of Future Cost Conmmitnents

Bef ore Accepting Any Type State or Federa

Gant!:

Has the City checked with State

Pl anni ng, PARTAS, E & CD, FMHA and

ot her agencies to see what federal and
state grants m ght be available to thenf

YES

NO COWMENTS

2. Does the City consider the need for the
service and cal cul ates the operating costs
associated with grants?

State Shared Revenues:

1. Are City annexations tined to be
certified by June 30?

2. Has your City considered conducting a
speci al census?

3. Does/ shoul d your City receive any
cor porate excise tax?

4. Is your City entitled to a mixed drink

or alcoholic beverage tax? (This tax is
a state tax that is allocated based on
situs of collection TCA 57-3-301).

(a) City can levy licenses fees in
the sane anpbunt as the state
i censes?
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(b) Cities entitled to 1/2 of the
15% state fee? (If this tax is
| evied by the county first then
city is not entitled to tax --

goes to county.

YES

NO COWMENTS

Local Revenue Allocations:

1. Does the City operate a city schoo
systen? (If no, skip to next section)

2. Are all local school taxes shared as required
by law? (TCA 67-6-712)

3. Does your school systemlevy a tuition on
non-city residents?

4, Does the tuition equal the anmount of City

noney appropriated on a per child basis?

Char ges For Servi ces:

1. Does the City levy a fees/charges for
various services rendered the public?

2. Does the City have an agreenent with
t he phone conpany that gives the City a
conmmi ssion from public tel ephones?

3. Does the City charge for duplication

servi ces provided the public?
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YES

NO COWMENTS

4. VWhat ki nd of adm nistrative charges does
the City inpose on utility funds?
5. Are all vendi ng machi ne noni es properly
accounted for?
6. Does the City inpose a charge for zoning
changes and appeal s?
7. Are there charges for special fire
services? (i.e. fire hazard safety
i nspections, outside service calls, etc.)
8. Do you charge a fee for bad checks?
9. Does the City charge for denolition of
bui |l di ngs and | ot cl eanups?
10. If charges are not paid, does the City
place a lien on the property?
Streets:
1. Is there a fee for special street services?
(i.e. driveway and curb cuts)
2. Does the City levy a street cut charge to

all utilities?
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YES NO COMVENTS

3. Does the City contract with state for
mai nt enance of state right-of-way
mai nt enance within the City?

4, Does the City charge for special street
services and any materials that the
public obtains?

Sani tation:

1. Does the City inpose a residential fee?

2. Does the City inpose a conmercial fee?

3. Are the fees set to recover costs of
servi ces provided?

4. Are charges levied and collected for
speci al services?

5. Does the City pick up brush and trinmm ng
and is there a fee inposed for this
service?

6. Is there a fine for unauthorized use of
City containers? |If yes, howis it enforced?

7. Is there a fine for unauthorized use of
private containers? How enforced?
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Par ks and Recreation:

YES

NO COWMENTS

1. Is there a fee for the use of the
facilities and (all) services provided?
2. Does the fee structure distinguish

bet ween resi dent and non resident?

City Court Fines and Costs:

1. Does the City inpose the naximum court
costs allowed by | aw?

2. Does the City have a systemin place to
collect delinquent city fines
and costs?

3. Does the City have a systemin place to
follow up on city fines and costs
transferred to Sessions/Crimnal Court?

4. Pl ease expl ai n who/ how court fines
collections are paid the city?

5. Is the city proactive in enforcenent of
of the anti liter ordinance?

I nterest:
1. Does the City use LA P to maxi m ze

i nterest incone?
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2. Does the City use STEADY for Direct
Deposit of state funds?

YES

NO COWMENTS

Sal e of Property:

1. Does the City advertise and pronote
the sale of surplus property?

HOW

Speci al Assessnents:

1. Does the City use special assessnents
for special service or service areas?

Wat er _and Sewer Fund Revenue Enhancenent | deas:

1. Are rates set to cover the full cost of
the services, i.e., is the ws fund in
sound financial condition?

2. Does the City provide any FREE w's
service?

3. Does the City require a separate neter
for each custoner?

4, Does the City levy fire fighting
capacity charges for hydrants | ocated
outside the Cty?
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Does the City levy a charge for
custoners that install sprinkler
systens?

YES

NO COWMENTS

Does the water system|evy a hydrant
fee charge to the CGeneral Fund?

Is the tap fee sufficient to cover
"book val ue" plus the material and
installation costs of a new
connecti on?

I's the custoner deposit anmount
sufficient to cover nobst uncollectible
accounts?

Has the City established strict
cutof f policies?

10.

Are custoner deposits refundabl e or
are they considered as revenue?

11.

Does the City |levy connection and
re-connection charges for services?

12.

Does the City calibrate large neter
on an annual basis?

13.

Does the City have a schedul ed neter
repl acenent progranf
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14.

Are dead neters replaced i medi atel y?

YES

NO COWMENTS

15.

How often does the city do water |oss
rati o studies?
What is the water | oss ratio?

16.

Does the City have an accounts
recei vabl e programin place that
keeps up with property danage and
m scel | aneous receivabl es?

17.

Does the City reconcile the "control"
accounts receivable with subsidiary
records?

18.

Does the City have a Rules, Regul ation
Rat es and Charges Manual in place?

19.

Does the finance departnent present a
list of bad debts to the council before
witing off the debt?

20.

Has the City violated its NPDES permt
wi thin the past 12 nonths?

21.

Does the City have a financially sound
service policy in force? (i.e., are
charges for special services comensurate
with costs?)
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| NTERNAL CONTROL AND COVPLI ANCE QUESTI ONNAI RE

SUMVARY COF WEAKNESSES OR NONCOMPLI ANCE

Eval uati on*

Ceneral Statutory Provisions

CGeneral Accounting

Comput er

CASH MANAGEMENT:
Cash on Hand

Cash in Bank

I nvest nent s

Cash Receipts

Taxes Assessed, Levied, Collected
and Uncol | ect ed

Inventories of Materials and Supplies

Property and Equi pnent

Interfund and | ntergovernnent al
Transfers or Loans

Cash Di sbursements

Account s Payabl e, Expenditures Encunbrances
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Eval uati on*

Pur chasi ng and Contracting

Payrolls and Fornms 1099 Reporting

O her Current Liabilities

Bonds & Not es Payabl e

Surety Bonds and | nsurance

Si gnature (Prepared by) Dat e

* Thi s eval uati on should be the overall rating for each of the major
areas of financial responsibility.

| NTERNAL CONTROL AND COMPLI ANCE QUESTI ONNAI RE

YES NO COMVENTS

Ceneral Statutory Provisions:

1. I's there an organi zati on chart that
clearly defines lines of authority and
responsibility for the City?

If not, are such lines clearly established
and understood by all enpl oyees?
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Are all transactions of major inportance
approved in mnutes of the governing body?

Are all mnutes of the governing body (in
final form in the permanent records of
t he governnmental unit and properly signed?

Do the m nutes adequately reflect the
action of the governing body?

Are they clear as to intent and
subst ance?

Cener al _Accounti ng:

Pl ease |list the funds nanaged by the city.
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Pl ease |ist the bank accounts and investnents,
(i ndi cate account bal ances) used by the city
and indicate if the interest earning rate of
all accounts.

YES

NO COWMENTS

Is a chart of accounts in use that
conforns generally to the standards
recommended by the State Conptroller
or the Governnental Accounting

St andar ds Boar d?

Are all control accounts bal anced
nonthly or periodically with detail ed
records?

If yes, but not nonthly,
i ndi cate how often?

Do officials controlling City funds keep
such City funds and coll ections separate
and distinct fromtheir own noney and/or
from any ot her nonies which mght be in
their possession (e.g. Enployee Credit
Union, etc.)?

I's custody of all City funds except
those required to be under the contro
of another official (clerk of court,
tax collector, etc.) entrusted to one
posi tion?
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Fund Accounti ng:

(a) Is a classification of revenue
by source devel oped t hrough a
doubl e-entry bookkeepi ng systenf?

YES

NO COWMENTS

(b) I's revenue credited to the proper
fund as designated by statutes?

(c) Are special requirenents of
revenue bonds (requiring
segregation of revenue cash anong
separate funds or accounts) being
observed?

Are requirenments for reporting revenues
on a cash basis (Section 9-11-101,
Tennessee Code Annot at ed-- Cash Basis Law)
bei ng observed for general governnenta
funds?

Does the informati on contai ned on

the nmonthly financial reports present
information in a manner that will all ow
t he governi ng body to make i nformnmed
deci si ons?

10.

Does the finance departnent furnish
depart nent heads adequate financia
information that will help them nake
i nformed deci si ons?

11.

Does the departnental accounting
i nformati on adequately reflect depart-
nmental operation? |f no, please explain.
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12.

