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Context

In order to deliver critical services for its citizens—such as constructing roads,
rehabilitating homes, or picking up trash—the City often engages with private companies
with specialized expertise. Because these and other services are so critical, Mayor
Landrieu has made it a priority for vendors to be selected fairly, for contracts to be
negotiated expeditiously and in the best interests of New Orleanians, and for vendors to
be paid in a timely manner.

What is ReqtoCheckStat?

In order to improve the performance, accountability, and transparency of the City's
contracting system, Mayor Landrieu asked the Office of Performance and Accountability
to design a performance management program for the entire process of contracting out
services—from the requisition of budgeted funds to the issuance of check for services
rendered. The result is ReqtoCheckStat, a performance management system where key
City officials review data to assess how the City is meetings its goals and to hold
departments accountable for their results. ReqtoCheckStat, which takes place monthly,
are working meetings, intended to provoke constructive dialogue on what is working,
what is not, and what the City needs to do to improve.

Can | participate?
This meetings are open to the public. Members of the public are invited to submit
questions, which will be addressed by City officials.




City Strategic Framework

Mission

The City of New Orleans delivers excellent service to its citizens with courage, competence and compassion.

Values

Integrity, Excellence, Transparency, Teamwork, Responsiveness, Innovation, Diversity and Inclusion
Vision
New Orleans is a model city. We are a unified city. We are a creative city.

Result Area Goals and Objectives

Sustainable
Communities

Economic
Development

Open and Effective Children and

Public Safety Innovation

Government Families
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Open and Effective Government

Goal: Ensure sound fiscal management and transparency, promote effective, customer-driven services and foster active citizen

engagement in City government.

Objectives and Strategies Outcome Measures
Exercise effective management and accountability for the City’s . Bond ratings (S&P, Fitch, Moody's)
physical resources . Comprehensive Financial Statement Audit Opinion
1.  Effectively steward the City’s financial resources . Property tax collection rate (two year)
2. Manage the City’s information and analyze the City’s . Satisfaction with Tl services

performance data . Average number of respondents to bids and RFPs
3. Manage vendor relationships and provide oversight of City

contracts

4. Responsibly support the City’s capital assets

Attract, develop, and retain public servants throughout City . Turnover rate
government empowered to deliver high-quality customer service . Employee engagement and satisfaction (specific questions TBD
1.  Cultivate a high-quality City workforce from an internal survey

2. Provide fair and reasonable benefits to City employees and
retirees
Facilitate the legal, administrative, and policy work of governmental Citizen satisfaction with overall government services (UNO
bodies serving City residents Quality of Life Survey)
1. Govern the City with integrity and accountability . Philanthropic resources secured
2 Defend the City’s legal interests
3.  Promote civic engagement
4 Facilitate, link, and leverage resources with external
organizations




Procurement Process Overview+

Requisition

Contract Contract
Creation and Processing
Routing and Approval
*Department identifies +Approved requi nis = Department routes =Contract is reviewed for *Department reviews
need, and creates a reviewed by the Bureau of ‘contract materials through form, legality by Law invoice and submits
requisition Purchasing the system in order to Department payment voucher ta
obtain a contract Accounts Payable (AP) to
process payment
+Requisition to use +Requisition is converted to +CAQ, City Attorney, =Accounts Payable
budgeted funds is Purchase Order (PO), Bid Executive Counsel, processes requests and
approved by different or Request for Proposal Mavyor/ Council review makes payment
offices (RFP), depending upon and approve contract
scope of work and dollar
amount

*See a more detailed process map on slide 35




Responsible Organization: There were no severity 1 outages in October.