Has the City taken advantage of current
| aw and good accounting practices to
reduce the nunber of funds and bank
accounts?

YES

NO COWMENTS

13.

Are transactions properly distributed
to the appropriate account, departnent,
and function?

14.

Are accounts payabl e recorded nonthly
into the General Ledger?

15.

Does the accounting departnent nake
proper pre-closing entries in order to
al | ow the bal ance sheet to properly
refl ect "Reserve" accounts?

16.

Are books closed in a current and proper
manner wi thout reliance on the auditor?

17.

If recorded only at the end of the
fiscal year, is this accounting done
by City staff?

18.

Does a review of the accounting records
reflect that accounting entries have been
properly recorded?

19.

Does the City maintain adequate
accounting records for drug fund noney?

20.

Are adequate control maintained
over drug noni es?

CASH MANAGEMENT

Conput er:
1. Has the City taken advantage of current

technol ogy and installed a conputer for
accounting and record keepi ng?
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custodi an of each petty cash fund with

50

2. Have the City's computerization efforts
been cost effective?

3. Is the software user friendly?

4, Is the City provided adequate software
support?

5. W1l the payroll software adequately
handl e the various payroll options
al | owed by the I RS?

6. Do at least two people in the City know
how t o handl e each software application?

7. Does the City back up the conputer files
on a daily basis?

8. Are the backup files stored off site at
| east weekly?

9. Are City enpl oyees provi ded adequate
conputer facilities to help them be
efficient with their daily responsibilities?

YES NO COMVENTS
10. Has the City made arrangenents for off
site hardware use should the City's
conput er becone di sabl ed?
Cash On Hand:

1. Are petty cash funds at the m ni mum
ef fective amount ?

2. I's one individual designated as



access limted to that individual?

Has unaut hori zed advances from petty
cash funds to enpl oyees occurred?

Are all petty cash reinbursenent checks
cashed promptly at the bank?

Are petty cash vouchers or bills required
for all petty cash disbursenents?

(a) Are they signed by persons
recei ving cash?

(b) Are they approved in witing
by a departnment head or other
responsi ble official, and not
t he person responsi ble for the
petty cash?
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Are such vouchers stanped paid at the
tinme of reinbursenent to petty cash by
an individual other than custodi an?

YES

NO COWMENTS

Is effective control of petty cash
vouchers nmi nt ai ned show ng account
di stribution, date of reinbursenent,
check nunber, and signature of (a

hi gher authority) person approving
rei mbur senent ?

Does the City have a policy against
cashi ng personal checks?

Cash |

n_Banks:

Have depositories been authorized by
t he governi ng body?

Are all funds invested and deposited
with each bank in excess of the
federally insured anount secured by
collateral held in escrow by a third
party bank as required by 9-1-107?

I s authorization to sign checks on
t he various accounts approved by the
gover ni ng body?

Are the records of the depository banks
up to date as to such authorization?

Do all bank accounts require at |east
two signatures for w thdrawal s\ checks?
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YES

NO COWMENTS

6. Are all bank accounts reconciled (to the
books) nonthly?

7. Does the city use LA P as an investnent
option?

8. Are all bank accounts reconcil ed by

soneone ot her than enpl oyees who
participate in the receipt, deposit or
di sbursement of cash?

| nvest nent s:

1. Are investnents made in accordance with
TCA 6-56-106 AND 9-1-107?

2. Do i nvestnment transactions require dua
si ghat ures?

3. Are investnent instrunents adequately
protected, preferably in safe deposit
boxes or in a fire proof file?

4. Is a record maintained of each security,
reflecting all pertinent information as
to principal and interest?

5. Is a systemin effect to insure that al

interest earned is collected and credited
to the fund when earned?
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6.

Are nonthly investnent summary reports
prepared and furnished to the nmanager
or mayor?

YES

NO COWMENTS

Cash Receipts:

1

Are receipts issued at the tine funds
are received?

I's the receiving function centralized
t o maxi num ext ent ?

Are cash receipts deposited intact, at
| east every three days or nore often if
cash flow dictates?

Are checks restrictively endorsed
(stanped "FOR DEPOSI T ONLY")
i medi atel y upon receipt?

Does the collector or collection
departnent prepare daily cash reports
in which receipts are appropriately
cl assified?

Are duplicate pre-nunmbered receipts
i ssued for all nonies received?

Are uni ssued recei pts adequately
control | ed?
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YES

NO COWMENTS

8. Are issued receipts adequately fil ed
and controll ed?

9. Are licenses and permts issued on
pre- nunbered forns?

10. Is there segregation of duties, to the
extent possible, as to:

(a) Col l ections

(b) Billing

(c) Recei vabl e records

(d) Deposits (Does soneone ot her
t han cashi er make deposits?)

(e) Reconciliation

11. Are actual deposits checked agai nst
records by someone ot her than cashier
and depositor?

12. Are there proper controls wth
depositories to prohibit cashing of
any check payabl e to the governnental
unit?

13. Are checks identified on deposit slip by
maker and anount ?

YES NO COMMVENTS

14. Are off-site collections authorized?

15. Are off-site collections accounted for

separately or as part of the norma
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of fice collection process?

16. Are State funds deposited directly to the
Cty bank account?
17. Does the city use bank drafts for
collection of utility bills?
18. Pl ease expl ain how court revenues are
collected and transferred to the city.
Taxes Assessed, Levied, Collected, And Uncollected
1. Have all adjustnents to the tax assessnents
been properly authorized (in witing) by
t he Tax Assessor?
2. Have all rel eases, rebates, refunds, and
taxes charged off been authorized in the
m nut es of governing body?
3. Are late listings property tax assessnents

adequately controlled and prescribed
penal ties applied?
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YES

NO COWMENTS

4. Are taxes receivable reconcil ed
periodically? (Answer in comments how
often and by whon?)

5. Are uncol |l ected property taxes being
turned over for collection on a tinely
basi s?

6. Has the City taken any real action to
collect the delinquent taxes filed or
are they just filing and hoping the
taxes will be paid?

7. Has a delinquent property tax sale
been held within the last five years?

8. Does the City levy and collect a proper
amount of penalty and interest on
del i nquent property taxes?

9. If taxes are collected in advance, are

they segregated fromcurrent coll ections,
excluded from current revenues, and
ef fectively controll ed?

I nventories of Materials and Supplies

1. Does the general |edger include

inventory control for all nmjor

cl asses of materials and supplies?
2. I's the perpetual inventory periodically

bal anced agai nst the general |edger

control s?

YES NO COMVENTS

3. Are all classes of inventory itens

physi cally counted and bal anced to the
general |edger account?
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(a)

Were such physical counts

(1) In accordance with witten
i nstructions or adequately
pl anned verbal instructions?

(2) Adequat el y supervi sed?

(3) Made by enpl oyees i ndependent
of the departnent being
i nventori ed?

(4) Test - checked by different
enpl oyees?

(5) Recorded on per nanent
i nventory count sheets?

(b)

Were the inventory count sheets
si gned and dated by the person
supervising the count?

(c)

Wer e adequat e provisions made for
cut-off of receipts and issues?

(d)

Were the perpetual records adjusted
to the actual inventory quantities
per physical counts? If so, what
dol I ar adj ustment was required?

(e)

Were such adj ustments approved by
the responsible official?

YES

NO COMMVENTS

I's one an individual assigned
responsibility for each inventory class?

Are inventory goods adequately safeguarded
against loss or theft by being kept in
secured facilities or areas?
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7. I s access to these secured areas
noni t or ed?
8. Are goods protected agai nst physica
deterioration?
9. Is there an adequate system of
requi sitions for issuing inventory?
10. Are requisition copies properly filed?
11. Are requisitions approved by the head
of the departnment initiating the
requi sition?
12. Have adequate provisions been nade for
obsol ete and inactive itens in inventories?
13. Have re-order points been established for
all items in inventory?
YES NO COMVENTS
14. Is a periodic report nmade to the governing
body or to managenent, regardi ng obsol ete
and overstocked itens?
15. Are all inventory items necessary?
16. Are fuel inventory charges based on usage?
17. Are materials and supplies inventories

accurately distributed to the using
departnent's expenditure accounts?

Property and Equi pnent:
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Does the City maintain acceptable genera
fixed asset accounting records?

Is the fixed asset accounting anount
reasonabl e? ($200 to $500)

Are individual itens of equipnent
identified by tags or nunbers?

Are records maintained which adequately
classify and identify individual itens?

Has there been a physical inventory of
equi prent ?
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YES

NO COWMENTS

6. Are such physical inventories taken on
a periodic basis?

7. Are the titles of real property,
bui | di ngs, vehicles, and other properties
and equi pnent held in the Gty's nane?
(a) Were exceptions to this noted?

8. Are all items of property and equi pnent
reasonably safeguarded fromloss due to
fire, theft, or m splacenent?

9. Is accountability for sales, scrapping,
obsol escence, etc., satisfactory?

10. Does the City have procedures for
di sposi ng of property?
11. Are these procedures adequate and do
they conply with | egal requirenments?
12. In case of acquisition of persona

property:

(a) Were itens purchased necessary for
City purposes?

(b) Have t hey been used exclusively for
pur poses i ndi cat ed?
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YES NO COMVENTS

(c) Have t hey been numintai ned in good
condi tion?

I nter-Fund and | ntergovernnental Transfers or
Loans:

1. Do all transfers or loans conply with
state and | ocal requirenents?

2. Wth respect to interfund | oans, did the
aut hori zati on nake provision for nethod
and tinme of repaynent?

3. Has the City conplied with the repaynent
pl an?

4, Are appropriate transfers between funds
aut hori zed and recorded in accordance
wi th sound accounting principles?

5. Are all receivabl es and payabl es from
ot her funds properly reflected on al
bal ance sheets?

6. Are non-current receivabl es of fset as
reserves?

Cash Di sbursenents:

1. Are pre-nunbered checks used for al
di sbursenent s?
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YES

NO COWMENTS

2. I's the supply of unused checks adequately
control |l ed and saf eguar ded?

3. Is the practice of signing blank checks
i n advance prohibited and were any
signed bl ank checks in evidence?

4. Are all paid invoices and vouchers stanped
wi th check nunber to avoid reuse?

5. Are paynments made only froma periodic
statement supported by an original invoice?

6. Are paynents nmade only fromoriginal invoices
and paynents from duplicate prohibited?

7. Are paynment procedures in place to take
advant ages of di scounts offered?

8. Does the City occasionally fail to take
advant age of di scounts?

9. Are all voided checks retained and
cancel ed?

10. Is the practice of making checks to order
of "Cash" prohibited?

11. Is a check protector used?
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12.

Were all checks witten before the end of
the fiscal year actually distributed to

t he payees? (That is, were any checks
being held in City offices for any
reasons?)

YES

NO COWMENTS

13.

Are checks signed only by authorized
per sonnel ?

14.

Are receiving reports required for al
materi al and supply before paynent of
bills or clains?

15.

Have al | disbursenments been approved
for paynment by the properly designated
official?

16.

Do invoices indicate the City is taking
advantage of its tax exenpt status?

17.

Does soneone ot her than the person
aut hori zed to sign checks have to
approve the invoice for paynent?

18.

If a facsimle signhature is authorized,
are precautions taken to insure that

t he other person authorized to sign
checks does not have access to the
facsimle plate?

19.

Is effective control nmintained over
mai ling or distribution of checks
after they are signed?
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YES

NO COWMENTS

20. Is there a definite (preferably witten)
policy for requesting travel advances,
reporting travel expenses, and rei nmbursing
the unit for unexpended advances?

21. Are travel expense reports in adequate
form properly supported and approved?

22. Has the City adopted reasonabl e maxi mum
per diemlimts?

23. Are travel advances approved by departnent
heads?

24, Does the finance departnent require ful
account controls over all advances?

25. Are travel allowances provided to

anyone? |If so, who, why and how are
they reported to | RS?

Accounts Payabl e, Expendi tures, and

Encunbr ances:

1

Does the governnental unit prepare and
use a budget appropriation ordinance
as a primary guide for controlling
expendi t ures:

(a) In governnental type funds?

(b) In enterprise type funds?

65



Have budget appropriations for current
year been recorded to the appropriation
expendi tures accounts on a tinely basis?

YES

NO COWMENTS

Have anmendnents been nade to the budget
inatinely manner?

Was there an effective cut-off of
liabilities at the end of the fisca
year by the City's finance staff?

Are debit bal ances in accounts payabl e
properly reviewed and fol | owed-up?

Pur chasi ng and Contracti ng:

1

Are purchase orders required in advance
for all purchases in accordance with
exi sting law or charter requirenents?

Does the City issue "blanket or standing
pur chase orders?

If the answer to question 2 is yes, has
the City taken bids to obtain the best
avai |l abl e price on itens purchased under
t he bl anket purchase order?

Are pre-nunbered purchase orders used?
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Are purchase orders required for al
purchases in excess of (check
charter to find exact anmount)?

YES

NO COWMENTS

Are procedures followed to insure | owest
avai |l abl e price on purchases bel ow the PO
requi red anount ?

Are there witten records to support
this procedure?

Does the City take advantage of state
pur chasing contracts state?

Does the City take advantage
of cooperative purchases with
ot her governnment s?

10.

Are all duties in connection wth approval
of invoices or vouchers for paynent

i ndependent of the purchasi ng depart nent
or the purchasing agent?

11.

Is an open file of outstanding purchase
orders mai ntai ned?

12.

Is effective control maintai ned on goods
and services purchased to insure:

(a) They are received?

(b) They are at reasonabl e and nost
econom cal costs?

(c) Were actually required for
ef ficient operations and were
ef fectively used?

YES

NO COMVENTS

13.

Are all departnental purchases requisi-
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tioned or approved in advance by the
depart nent head?

14.

Are departnent heads furnished with
summaries of item zed expenditures

and conparisons of actual expenditures
wi t h budget estimates for nanagenent
responsibility?

15.

Were all contracts that required public
bi ds awarded as prescribed by statutes?

16.

Are there any indications that purchases
are being nmade for sonmeone's personal use?

17.

Has the City nmade any purchases from
el ected or appointed City officials
or city enpl oyees?

Pl ease expl ai n:

Payrolls and Forns 1099:

1. Does the city follow the practice of
havi ng properly witten authorizations
on file for:
(a) New enpl oyees?
YES NO COWVENTS
(b) Sal ary or wage changes?
(c) Term nati ons?
2. Is a separate payroll account maintained
on the inprest systenf
3. Are the nechanics of preparing payrolls

re-checked, at least on a test basis?
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Are payroll checks distributed by a
person who has no part in payrol
preparation, at least on a quarterly
or sem annual basis?

5. Are persons distributing payroll checks
rotated fromtine to tinme or are surprise
di stributions of checks made by an
i ndependent i ndi vi dual ?
6. Are payroll deduction paynents being made
on a tinely basis?
7. Are W4 fornms on file for all enpl oyees?
8. Are time cards:
(a) Used when practical ?
(b) Initialed by an authorized person
for changes?
YES NO COMVENTS
(c) Approved by supervisor?
(d) Checked for conputation of hours?
9. Are 1099 forms furnished all vendors as
required by | aw?
10. Does the City have Taxpayer ldentification
Nunbers (TIN) for all vendors on which
they may be required to prepare the 1099
forn?
11. Does the City have in place a systemthat

i nsures conpliance with Form 1099 reporting?
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G her

Current Liabilities:

1. Are all contracts approved by the
gover ni ng body?

2. Is a detailed record of outstanding
contracts naintained?

3. Are procedures in place to ensure al

devel opnental fees or deposits are
col | ect ed?
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Bonds and Not es Payabl e:

1

Do the m nutes of the governing body
refl ect adequate information on bond
i ssues?

YES

NO COWMENTS

Does the publication of the notice of
bond el ection agree with the purposes
and restrictions contained in the
board mi nut es?

Are the proceeds fromthe sale of bonds
used in accordance with the stated
pur pose of the issue?

Are separate bank accounts and accounting
records mai ntai ned for each bond issue if
requi red by the bond resol ution?

Are the investnment and di sbursenent
practices for bond issues in conpliance
with arbitrage | aws and/or regul ati ons?

Did the City receive prior approval from
the Director of Local Finance before the
i ssuance of notes?

Does the City have a master list of bond
and coupon requirenments by fiscal year,
and by nonth?
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LI ST OF CHECKLI ST | TEM5 FOR A COVPREHENSI VE MANAGEMENT
OVERVI EW OF PURCHASI NG I N ANY CI TY

YES NO COMVENTS

I's there an organi zation chart that
clearly defines lines of authority and
responsibility for the City?

(a) If not, are such lines clearly
est abl i shed and under st ood by
all enpl oyees?

Are you famliar with the provisions of
t he 1983 Muni ci pal Purchasing Law (T.C. A
Section 6-56-301, et. seq.)?

Are you subject to the provisions of
t he 1983 Muni ci pal Purchasi ng Law?

Are you aware of other general |aws that
apply to your purchasing activities?

Do you have a centralized purchasing
syst enf

Do you have one person who has the
responsibility for purchasing activities?