Office of Information

ez himEL D i, Procurement and Contracting Related IT Systems : Systems Availability
Data Source: (Days of Severity 1 Outages )
Im

Related Strategy:

Manage the City's information
System

and analyze the City’s data,

BuySpeed *+ &
. G and Agency o 8|0 ofo o|lo ofo ofo oflo oflo oflo o|lo o
Severity 1 Outage: The (Procurement,/Bids/Payments]
complete loss of a core ECMS
organizational or business o &0 0}j0 0|0 O0fO0 O 0 0 0 0 0 0 0 0 0 0

toolfinfrastructure that does | Contract Routing
not allow work to reasonably AFIN
continue.

Capital and Grants (1] 0 a 0 a 0 0 0 0

(Procurement/Payments}

=)
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Great Plains
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(Payments)

ITI’s procurement and contracting systems have remained stable in late 2013.



Procurement Contract Contract
Requisition 7 DBE Creation and Processing Payment
! Routing and Approval

Requisition Approval

e Requisition Approved and Processed per Period
e Requisition Approval Queue by Approval Level

¢ Approval Time of Requisitions

Action Items *

] Status
Respon Parties|

Initialize review of services provided by the Budget Office 1o introduce service
level agreements (SLAs)

[ Tvos of services provided InPracess [SLAs objectives still outstanding. Meeting to be scheduled by the CAO
lb. Expected time to complete or follow up with departments

Andrew Kopplin and

Brian Firstley | Fequisitions

[Draft process / protocol to add org codes £ users to systems (Brian + Task Farce)
la. What do departments need?
B F I d lb. Whe do they need to reach out?
rian Firstley and | g o isitions | What are the steps? In Process Draft is ready to be reviewed by the CAQ
James Husserl Erocess

[Developa plan to miigate potential lapses in processing assoriated Budget will encourage departments with major required contractual
. . with the beginning of the fiscal year. lobligations to encumber the required funding in the first few
Brian Firstley Requisitions In Process

business days of 2014, while continuing ta be aggressive with
requisition processing. 4




m Procurement / DBE__ W Contract Creation and Routing - Contrect Processing and Approval Rayment >

::;';:;‘f;‘;i:’”“‘“““"” 1185 requisitions were approved by Budget and Finance in September,
Finance Department leaving the General Fund requisition queue at 121, up from 108 in the
Data Source: previous month.
BuySpeed Purchasing Portal
Related Strategy: General Fund Requisition Approval Queue T
Manage vendor relationships for Period Endlng 10.31.2013
and provide oversight of City
contracts.
Definition:
Requisition: A request to
procure goods, supplies,
equipment, and services, as
well as the authority to commit
funds to cover the purchase. ﬂ
& ¥
+ & ‘ﬁ‘ + ¥ v

Age of Requisitions in Finance Office - 35 in Queue

Over 10 Days Requisitions in Queue to be Approved

5-10 Days 300 -
2-5 Days Finance
250 391
2 Days or Less = . . EL! Budget
0 10 20 30 40 200 4 = Department
103
P - - 150 1 126 121
‘Age of Requisitions in Budget Office - 35 in Queue 108
Qver 10 Days 100 - 82 3 35
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Despite receiving a higher number of requisitions than any other month in 2013,
Budget and Finance’s requisition queue remained relatively steady.



Requisition Procurement / DBE > Contract Creation and Routing > Contract Processing and App m\)

Responsible Organizations:

Number of Days to Approve Requisitions on Target

Budget Office;
el LS Average Days to Approve Requisitions
Data Source: 60 54  (Budget Office and Department of Finance)
BuySpeed Finance Budget
uyspee 5.0 (1DayTarget) (2 Day Target]

Related Strategy: 30 30
Manage vendor relationshi 3Day

. § - Target
and provide oversight of City an 1.8 1.8 i
contracts . 11 12 1.2 0 1.2 1.0 i

o an 0 04 o 04 03 05

Notes: ’ 12 i 08 08 11 0.8 07 09
2011 information only "% ~F 0 0 0 ) fal m m m ) ful
available from May to & e se E ﬁ g é § E 2 :?“ ‘% g

December.