Do you pernit departnent heads or other
desi gnat ed enpl oyees to nake any purchases
wi t hout going through the purchasing agent?
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YES

NO COWMENTS

8. Do you utilize a purchase requisition fornf
9. Do you utilize purchase orders?
10. Do you ever issue confirmng purchase
orders?
11. Do you encunber funds when a purchase
order is issued?
12. Do you check for the availability of funds
prior to issuing a purchase order?
13. Do using departnents prepare the
speci fications for major purchases?
14. Are the quality and quantity of
purchases verified prior to paynent of
t he vendor?
15. Do you have a procedure for the disposa
of surplus material, equipnent, parts,
etc.?
16. Have you adopted a purchasi ng ordi nance?
17. Have you adopted witten purchasing

pr ocedur es?
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YES NO COMVENTS

18. Have your purchasing procedures been
revi ewed during the past five years?
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OVERVI EW OF LAW ENFORCEMENT IN ANY CI TY

LI ST OF CHECKLI ST | TEMS FOR A COVPREHENSI VE NMANAGEMENT

YES NO COMVENTS
O gani zational Indicators:

1. Is there an organi zation chart that
clearly defines lines of authority and
responsibility for the City?

For the department?
are such lines clearly
est abl i shed and under st ood by
enpl oyees?

2. Is there a Mssion Statenment for the
depart nent ?

3. Does the departnent have support from
t he governi ng body?

4. Are there achi evabl e short and
| ong-term goal s and obj ectives?

5. Have t he goal s and objectives been
agreed to by the governing body?

6. Do the department and governi ng body
eval uate the perfornance of the
depart nent ?

7. Are policies devel oped and revi ewed?

YES NO COMMVENTS

8. Are community groups used to devel op

support for the department and its
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9. I's the departnent organized functionally?
10. Are all supervisors involved in the
budget process?
11. Are public relations efforts used?
12. Does the chief balance his tine
bet ween i nternal nmanagenent and
external responsibilities (citizens,
city governnent, business community,
etc.)?
13. Are auxiliary officers used?
14. Do officers work a 40-hour work week?
15. Is there a City court?
16. Does the City operate a holding facility?
17. Does the City provide outside police

services?
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18.

If it does, are such services provided
in accordance with witten agreenents
that conformto the state | aw governing
nmut ual ai d and outsi de emnergency
assi st ance?

YES

NO COWMENTS

19.

Does the City have a current witten
police policy and procedures nanual ?

20.

Does the City enpl oy:

(a) Full-tine police officers?

(b) Part-tine police officers?

(c) Auxiliary or reserve police
officers?

21.

Are all the City's police officers
POST conmi ssion certified?

(a) Full-tinme officers?

(b) Part-tinme officers?

(c) Auxiliary police officers?

22,

If sone police officers are not
certified, does the person responsible
for police adm nistration justify the
| egal reason they are not certified?

23.

If the City uses reserve or auxiliary
police officers, are they subject to
clear, definite witten policies and
procedures that define their function
and rol e?
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24,

Does the City have a "ride-al ong”
progran? |If so, is it operated
subject to clear, definite, witten
policies and procedures that define
the role of the ride-al ong?

25.

Does the police departnment conform
to the peculiar overtine regul ations
prescribed for police departnents
under the Fair Labor Standards Act?

26.

Have non-police city personnel been
given the authority to issue ordinance
sunmons for sanitation, litter and

ani mal control ?

27.

If so, do those persons given such
aut hority understand the extent and
[imtations of their authority?

Techni

cal Indicators:

1

Do information systens (i.e. conputers,
record keeping systens, etc.) neet the
reporting needs of managenent as wel |l
as the whol e agency?

Are wor kl oad al |l ocation studies
conduct ed?

Does t he departnent work cooperatively
with other government and private
agenci es as needed?

YES

NO COMMVENTS

Are anpl e supplies and materials
avai l able to the agency to assure
that services are provided
effectively and efficiently?

Is all major equipnment inventoried
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and in good condition?

Is there a fleet replacenent schedul e?

Does the City maintain its
communi cation center or dispatch
center?

Is there an adequate interna
conmuni cati ons systenf?

Are calls for service and incident
reports continually evaluated to
ensure that sufficient manpower

is provided to cover as many
conditions as possible to maximze
citizen safety?

10.

Are all public safety facilities
cl ean with adequate space for
rel evant activities?

79




YES

NO COWMENTS

11. Is there in place a civilian conpl ai nt
syst enf?
12. Are investigations into citizen

conplaints handled in a tinely
fashi on and are comruni cati ons
mai nt ai ned with the conpl ai nant ?

Per sonnel | ndicators:

1. Are there job descriptions?

2. Are the functions and responsibilities
of each unit within the departnent
clearly defined?

3. Are accountability systens in place
whi ch are consistent with the agency's
goal s and objectives?

4, Is there a system designed to sel ect
agency nenbers for specialized
posi tions?

5. Is the pronotional systemfair and does
it use nethods considered state-of-the
art such as assessment centers?

6. I's the disciplinary systemfair,
consi stent, and quick to respond?

7. I s professional devel opnent encouraged?

YES NO COMVENTS

8. Is there a recruitnent policy in place?

9. I s nanagenent training offered?
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10.

Is the hiring and sel ection process
designed to match job requirenents

and conduct ed objectively, using
state-of-the-art methodol ogy such as
entry-|level assessnment centers, witten
exam nations, etc.

11.

Are training needs assessnents conducted
regularly to ensure that the in-service
trai ning subjects nmeet the needs of

of ficers and managers?

12.

Are all nenbers of the public safety
agency concerned with a professiona
per sonal appearance?

13.

Are all nenbers of the public safety
agency concerned with their physica
health and agility?

14.

Is on-the-job and renedial training
provi ded to agency nenbers when
deficiencies are noted and do nenbers
who recogni ze their own deficiencies
free to request assistance?

15.

Are civilians and vol unteers used
whenever possible to free sworn
agency nenbers to performtheir
primary duties and responsibilities?

16.

Are services provided to support
agency nenbers?

YES

NO COMMVENTS

17.

Are gifts or gratuities from
nmerchants or citizens accepted?

18.

Are the officers given protection
agai nst communi cabl e di seases?
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19. Are hiring procedures in conpliance
wi th ADA?
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LI ST OF CHECKLI ST | TEMS FOR A COVPREHENSI VE
MANAGEMENT OVERVI EW OF FLSA I N ANY CI TY

YES NO COMVENTS

I's there an organi zation chart that
clearly defines lines of authority and
responsibility for the City?

(a) If not, are such lines clearly
est abl i shed and under st ood by
all enpl oyees?

Is the City paying a mninumwage rate
for all enployees, including part-tine,
seasonal , tenporary, etc.?

Is the City paying tine and one-half
for all hours worked over 40 in a
seven-day work week in the form of
pay or conpensatory tine?

If the City is using conpensatory tine
to pay overtine, does it have a clear
policy relating to its use, and do
enpl oyees understand the policy?

Is the City aware of the limts of the

anount of conpensatory tinme that can be
accunul ated (240 hours for non-fire

and police, and 480 hours for fire and

police)?

Is the City aware of the special rules
relating to certain exenptions from
overtine for fire and police personnel ?

YES NO COMMVENTS

(a) Is the City maintaining the
proper records to substantiate
t hese exenpti ons?
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Are police officers paid a flat rate
for court tinme?

(a) Are police officers paid for
hours wor ked?

Does the City have a listing of those
enpl oyees who are consi dered exenpt
fromovertine (this relates to

adm ni strative, executive, and

pr of essi onal exenptions)?

(a) Do the enpl oyees' job descriptions
support the exenption?

Does the City understand that enpl oyees
cannot "volunteer" to performduties
they are normally paid to do, i.e. fire
fighters volunteering for their own
depart nent ?

10.

Does the City understand the conditions
of dual enploynent and how overtine is
to be paid to enpl oyees who may work for
two different departnments within the
sane city?

(a) Are they payi ng enpl oyees who are
working for two departnents the
proper overtime rate of pay?

11.

Are dispatchers in fire and/or police
organi zations considered civilian

enpl oyees, and not given the sane
exenptions as police and fire enpl oyees?

YES

NO COMMVENTS

12.

Does the City realize that training
required for certification is not
subj ect to overtime conmpensation?

13.

Does the City maintain records in
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accordance with FLSA regul ations?

14. Are records al so kept on exenpt personnel ?

15. Are all records relating to pay and tine
wor ked kept for at |east three years?

16. Does the City pay overtime even though

an enpl oyee takes | eave during the work
peri od?
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FI RE DEPARTMENT
MANAGEMENT ANALYSI S SURVEY

Is there an organization chart that defines the lines of authority and
responsibility for the City?
YES NO If yes, please furnish a copy.
_ (copy attached)
Is there an organi zational chart for the fire departnent?
YES NO I f yes, please furnish a copy.
_ (copy attached)
Does the City charter or any ordinances or resol utions address the
organi zation or operation of the fire departnent?
YES NO If yes, please furnish a copy.
_ (copy attached)

Is there a map avail able of the area protected by the fire departnent?
(I't should include water mains and | ocation of hydrants and fire
stations.)

YES NO I f yes, please furnish a copy.
__ (copy attached)

Does the fire departnent have any autonmation in any of the follow ng
areas:

Fire Incident Reporting YES NO
Trai ni ng Records YES = NO
CGeogr aphi cal Data YES = NO
Pre-Fire Pl anni ng YES NO
Hazar dous Materials (SARA) YES NO
Conput er Assi sted Di spatch (CAD) YES = NO
I nspection or Code Enforcenent YES NO

On all yes answers, please give a brief description of the system
i ncludi ng both hardware and software utilized to operate it. (Please use
addi ti onal sheet of paper and reference question 5.)
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10.

11.

Does the area protected by the fire departnent include any territory
outside the City?

YES NO

If yes, please describe how the cost for these services is
recovered and provide a map of the area if not included in the map
requested in Question 4 above.

Does the City or fire departnment have any regul ar or automatic nutua
aid agreenents with surrounding jurisdictions?

YES NO If yes, please furnish a copy.
_ (copy attached)

Does the fire departnent have a witten SOP Manual ?

YES NO I f yes, please furnish a copy.
__ (copy attached)

Does the fire departnent have a witten planni ng docunent or does the
Cty have such a docurment and the fire departnent is included. (i.e.
capital inprovement plan, strategic plan, plan of service, etc.)

YES NO I f yes, please furnish a copy.
__ (copy attached)

If yes, what is the length of the planning tern? YEARS

Does the fire departnent have a fire incident reporting systenf

YES NO If yes, please furnish a copy
of the last report covering a
conpl ete year.

_ (copy attached)

Is the fire departnent participating in the state firefighter
certification progranf

YES NO If yes, how nmany firefighters
hol d sone | evel of
certification?

NUMBER
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Has the City adopted a fire code?

YES NO If yes, give nane and date of
code.

Code

Year nodel of code

VWhat is the total population of the City?

(do not include popul ation protected outside of City)
VWhat were the actual expenditures fromthe fire departnment budget for
the last two conpl ete years avail abl e?

Year Expendi t ures

Year Expendi t ur es

Pl ease furnish one copy of the |ast budget adopted for the
fire departnent.
__ (copy attached)

VWhat are the total resources of the fire department in the foll ow ng
cat egori es?

Personnel: Paid Firefighters Paid on-call Firefighters

Vol unteer Firefighters ~ Public Safety Oficers

Nunber of Fire Stations

Have any fire stations been added in the |last 5 years?

Yes No If yes, how many?
Are any fire stations being planned within the next 2 years?
Yes No If yes, how many?
Appar at us:
LLsttaII vehi cl es owned by the fire departnent on a separate
sheet .

Sanple: engine 1 - 1000gpm - 1985 - G umman
tanker 1 - 1500cap. - 250gpm - 1979 - GWVC
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If you have any volunteer or paid-on-call firefighters, does the Gty
have a vol unteer incentive programto encourage retention and
recruitnent?

YES NO If yes, please describe.
(Use separate sheet, reference
Q16)

If QL5 contained any paid firefighters, briefly describe the type of
shift that they are currently worKking.

_Does not apply
Shift description

VWhat standard of training does the departnment use to insure that all
firefighters are adequately trained?

What is your current |1SO rating? What year did you receive this

rate?

Pl ease furnish a copy of your |SO evaluation letter.
_(copy attached)

What ot her service outside of basic firefighting does the fire
departnent provide?

Pre-Fire Pl anning YES __ NO
Public Fire Education YES NO
Arson I nvestigation YES NO
Fi rst Responder YES NO
Advanced Life Support YES NO
Anbul ance (transport) YES NO
Vehicl e Extrication YES NO
Hazardous Material s Response YES NO
Fire Safety |nspections YES NO
Code Enforcenent YES NO
Bui | di ng Code Enforcenent YES NO
O her YES NO__
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LI ST OF OTHER CHECKLI ST | TEM5 FOR A
FI RE ORGANI ZATION IN ANY CI TY

YES NO COMMVENTS
Conmmuni ty Dat a:

1. I's there general geographic infornmation
such as regional and area naps
available (@ 9)?

2. Is there a map of the transportation
network, i.e., railroads, roads, water-
ways, airports?

3. Is there a chart of population trends -
past and future?

4, Is there physical data on the |argest
private enployers? (Function, |ocation
fire protection features, size, etc.)

5. I s there physical data on school s,
hospital s, nursing hones, |arge places
of assenbly?

6. Is there a listing of occupanci es housing
t he nost hazardous nmaterial s?

7. Does the City governnent have a good
wor ki ng rel ationship with other area
| ocal governnents?

8. Does the fire departnent conformto the
pecul i ar overtine regul ations prescribed
for fire departments under the Fair
Labor Standards Act?

YES NO COMVENTS

9. Are all ordinances relating to fire

prevention current or in the process
of bei ng updated?
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Fire Departnent:

1. Are there department by-1aws and/or rules
and regul ati ons avail abl e?

2. Is the fire departnent aware of NFPA
1500 and 1501 requirenments?

3. Can the City determ ne the nunber and
extent of job-related injuries and
illnesses over the past five years?

4. Does the fire departnent have an
adequat e enpl oyee safety policy in
practice?

5. Does the City encourage or require
fire fighter certification?

6. Does the departnent maintain personne
records on vol unteers?

7. Is the departnent in conpliance with
FLSA requi renents?

8. Does the departnent have a disciplinary

process and any gri evance procedures?

Conmuni cati ons:

YES

NO COWWENTS

1. Does the City provide its own
di spat chi ng?

2. Does the departnent handl e di spatching
duti es?

3. Does the departnent have its own radio

frequency?

91



4, Can area departnments effectively
conmuni cate with each ot her?
5. Does an S. O P. for comrunications exist?

Response Ti nes:

1. Are records nmintained on response tines?

2. Are there geographic factors or man-nade
obstructions that affect response tines?

3. Are streets adequately narked?

Equi pnent :

1. Is there a list of nmake, nodel, and year
of all notorized fire apparatus by fire
station?

YES NO COMVENTS

2. Does the equi pment neet NFPA standards?

3. Can the City determ ne approxi mate anount
of hose and hose accessories in each
depart nent ?

4, Can City determ ne the nunber and size of
ground | adders?

5. Does turnout gear (boots, coat, pants,
hel net, gl oves) meet NFPA and OSHA st andards?

6. Are there any policies regarding wearing of

protective clothing?
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7. Is there a way to deternine the nunber of
sel f-contai ned breathing apparatus (SCBA' s)
and spare bottl es avail abl e?

8. Do you have a systemfor refilling air
bottl es?

9. Is there a tool equi pnent repl acenent
schedul e?

Facilities:

1. Are facilities used for purposes other
than for the fire departnent?
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YES

NO COWMENTS

2. Does t he departnent have back-up power
sources?
3. Do you have an adequate nunber and | ocation
of fire facilities?
Trai ni ng:
1. Are training records naintai ned?
2. Are training facilities avail able and
adequat e?
3. I's training conducted on a routine basis?

(frequency?)

Support Services:

1. Are there any external support groups that
exi st for the volunteer departnent?

2. Does the City performcentral equipnent
mai nt enance and keep mai nt enance records?

3. Is there a departnment budget preparation
process?

4, Does the volunteer fire departnent handl e

its own finances and recordkeepi ng?
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Does the departnent utilize TFIR s and
are they fully conpleted and sent to
the State Fire Marshall's O fice?

YES

NO COWMENTS

Wat er

Suppl i es:

Can the City determne fire flow
capabilities of the water systen(s)
and the departnent in suppression
activities (public and private)?

Can hi gh hazard areas be identified
on the water system map and deter-
m nati on made of needed fire flows?

Does the City conduct spot checks of
fire flows by actually conducting flow
tests?

Does the City have the | atest copy of
the 1SOrating report?

Does t he departnent have a designated
wat er supply officer?

Are hydrants col or coded and vi si bl e?
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LI ST OF CHECKLI ST | TEMS FOR A COVPREHENSI VE MANAGEMENT
OVERVI EW OF PUBLI C WORKS I N ANY CI TY

I's there an organi zation chart that
clearly defines lines of authority and
responsibility for the City?

YES

NO COWMENTS

(a) If not, are such lines clearly
est abl i shed and under st ood by
all enpl oyees?

Streets and Bridges:

1

Does the Public Wrks Department have
witten policies and procedures?

Is there a snow pl an enconpassi ng pl aces,
tinmes, tenperature conditions, equipnent
avai lability, personnel assignnent,

coordi nation with public safety agencies,
scoop and haul and treatnent applications
of salt or other nmeans?