@ Average Days to Approve Requisitions By Budget Office

Legend: | wu s ]
@ onTarget Target rget LULTEL
Within10% of Target Met? Met? Target
. Off T, t
o 24 $ 13 @ 11 2 O

Requisition Approval Distribution

Budget Approval

> Key measure that best
indicates whether City

activities are achieving the 2 or less

) 3 Days
desired results 4-5 Days 8% 7% 9% 10% 7% 2% 7% 7% 6% 7% 7% a%
6-10 Days 10% 5% 17% 3% 5% 1% 1% 2% 3% 2% 1% 2%
11-15Days 4% 1% % 1% 1% 1%
Over 15Days 2% 1%

2 or less
3 Days
4-5 Days 1% 3% 2% 7% 7% 5% 3% 4% 11% 3% 1% 6%
6-10 Days 2% 13% 1% 1% 1% 2%
11-15 Days 10% 3%
Over 15 Days 3% 9

Budget and Finance requisition approval remains by far the speediest stage of the
ReqtoCheck process.



Contract Contract
Requisition Creation and Processing Payment
Routing and Approval

Requisition to Procurement

e Processing of Requisition by Bureau of Purchasing

e Status of Requisitions Awaiting Buyer Response
e Time to Convert Requisition to PO

e Status of Requests for Proposals

e Status of Bids

e DBE Information

Action Items *

Detailed Status

Sharethe regort provided by the procurement consultants with the
ReqtoCheck group. Open
Schedule an external meeting with Andy to review the recommendations.|

Mary Kay
Kleinpeter

Report was shared with RatoCheck group. Waiting to schedule
follow up meeting.

10



) Requisition > > Contract Creatior \.> roce nd Apf > yme >

Responsible Organizations:

e s The Bureau of Purchasing processed 1,091 General Fund requisitions,

bata Sourcer leaving their queue at 258. 88% of requisitions were converted to

BuySpeed Purchasing Portal purchase orders within four business days.

::'m“ 5"1*” o General Fund Bureau of Purchasing Requisition Processing Recahied
anage vendor relationships R .

and provide oversight of City for Period Ending 10.31.2013

contracts

Definition: 1,121

Purchase Order (PO): A BT ) R os| ool Phon e R

written authority issued by 900

the City to a vendor indicating

the agreed price and ? 1“? ? ? I-EI ? ILEI 13! 1“

quantities for goods and \’o‘" Qé,—‘ &..\ \&‘.\ @%‘\:\ \é‘” & p"’\’ %ﬂ“’ x d}“’

services. It also encumbers

departmental funds in the Buyer Processing Requisitions
Status of Reqs Awaiting Buyer Processing

financial system specifically P . . P
o o A e R e Distribution of Time to Convert Requisitions to Purchase
. Completed 10.31.2013 107 100% - moow y T W T R ® D R % B
CIPEUED Need Contract 52 o | B E R Z R EEEZEBE
Processing Procurement 64 ggz & =9 Days
Waiting for Support 29 50% and ver
Cancelled 6 50%
aow | B S D) G 4 ik qm Gkl TF PP oE 5-sou
30%
a0
T & Ty s e e aa o e
olice S B T T3 % 4oy
Capital Projects 3 5 % § 8 2 B F 3 2 F & 8
Retirement 1 5 B
LS
Law 1
Sanitation 1
QlG 1
0CD 1

Finance and the Bureau of Purchasing are considering revising the policy in regards to
taking the Bureau of Purchasing out of the process of converting purchase orders
under $1,000, which accounts for approximately 70-75% of general fund requisitions.

This would speed up processing times and allow procurement staff to focus their
efforts on high value procurement.



) Requisition > ) Contract Creation and Routing > Contract Processing and App m\)

>

Responsible Organizations: H H
ER e 10 RFPs were in process as of the end of October. 73% of RFPs received 3
or more proposals.
Data Source:
BuySpeed Purchaﬁﬂs Portal; Total 10 RFPS in Process as of 10.31.2013
Bureau of Purchasing Total o(al 3 18 7 an.al Tnt ' I I
. 14 15 3 6 Tota Total
R s e I 3 Y 215 o Tntal Total 10 i
Manage vendor relationships — a4 10 Committee
and provide oversight of City - 2 - = Awaiting
contracts . o s
o ¢ Department
Definition: ) ‘9 .,’.'P ’90 ﬁf ,’.\'éa,
REP (Request for Proposal): s’ -,)’ w’ A3 &:,
The document used to solicit Waiting on Department
proposals for professional
services, in which price - as
well as factors such as past French Market Corporation  Architectural Services
experience and technical French Market Carparation  Public Relations/Advertising Cansultant
expertise are used to
determine the awarded LT i AR
contract.
CAQ CAPITAL PROJECTS City Archives Feasibility Study
Note: PUBLIC WORKS Drainage System Engineering Analysis
Asterisk denotes at least one CAQ HOSPITALIZATION Employee Weight Loss Program
RFP cancellation included in
count of closed.

Number of Proposals Received for RFPs Completed
YTD 2013 (as of 10.31.2013)

B 100%
tesend: oo | 3% R o BEOBR B B B Lo
Above

80%

@ onTarget 70%

Within 10% of Torget % s 56%  60%  sow  62%  60%  53% o oo ggy

. Off Target s

> Key measure that best
ates whether City w2and
activities are achieving the below
desired results 2012 Jan-13  Feb-13 YTD Mar-13 YTDApril-13 YTDMay-13 YTDJune-13 YTD July- 13m:| Aug-13 YTD Sept-13 ¥TD Oct-13 ¥TD
38 0 9 10 17 21 25 34 37 40 12

RFPs have received a desirable level of competition so far in 2013.




) Requisition

> ) Contract Creation and Routing > Contract Processing and App m\) Payment >

Responsible Organizations:
Bureau of Purchasing

Data Source:
BuySpeed Purchasing Portal;
Bureau of Purchasing

Related Strategy:

Manage vendor relationships
and provide oversight of City
contracts

Note:

Asterisk denotes at least one
bid cancellation included in
count of closed.

Legend:

@ onTarget

‘Within 10% of Target

¥ ofrarget

= Key measure that best
indicates whether City
activities are achieving the
desired results

6 Bids in process as of the end of October. 63% of Bids received 3 or more
bids

Bids in Process

a3 Total ‘;‘;' otal  Total
otal ool 18 11110 1910, 44 15 16
12 139 ‘otal otal 3 10 5
17 10 o 13 8 u otal
3 2 [
Wating an
Departraent
‘Opening Date
T T T S T S
« & « W & e b o o o
Awaiting Department @ Percent of RFPS and Bids with 3 or more proposals

PURCHASING BUREAL  Emergency Heavy Equipment Rental

Target YTD Annual
N0, AVIATION BOARD  Airport Short Term Parking Garage-Employee Parking Lot Lease Met? Actual | Target
77% N/A 64% 70% A

FIREDEPARTMENT  Fire & Safety Trailer

Number of P Is Received for Bids Completed
YTD 2013 (as of 10.31.2013)
1‘;3 5% s% e 8% W W W% W% W6 % o
80%
0% 58%  45% gy 53%  52% 57 59%  G0% @ 59%  62%
60% | 74%
3t09
2 and below
2012 Total Jan-13  Feb-13YTD Mar-13 ¥YTD Apr-13 YTD May-13 YTD Jun-13 YTD Jul-13 YTD Aug-13 YTD Sep-13 YTD Oct-13 YTD
12 22 28 36 aa a8 58 70 76 9 13

Bids are not receiving the level of competition desired by the administration.
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Economic Development

Goal: Spur the growth of a diverse, inclusive economy that creates good-paying jobs and provides equal access to economic prosperity.

Objectives and Strategies

Outcome Measures

Promote business growth and job creation

1.