Is there a tine and perfornmance benchmark
standard on filling potholes, utility cut
depression or other surface hazard
conditions that may cause personal injury
or vehicl e damage?

Is there a pavenent nanagenent plan
geared toward nulti-year projections
for the various nethodol ogies used in
street nmi ntenance, both spot and
general surface treatnment?
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Is there incorporation of multiple
technol ogies into the street upgrade
and nai ntenance plan such as recycling
of existing material ?

YES

NO COWMENTS

Is there a sound utility cut ordi nance

t hat assigns responsibility, inspection
services, tinmes avail able and guarant ees
agai nst failure?

Is there a protection plan against salt
danmage on bridges and other concrete
structures such as retaining walls, etc.?

Do subdi vi sion standards sufficiently
neet the following criteria:

(a) Do they accommpdate the axle | oads?

(b) I s underground and | ateral drainage
done in proper places?

(c) Is geonmetry of the streets of
nodern st andards?

(d) Is traffic control in conformance
with the Manual of Uniform Traffic
Control Devices?

Is there a graduated "retirenment plan"
for repetitious problens?
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YES

NO COWMENTS

10. I s there adequate equi pnent in place for
wor k required?

11. I's there an equi prent repl acenent program
in place?

12. Is there a right-of-way naintenance

programin place?

Uilities (street related):

1. Are utilities well |ocated with enphasis
on being out from under the wearing
surface of the street?

2. Does the Gty utilize trenchless
t echnol ogy?

3. Is there an on going in-line maintenance
and repair systemfor ww |ines?

4, Does the City require an adequate
conpaction and street replacenent
programfor all utility cuts?

5. Are there adequate construction

standards and specifications to
prevent prenmature collapse or
deterioration of pipelines?
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YES NO COMVENTS

6. Does the City have an ongoi ng program
to keep rain water out of ww manhol es
and |ines?

7. Are there quick nmethods to adjust
manhol e risers for conformity with
the street surface?

8. Is there a permitting process that
insures that all utility adjustnents
are well coordinated and i nspected for
sound street nai ntenance?

9. Is the O & M budget for streets
adequat e?

10. Do you have up-to-date street maps?

11. Do your street maps reflect utilities?

General Itens You May Want to Ask About Streets:

1. G ve us an overview of your streets? Type, age and condition. How many
nmles do you maintain?

2. How many people work in the streets departnent? Are they organized into
crews? Do they have responsibilities in other departments?

3. VWhat are your higgest problens in operating the streets departnent?
4, VWhat changes in subdivision standards regarding streets are needed?
5. VWhat maj or capital expenditures will be coming up in the streets
departnent in the next five years?
6. How do you coordinate utility cuts with the water and sewer departnments?
7. What is handl ed in-house and what is contracted out?
YES NO COWENTS
Storm Water:
1. Is there a conprehensive storm water

managenent plan enconpassing the
foll owi ng features?
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(a) Are conveyances in the system
sized for a specific storm
frequency?

(b) Is there a record of all upsize
and new conveyances?

(c) Does new devel opnent have to
conformto the applicable
storm frequency w t hout
downst ream i npact ?

(d) Is there a schedul ed
mai nt enance program for al
parts of the stormwater
syst enf

(e) Do construction standards and
speci fications enconpass m ni num
l1fe standards for all pipes,
structures, etc.?

Is there nonitoring of the quality of
storm wat er bei ng di scharged fromthe
Cty?

Is there a program both for the

exi sting systemand the future
additions to the systemto clean up
wat er before di scharge into downstream
rivers or |akes?

Is there an erosion control ordinance
in place?

YES

NO COMMVENTS

Is the O&M budget for drai nage nanagemnent
adequat e?

Do you have subdivi si on standards
regardi ng stormwater runoff?
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7. Are your subdivision standards regardi ng
storm wat er runoff adequate?

8. Are changes needed in your sub-
di vi si on standards regarding storm
wat er runof f?

9. Do you have any drai nage naps?

10. Do your drai nage maps show details on

type of structures, pipe size, etc.?

CGeneral Itens You May Want to Ask About Storm Water:

1. G ve us an overvi ew of your storm water managenent system Type, age
and condition of stormdrains.
2. How many people work in storm water managenent? Are they organized into
crews? Do they have other responsibilities?
3. VWhat are your biggest problens wth drai nage managenent ?
4, VWhat maj or capital expenditures will be coming up in drainage nanagenent
in the next five years?
5. VWhat is handl ed i n-house and what is contracted out?
6. What design criteria are used?
7. How are citizens' conplaints regarding drai nage probl emrs handl ed?
YES NO COMMVENTS
Traffic Control
1. Is there an on-going traffic device
i nspection and mai nt enance progranf?
2. Are all devices installed and main-
tained in conformance with the Manua
of Uniform Traffic Control Devices?
3. I's the long-range transportation
devel opnent plan periodically updated?
4, Are alternative nodes such as mass
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transit given fair consideration on
their nerits?

Are traffic flow studi es bei ng conducted
and revi ewed according to sonme schedul e
and systen?

Is there a working arrangenent with a
professional traffic and transportation
consul tant ?

Is there interdepartnental coordination
wi th other departments in ascertaining
and correcting safety probl ens?

Is the City maintaining and anal yzi ng
traffic incident records?

R. 0. W _Mai nt enance:

YES

NO COWMENTS

1. Is there a schedul ed nowi ng, tree and
shrub trinmmng and ot her green stuff
mai nt enance progranf?

2. Are difficult spots being retired
from constant mai ntenance by going
to alternate solutions?

3. Is there a litter and trash renoval
program operati ng on schedul e?

4. Are all storm conveyances including
di t ches on a mai nt enance progranf

5. Are all trees and plants watered with
an under ground pi pe systenf

6. Are there alternative nmethods of growth

control such as plant growh regul ators,
sel ected herbicides, etc., being used at
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appropriate tines?

Is there a schedul ed surveillance and
renmoval of plant growth that might cause
traffic safety problens?

I's the equi pmrent properly matched to
the job requirenments?
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YES

NO COWMENTS

9. Is there a | ong-range "green plan"?
Fl eet Managenent :

1. Is there a fleet replacenment policy
geared to sound anal ysis of vehicle
operation and mai nt enance?

2. Is there a fleet manager?

3. Does the fleet nanager have proprietary
aut hority over vehicles?

4, Is there a fleet replacenent plan
based on anal ytical fleet replacenent
policies and funded by a revol ving
fleet replacenent fund or annual budget?

5. Are there preventive naintenance
policies and operational procedures
that are adhered to?

6. Are mul ti-functional vehicles being used?

7. Do all users have access to all equipnent?

8. Is there a fl eet managenent software

package?
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YES

NO COWMENTS

9. Is the parts inventory nmaintained on a
hi storical need (analytical) basis?

10. Are fuel and oil usage tracked agai nst
m | es/ hours?

11. Is there a tire recap policy?

12. Does the City's training program provide
for upgradi ng mechani cal skills?

13. Are operators trained for optinmm fue
usage and vehicle wear?

14. I's disciplinary action taken when operat or
abuse is discovered?

15. I s equi pnent purchased wi th naxi mum
effect in mnd for nultiple or
i ntegrated use/functions?

16. I s usage frequency considered in
pur chasi ng deci si ons, and | easing
consi dered as an econonical option?

17. Are your people certified and is this
required?

18. Do you see vehicl e abuse?
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Ceneral Itens You May Want to Ask About Fl eet Managenent:

1. Descri be what is done in the vehicle maintenance departnent if there is
one and whi ch departnments are served?

2. How many people are used in this departmnment?

3. VWhat are your higgest problens in the operation of the departnent?

4, Do you prepare a budget?

5. How do you charge for service?

6. How do you purchase new test equiprment? Do you include instructions for
your people in price? Do you furnish tools?

7. Descri be the routine when a vehicle is placed in the shop?

YES NO COMVENTS

Solid Waste:

1. Does the City enpl oyee a professiona
wast e manager ?

2. Is there a citizen's advisory group
i nvol ved in devel oping a waste pl an?

3. Does the City have an integrated waste
managenent pl an?

4. Does the City have a waste reduction plan
and is it sufficient to neet state
st andar ds?

5. Does the City utilize dual collection
equi pment for curbside recycling?

6. Is there a conposting plan for yard
wast e/ wast ewat er/ sl udge/ wet nsw?

YES NO COMVENTS

7. Has col | ection been reduced to m nimm
frequency necessary to serve the purpose?

8. Does the City have a witten policy
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governing the collection and di sposa
of solid waste?

9. Is there an effort to automate
wast e handl i ng as nuch as possi bl e?

10. Has the City fairly considered private
contracts?

11. Is the City involved in regional planning?

Ceneral Itens You May Want to Ask About Solid Waste:

G ve us an overview of your solid waste system

Does the City operate its own collection systemand if so, how nany
peopl e are enpl oyed?

If you contract collection, who is the contract with? For how | ong?
Are you satisfied with the service?

How frequent is collection and are comrerci al and industrial customers
served?

VWhat type of collection equipnment is used and what is its condition?
VWhat inpact has the Solid Waste Act of 1991 had on the City?

VWhat are the short and long term plans for waste collection and
di sposal ?

What are the current costs of collection and disposal and how is that
projected to change in the next 5 years?

VWhat are your higgest problens in solid waste collection and di sposal ?

YES NO COMMVENTS

Ceogr aphical Information System (A 9S):

1. Does the city have a G S systen?
2. Is data entry current?
3. Is it updated?
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4.

Is there a qualified operator?

5.

Is there a back-up operator?

Ceneral Itens You May Want to Ask About G S:

1. How old is the City's A S systenf?

2. VWhat is the A S system being used for?

YES NO COMVENTS
CGeneral Notes:

1. Is there a preventive mai nt enance program
for public works with adequate annua
appropriations?

2. Is there a travel, menbership and
education budget in the street budget for
t he upgradi ng of managenent, operationa
and technical skills?

3. Has the departnment established bench-
mar ks for performance in all functions?

YES NO COMVENTS

4, I's there an on-goi ng perfornmance
audi ting program for work and efficiency
measur ement ?

5. Does the City have any conputerized
record keeping systens?

6. Are hand tools used where appropriate?

7. Does the City plan on both an annual and a
day-t o-day basis?

8. Is there any community input into public

works priorities?
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9. Are professional consultants used in al
phases of the departnental operations
when needed?

10. Is there a 5 year+ capital inprovenents
schedul e?

11. Does the departnent provide status reports
on projects to the City Adm nistration?

12. Do you nonitor air and water quality
within the Cty?

13. Do you utilize @S (geographic
i nformati on system ?

YES NO COWVENTS

14. Does the City have an accurate well -
controlled | and survey master grid of
GPS quality?

15. Are privatization policies always
considered as alternatives to public
wor ks prograns?

16. Are conpari sons nmade between the private
sector and the public sector on cost?

17. Does the City utilize job order
contracting?

18. Does the City have any operations and
mai nt enance contracts?

19. Is the City doing life cycle costing on

equi pnent and facilities?
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20.

Does t he departnent have a safety/loss
control progran?

21. Has the total infrastructure been val ued

and is the process continuing so that bond

ratings, etc., can be as sound as possible?
22. Is there a conputerized conpl aint systenf
23. Does your departnent set |ong and short

term goal s, objectives and action plans?

YES NO COMVENTS

24. Are there training or skill deficiencies

in your department?
25. Does your division work closely with

ot her divisions and departnents of the
Cty (i.e., utilities and streets)?

Ceneral Items You May Want to Ask:

1

VWhat is your role/responsibility in the Water/Wast ewater/ Public Wrks

Departnent? (circle one)

G ve us your perception of the existing organizational structure of this

depart nent.

How are priorities established in your departnent?

Who nekes the decisions about how resources are used to address day-to-

day workl oads, problens, etc.?

VWhat jobs or problenms are not addressed, in a tinely manner, because of

| ack of resources?

How often do you have staff neetings and what
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LI ST OF CHECKLI ST | TEMS FOR A COVPREHENSI VE NMANAGEMENT
OVERVI EW OF NATURAL GAS SYSTEMS IN ANY CI TY

YES NO COMVENTS

Admi ni strative

1. I's there an organi zati on chart that
clearly defines lines of authority and
responsibility for the City?

(a) If not, are such lines clearly
est abl i shed and under st ood by
all enpl oyees?

2. I's there an organi zati onal chart in place?
3. Are all positions appropriately certified?
4. Do you have job descriptions and have they

been revi ewed with enpl oyees?

5. According to the audit report, is the
system financially sound?

6. Is a rate increase needed?

7. Does the system have a witten policy
and procedures manual ?

8. Do customers sign a formal application
for service with the terns and agreenents
attached?
YES NO COMMVENTS
9. Are deposits for services received

and how are these utilized?

10. Are the rate structures sufficient for
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proper operation?

11. Are the rate structures available to al
custoners?

12. Are extension policies on file and
enf orced?

13. Are short and long term supply questions
adequat el y addressed?

14. Are turn-off policies on file and
enf or ced?

15. Are energency procedures on file and
copies distributed to the enpl oyees?

16. Are conprehensive specifications adopted
and on file for materials and appliances?

17. Are as-built distribution system maps
avai |l abl e, updated yearly wth val ve
| ocations, and proper val ve operation
mar ked or noted on val ve cards?

18. Does the system subscribe to the
Tennessee One Call Systenf

YES NO COMVENTS

19. Are all fire and police departnent
personnel taught safety procedures on
t he handling of emergencies entailing
natural gas?

20. Are there sone policies/procedures that
you need but do not have?

21. I's the system under any enforcenent

action by the fed' s or state?
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Oper ati on_and Mi nt enance

1

Are service personnel lighting all
pilot lights, regardless of the
situation?

Are sufficient repair parts in stock
or within i medi ate reach of service
per sonnel ?

Is there an anode repl acenent program
currently being perforned on al
nmetal distribution piping?

Is there a regul ar mai nt enance
programon all regulators within the
syst enf

Are system val ves operated yearly and
are the non-operating val ves repl aced?
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YES NO COMVENTS

6. Is the odorizer equi pnment regularly
servi ced?

7. Are permits issued for new building
installation with inspections
required and are fees received which
cover the cost of the inspections?

8. Is there a neter repair or
repl acenent programin operation?

9. Are all system pressure recorders
mai ntai ned at regul ar interval s?

10. Do you provide service outside of City

[imts or to utility districts?

Ceneral Itens You May Want to Ask About Gas System

1

10.

G ve us an overview of your gas system From whom do you buy your gas?

Regul ator station with odorizing facility - location and age? Type, age
and conditions of lines? Do you have a propane or LNG plant? How nany

connecti ons served?

How many peopl e do you enploy in gas departnent including clerical/
adm ni stration?

VWhat are your higgest problens in operating the gas systen®

What things have happened in the gas departnent recently that you are
nost proud of ?

How do you plan to handl e the new | aws on gas purchasi ng?

Have you given any thought to the inpact of this new | aw on your system
(Order 636)?

How are conplaint calls handled? Are they tracked? Wo follows-up?

What maj or capital expenditures will the gas systemneed in the next 5
years?

How do you handl e nmeter calibration/replacenent?

How do you handl e | eak detection survey? How often is this done? i.e.
nmandat ed?
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LI ST OF CHECKLI ST | TEMS FOR A COVPREHENSI VE
MANAGEMENT OVERVI EW OF WATER IN ANY CI TY

YES NO COMVENTS

1. I's there an organi zation chart that
clearly defines lines of authority and
responsibility for the City?

(a) If not, are such lines clearly
est abl i shed and under st ood by
all enpl oyees?

2. Is there a conbined water and sewer systenf

3. Is there an adm ni strative board ot her
than the el ected governing body?

4, Do you extend services outside the City?

5. Do you have a percent difference between
i nside and outside rates?

Admini strative

1. Is there an organi zational chart in place?
2. Are all positions appropriately certified?
3. Do you have job descriptions and have they

been reviewed with the enpl oyees?

YES NO COMMVENTS

4, According to the audit report is the
system financially sound?

5. Are tap fees adequate to pay cost of
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actual | y nmaki ng connection?

6. Is a rate increase needed?

7. Does the system have a witten policy
and procedures manual ?

8. Do custoners sign a formal application
for service with the ternms and
agreenents attached?

9. Are deposits for service received and
how are these utilized?

10. Are extension policies on file and
enf or ced?
11. Are turn-off policies on file and
enf orced?
12. Are energency procedures on file and
copies distributed to the enpl oyees?
13. Are all Fire and Police Departnent
personnel taught safety procedures on
t he handling of energencies entailing
natural gas?
YES NO COMVENTS
14. I's the system under any enforcenent
action by the state?
15. Have you had a | eak detection survey in

recent years?

Oper ati ons & Mi nt enance:

1

Are there up-to-date naps of the
systemand "as built" draw ngs of the
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treatnent facilities?

Does the water plant neet state
st andar ds?

I s water adequate according to:

(a) capacity?

(b) st orage?

(c) quality?

Is there adequate fire protection

according to:

(a) st or age?

(b) fl ow pressure?
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YES NO COMVENTS

5. Does the system have a consi stent neter
repl acenent programfor |large neters as
wel |l as residential neters?

6. Are val ves and hydrants operated and
tested on a regul ar basis?

7. Do you have written contracts for sales
to other political entities?

8. Are all major mechani cal conponents of
the systemregularly serviced and
properly maintai ned?

9. Are el evated tanks drained, cleaned, and
i nspected on a regul ar basis?

10. Is there an on-goi ng collection/
di stribution system mai nt enance and
repl acenent programin effect?

(a) Is it predictive (preferably
sof tware) ?