Foster a business-friendly regulatory environment, including
streamlining the permitting process

Promate an environment of equal opportunity for a diverse
supplier pool

Aggressively seek to attract new business and retain existing
businesses

Provide support for world-class special events

Job growth (metro)

High wage job growth

Cultural industry job growth

Tourism growth (metra)

Population growth

Value of residential and commercial construction

Office, retail, and warehouse space occupancy rates (deviation
from mean of benchmark jurisdictions)

Sales taxes generated

Occupational license growth

Develop and train the local workforce, and connect residents with

jobs
1.

Provide access to work opportunities to youth and other
vulnerable populations

Promote workforce development and skills training to meet
employers’ needs

Link employers to the local workforce

Unemployment rate

Average annual wages

Gross Metro Product (GMP) per job

Educational attainment (proportion of population with some
college, and bachelor’s degree or higher)

Size of the City's middle class (proportion of households by
national income quintiles)

Median household income by race and ethnicity

14

14



) Requisition >

) Contract Creation and Routing ) Contract Processing and App m\)

Responsible Organization:
Office of Supplier Diversity

Data Sources:

BuySpeed Purchasing Portal;
Bureau of Purchasing;
Office of Supplier Diversity

Related Strategy:
Promate an environment of equal
‘opportunity for a diverse supplier pool

Definition:

Disadvantaged Business Enterprise (DBE): A
business entity that is owned and controlled
by social and economically disadvantaged
persans, such that the entity’s ability to
compete in the business world has been
restricted due to industry practices and/or
limited capital and/or restricted credit
opportunities beyond its control.

Note:

Data excludes bids for which DBE contracting
requirements have been waived.

Key Performance Indicator reflects the
contract values of both bids and RFPs
combined

Legend:
@ onTaget
Within 10% of Target

& ot

o Key measure that best indicates
whether City activities are achieving the
desired results

YTD, 32% of the contract value of bids have been awarded to DBE

firms.

Total

Total 2011 2012
$68.6M

$21.9
M
32%

$43.7M
34%

$83.2M

Average Days to Validate Bid DBE Requests

14 f— 013 Actual e = Target(3 Days) @ Percent of City Contract Value

YTD 2013
$94.2M

Awarded to DBE’s (Bids and RFPs)

Annual
Target
32% 35% A

15

15



) Requisition >

) Contract Creation and Routing ) Contract Processing and App w) Payment

Responsible Organization:
Office of Supplier Diversity;
Bureau of Purchasing

Data Sources:

BuySpeed Purchasing Portal;
Bureau of Purchasing;
Office of Supplier Diversity

Related Strategy:

Promate an environment of equal
opportunity for a diverse supplier
poal

Notes:

Data excludes proposals for which
DBE contracting requirements have
been waived;

RFP validation target was raised to
10 days in July 2013.

Key Performance Indicator reflects
the contract values of both bids and
RFPs combined.

Legend:

@ onTarget

Within 10% of Target

@ ontterget

@™ Key measure that best
indicates whether City activities
are achieving the desired results

YTD, 39% of the contract value for RFPs have been awarded to DBE
firms.

RFPs:

YTD 2013

$26.3M ‘l

Average Days to Validate RFP DBE Requests

@ Percent of City Contract Value Awarded
to DBE’s (Blds and RFPs)

nual Status
Target

w2013 Actual = == Target (10 Days)

N/A /A N/A . /A

Jan-13 Feb-13 Mar-13 Apr-13 May-13 Jun-13 Jul-13 Aug-13 Sep-13 Oct-13

16

The lack of validation data for RFPs for many of the last few months was discussed.
OPA and the Office of Suppler Diversity will set up a meeting to figure out if a better
reporting method is needed.



Open and Effective Government

Goal: Ensure sound fiscal management and transparency, promote effective, customer-driven services and foster active citizen

engagement in City government.