11. Is there a policy on coordination with
street division on work?

12. Is there a utility cut ordinance?

13. Do you provide service to utility
districts?

Ceneral Itens You May Want to Ask About Water
1. G ve us an overview of your water system Do you have your own
treatment plant? Size and age? Type, age and conditions of |ines,
storage reservoirs, punp stations, etc.? How nany connections served?

2. How many peopl e do you enploy in treatment? |In distribution? In
clerical/adm nistration?
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What are your biggest problens in operating the water systenf?

VWhat things have happened in the water departnent recently that you are
nost proud of ?

How are you handling the increased nonitoring requirenents for water
systens?

How are conplaint calls handled? Are they tracked? Wo follows-up?

VWhat mmj or capital expenditures will the water systemneed in the next 5
years?

How do you handl e neter calibration/replacenment?

119



LI ST OF CHECKLI ST | TEM5S FOR A COVPREHENSI VE
MANAGEMENT OVERVI EW OF SEVER | N ANY CI TY

YES NO COMVENTS

1. I's there an organi zation chart that
clearly defines lines of authority and
responsibility for the City?

(a) If not, are such lines clearly
est abl i shed and under st ood by
all enpl oyees?

2. Is there a conbined water and sewer systenf

3. Is there an adm ni strative board ot her
than the el ected governing body?

4, Do you extend services outside the City?

5. Do you have a percent difference between
i nside and outside rates?

Admini strative

1. Is there an organi zational chart in place?
2. Are all positions appropriately certified?
3. Do you have job descriptions and have they

been reviewed with enpl oyees?

YES NO COMMVENTS

4, According to the audit report is the
system financially sound?

5. Are tap fees adequate to pay cost of
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actual | y nmaki ng connection?

6. Is a rate increase needed?

7. Does the system have a witten policy and
procedur es nmanual ?

8. Do custoners sign a formal application for
service with the terms and agreements
attached?

9. Are deposits for service received and
how are these utilized?

10. Are extension policies on file and enforced?
11. Are turn-off policies on file and enforced?
12. Are energency procedures on file and copies
distributed to the enpl oyees?
13. Are all fire and police departnent
personnel taught safety procedures on
the handling of energencies entailing
natural gas?
YES NO COMVENTS
14. Are there sone policies/procedures that
you need but do not have?
15. I's the system under any enforcenent action

by the state?

Oper ati ons & Mai nt enance

1

Are there up-to-date naps of the
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systemand "as built" draw ngs of the
treatment facilities?

Are all permits for wastewater discharge
verified for conpliance?

I s wastewater treatnment adequate in:

(a) capacity?

(b) quality?

Are wastewater flows nonitored during
rainfall periods to determne a need
for sewer rehabilitation?

(a) Are I/l stormdrain connections
and CSO checks done?

Do you have witten contracts for
treatment for other political entities?
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Are all major mechani cal conponents of
the systemregularly serviced and
properly maintai ned?

YES NO COMVENTS

Does t he system have an up-to-date
sewer use ordinance and do you have
in place or need a pretreatnent

pr ogr anf

I's there an on-going collection/
di stribution system nai nt enance and
repl acenent programin effect?

(a) Is it predictive (preferably
sof t ware) ?

Is there a policy on coordination wth
street division on work?

10.

Is there a utility cut ordinance?

11.

Is there adequate and tinely sl udge
di sposal ?

12.

Do you provide service to utility
districts?

CGeneral Itens You May Want to Ask About Sewer:

1

G ve us an overview of your sewer system Do you have your own

treatment plant? Size and age? Type,

age and conditions of lines, lift

stations, etc.? How nany connections served?

How many people do you enploy in treatnent? 1In collection? 1In

clerical/adm nistration?

VWhat are your biggest problens in operating the wastewater systenf

What things have happened in the sewer
nost proud of ?

How are conplaint calls handled? Are t

123

departnent recently that you are

hey tracked? Who follows-up?



6.

What nmj or capital
years?

expenditures wll
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LI ST OF CHECKLI ST | TEM5S FOR A COVPREHENSI VE MANAGEMENT OVERVI EW
OF RECREATI ON AND PARKS DEPARTMENTS IN ANY CI TY

Organi zational I ndicators:

1

Is there an organi zation chart that
clearly defines lines of authority and
responsibility for the City?

YES

NO COWMENTS

(a) If not, are such lines clearly
est abl i shed and under st ood by
all enpl oyees?

Do you know under what statutory
aut hority your departnent is
established (Title 11, Charter, other)?

Is there a Conprehensive Recreation
and Parks Pl an?

Is there a Recreation Advisory Board?

(a) Is there a Recreation Policy
Board? Appointed by?

Does the comunity have input into
t he operations and pl anning of
recreation activities?

Is there a mssion statenent for the
depart nent ?

125



YES

NO COWMENTS

7. Do the enpl oyees have a fornmal
input into the work plans of the
or gani zati ons?
8. Is there a policy and procedures nanual ?
9. Do enpl oyees have input into policy
devel opnent ?
10. Is there a full-tine Departnent Head?
11. Is there a conmittee nmade up of the
governi ng body menbers that handl e
recreation issues?
12. Is there an organi zational chart?

Fi nance and Budget :

1. Do you know what percent of revenues are

generated from fees and charges?
2. Is there a fees and charges policy?
3. Do you know how much per capita is spent

on recreation?

(a) Does it distinguish between

resi dent and non-resident?
YES NO COMVENTS

4, Have revenues kept pace with inflation?
5. Is there a capital budget?
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6. Do you have out standi ng bond issues
dedicated to recreation and parks?

7. Do supervisors have input into the
budget ?

8. Do you know what percent of the City's
operating budget is spent on recreation
and parks?

9. Does the City utilize inmpact fees or
ot her special taxes to enhance Parks
and Recreation?

Per sonnel
1. Do you provide training for

(a) Hazar dous Chemical Right to
Know?

(b) Speci fic functional training?

(c) Managenent traini ng?
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(d) Speci al i zati on courses for
programers and nmai nt enance
wor ker s?

YES

NO COWMENTS

(e) Speci al training needs, i.e.
gol f course, civic arena?

(f) Cust omer service?

2. I's there a budget for training? How
much?

3. Is there a budget for travel? How
much?

4, Are enpl oyees certified by TRPA?

5. Are positions advertised?

O her Providers:

1. Has there been a determ nation of the
prograns and facilities offered for
citizens by other governnents, private
agenci es and non-profit agencies?

(a) Coul d the departnment fill any gaps?
(b) Is the City's program specialized,
or is it broad based?
YES NO COMVENTS
2. Are there any nenbers of the popul ation

who are not being served by other
provi ders?
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3. Is there a coordinated effort between al
| ei sure service providers in the Gty?

4, Are services provided to outside
resi dents?

Pr ogr ammi ng:

1. Does the departnent take into account the
denogr aphic data of the Gty when planni ng
facilities and prograns?

2. Is there a list of prograns and the nunber
att endi ng?

3. Do you survey the population to devel op
pr ogr anm ng?

4. Di versity of programm ng--Are prograns
offered for elderly, disabled, and ot her
speci al popul ati ons?

5. Does t he departnent have staffing and
expertise for special popul ations?
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Facilities:

YES

NO COWMENTS

1. Does t he departnent have a risk
managenent study of all facilities
and progranmm ng?

2. Do facilities conformto ADA handi -
capped accessi bl e requirenents?

3. Do facilities neet the needs of the
public? Based upon survey?

4, Capital projects and budget--Are
facilities well planned and financed?

5. Is there a fixed asset account of the
facilities and equi prent?

(a) Is there a repl acenent schedul e?

6. Are the existing facilities dispersed
appropriatel y?

Pl anni ng:

1. Is there community involvenment in
pl anni ng recreation and park issues?

2. Are surveys conduct ed?
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YES NO COMVENTS

3. Is there a determ nation process for
the location of future facilities?

4. Are annexation issues included?
5. | s denopgraphic data used in planning?
6. Is there a good rel ationship between the

recreation departnent and the planning
depart nent ?

Public Rel ations and Narketing:

1. Is there a marketing plan?

2. Is there a staff menber designated to
handl e public information needs?

3. Do you use brochures, etc., for
advertising? |If not, how do you
advertise?

4, Do you use program eval uations in
devel opi ng and nodi fying future
prograns?

(a) Users?

(b) Staff?

YES NO COWENTS
(c) Ceneral Public?

(d) Q hers?
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Do you have a program for tax exenpt
gifts and donati ons?
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