Objectives and Strategies

Outcome Measures

Exercise effective management and accountability for the City’s

physical resources

1.  Effectively steward the City’s financial resources

2. Manage the City’s information and analyze the City’s
performance data

3. Manage vendor relationships and provide oversight of City
contracts

4. Responsibly support the City’s capital assets

Bond ratings (S&P, Fitch, Moody's)
Comprehensive Financial Statement Audit Opinion
Property tax collection rate (two year)

Satisfaction with ITI services

Average number of respondents to bids and RFPs

Attract, develop, and retain public servants throughout City

government empowered to deliver high-quality customer service

1.  Cultivate a high-quality City workforce

2. Provide fair and reasonable benefits to City employees and
retirees

Facilitate the legal, administrative, and policy work of governmental

bodies serving City residents

1. Govern the City with integrity and accountability

2 Defend the City’s legal interests

3.  Promote civic engagement

4 Facilitate, link, and leverage resources with external
organizations

Turnover rate
Employee engagement and satisfaction (specific questions TBD
from an internal survey

Citizen satisfaction with overall government services (UNO
Quality of Life Survey)
Philanthropic resources secured

17
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Requisition Procurement / Contract Creation
q DBE and Routing

Contract
Processing and
Approval

>

Contract Package Routing

Average Contract Routing Time

18



) Requisition >

Procurement / DBE Contract Creation and Routing GG > Payme >

Responsible Organizations:

Chief Administrative Office (CAD);
Civil Service;

Finance Department;

Bureau of Purchasing

Data Source:
Electronic Contract Management
System (ECMS)

Related Strategy:
Manage vendor relationships and
provide oversight of City contracts

Definition:

Contract: Agreement between
two parties with legal and moral
binding, usually exchanging goods
or services for maney or other
considerations.

Note:
2011 information only available
from May to December.

Average time to approve contract requests continued to meet the target
of four days.
Average Approval Time of Contracts by Approval Level

CAO (1 day target]
Civil Service (1 day target)
Finance {1 day target]

6 Bureau of Purchasing (1 day target)
513
an
5 4 P —
408 s o6 408y
109 3.95 7 Tar
a 366 369 . 0an 37 et
g =] = 332 -,
302
3 [ oz a2 o= o e 169 274

[ ]
'H
4
H
e
8l
:
B
E

] - am o o
1 149 1 D 155
- - e 115 7
0 - - " - m " - - " -
- - L - S -
& g
5 Contract Requests in Queue as of 10.31.2013
cao
Civi service
Finance
Purchasing 5
Avg. 3.03 days
0 1 2 3 4 5 6 7 8 9 10

The time to approve contract requests by Purchasing, Finance, Civil Service, and the
CAO met the total four day target for the third month in a row, and reached a historical

low of 2.74 in October.
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Contract
Processing and
Approval

Procurement / Contract Creation

Requisition DBE and Routing

Contract Approval Process

e Contract Processing and Approval

Action Items *
| Responsible Parties [ Area [ Actionitem [ Status [ DetailedStatus |

Risk management form update.
a. What is the process ? Risk management provided risk form and draft of
insurance requirements to be included in bids and rfps.
Insurance wording is currently being reviewed by Law.
iSearch for new Risk Manager currently proceeding.

Rebecca Dietz Contracts In Process

Identify group of contracts that can use a PO or an
expedite contract routing process (for a
predetermined group of contracts).

A group of contracts has been identified. The
ReqtoCheck task force is assessing the technical needs

In Process |and the capabilities of the current system to potentially
add an alternative routing process for a predetermined
set of contracts,

Mary Kay Kleinpeter Contracts

Legal opinion on 8R and conversation with the City

Rebecca Dietz Contracts In Process  |Executive Counsel feedback needed
Council. —
Rebecca Dietz, Mary Kay Develop a method to ensure that Buyspeed and
Kleinpeter, and Allen | Contracts |ECMS vendor contact information is kept up to date. Open
Square
Explore an effective way to measure and set a target {OPA and Law met to discuss in October. OPA will
Vic Spencer and Rebecca for the age of contracts in queue. i f
ic Spencer Contracts E a Open  (conduct analysis of the factors affecting the number of
Dietz icontracts in queue after Law provides supplemental data

inJanuary.

Procurement suggested to Law to publish previous draft of 8R, as prepared by Law in
2012, per the preference of Executive Counsel.



) Requisition > Procurement / DBE > Contract Creation and Routing Contract Processing and Approval Payment

e There was a higher number of contracts in queue in October as
Chief Administrative Office;

) compared to the previous period. This is due in part to a higher than
Department/agency requesting .. . =
contract; average number of aviation contracts received for processing.

Executive Counsel;
Mayor's Office;

City Council
All Contracts Processed, Received and in Queue YTD 2013

Data Source:

Electronic Contract Management | inauewe |

System (ECMS) ol

300 - | ciosed |

Related Strategy:

Manage vendor relationships
and provide oversight of City
contracts

a
4
£

Mar-13
Apr-13
May-13
Jun-13
Jul-13
Aug-13
Sep-13
Oct-13

21




) Requisition

2

Procurement / DBE > Contract Creation and Routing Contract Processing and Approval Paymer

Responsible Organizations:
Law Department;

Chief Administrative Office;
Department/agency
requesting contract;
Executive Counsel;

Mayor's Office;

City Council

Data Source:
Electronic Contract
Management System (ECMS)

Related Strategy:

Manage vendor relationships
and provide oversight of City
contracts

Note:

Bottom chart ages represent
amount of time spent at
current stage‘

70

60

The average age of contracts in queue remains lower than 30 days.

Average Age of Contracts In Queue Distribution of Contracts in Queue

2012 Actual 2013 Actual 0-30Days  3160Days = 61-90Days ®91-120Days  mOver 120 Days

s o 5 TR EWE PR EEEE

53 51 5o 80% 8 ux —ms—m%— — 2

a5 22 e 5 I W o
42
35— 36 60%

1 27 27 35

3 a0% - — e —

9% 67% o TSk . ok 68%

-a,-n o H B B .. . .
Jan Feh Mar Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun  Jul Aug Sep Oct

Location and Average Days of Contracts in Queue #5.31.2013 ®6.30.2013 ®7.31.2013
(Days from being received from the previous stage) 8312013 m9.302013 m10.31.2013

41
J I 115 510 10 I_lls 3
--000 0| --000 O 2
Manual Attorney Dp. City Att cho Send ToVendor AwaitingVendor  Ordinance  ExecutiveCounsel  *Retumed
Contracts inQ = 1 a0 1 0 3 56 5 10 0

Over the past few months, the average age of contracts in queue have been historically

low, and are far less than half the age of the same period in 2012.
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) Requisition >

Procurement / DBE > Contract Creation and Routing. Contract Processing and Approval

Responsible Organizations:
Law Department;

Chief Administrative Office;
Department/agency requesting
contract;

Executive Counsel;

Mayor's Office;

City Council

Data Source:
Electronic Contract Management
System (ECMS)

Related Strategy:

Manage vendor relationships
and provide oversight of City
contracts

Note:

*Attorney time includes all the
processing time for contracts
that were returned at any stage.

70 6. 100% " .
B ng B 15%
60 56— 4 56 N 1%
a1 18 | - s = O S OB
a8 B0% o gy 26% 7%
25%
37%
YR

20

15

10

The average time to close was tied for the shortest time on record,
though still one day above the 30 day target. Awaiting signature from
the vendor remained the longest part of the process.

Average Days to Contract Execution Distribution of Days to Contract Execution
2012 Actual s 2013 Actual - = = Target 3003y} wp-30Days  3060Days  =60-90 Days w90-120Days  mOver 120 Days

Jan-13 Feb-13 Mar-13 Apr-13 May-13 Jun-13 Jul-13 Aug-13 Sep-13 Oct-13

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

®5.31.2013 ®6.30.2013 =7.31.2013
Average Days to Approve Contracts (by Stage)
m331.2013 =9.30.2013 »10.31.2013

23 23 ]
2l
0
19
17
15
1
9
8
6
5
3340t G
1
Manuals Legal Review * D. City Att cao To Send Vendor From Vendor Executive Con. 23
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Procurement / DBE > Contract Creation and Routing e e et it Tl Apprwal—

Responsible Organizations:
Law Department;
Department/agency requesting
contract

Data Source:
Electronic Contract Management
System (ECMS)

Related Strategy:

Manage vendor relationships
and provide oversight of City
contracts

Note:

Per policy memorandum 122R,
each department/agency is
responsible for reaching out to
the vendor to obtain their
signature after the law
department sends the initial
notification.

The number of contracts awaiting vendor signature was at 56 at the end
of October. The average time awaiting vendor was the lowest on record.

Contracts Awaiting Vendor Signature
(5 contracts waiting over 30 days as of 10.31.2013)

Department n Average Days Awaiting Signature Number of Contracts
DISASTER CDBG UNIT s 1
CIVIL SERVICE 49 1
HUMAN RESOURCES 36 1
HEALTH DEPARTMENT 29 3
PROPERTY MANAGEMENT 17 3
Homeland Security Grant Approval 15 1
CAPITAL PROJECTS 14 4
PUBLIC WORKS 12 3
NORD RECREATION DEPARTMENT 1 5
HOMELAND SECURITY 9 5
FINANCE 8 2
PUBLIC LIBRARY 7 1
AVIATION 7 18
NEIGHBORHOOD STABLIZATION 4 5
LAW 2 1
OFFICE OF INSPECTOR GENERAL 2 1
ITI 0 1
Grand Total 12 56
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. Contract
. Contract Creation .
Requisition Procurement A Processing and

and Routing

Approval

The Check: Accounts Payable

* PO Date and Invoice Date Analysis

+ General Fund Payments
= Processing by Accounts Payable
s Payment from Invoice Date

+ Capital and Grants Expenditure Payments
- Processing by Accounts Payable
. Payment from Invoice Date
= Detail Review (invoices in the pipeline)
« CDBG Invoice Payments

= DPW Payments
« DPW Revolver Payments
+ Capital Projects Payments
« Capital Projects Revolver Payments
Action Items *
Responsible Parties ' Action ltem ' PEEN e >
Look into the potential system integration needs of Ameeting has been held with the City's bank to
Norman Foster Payment . Open
¥ using pcards to buy goods. Seen explore this issue.
Should vendors send invoices to departments or . p .
) ) Invoices will remain to be sent to departments. The
Accounts Payable. PO information notes to send . .
Norman Foster Payment | o 3 pen comptroller is contacting departments to make sure
invoices to A/P, but invoices are being sentto N
departments are not holding invoices.
departments.

A new action item was opened up for Finance to figure out a method for pre-paying
Civil District Court for the recordation of contracts. Finance, Law, and Capital Projects
will hold a meeting to discuss this issue.



) Requisition > Procurement / DBE > Contract Creation and Routing > Contract Processing and Apprwa

Responsible Organizations: Accounts Payable exceeded its target for percent of days to process
Every department making general .
fund payments during a given general fund payments in 7 days or less, as well as the average days to
month
process.
Data Source: Number of Days to Process General Fund and Agency Payment Requests by Accounts
A its Payabl
e AL RN B i o
Related Strategy: 80% | 24% 37%"' ~ 5% 3% 37% m Over 30
Manage vendor relationships and ;gﬁ Bl == = = =S = == = = == S === :W’ Days
t
provide oversight of City contracts 50% G e 16-30
40% 25% 8%  79% 84% Days
' 30% | [10%  ogy  23% 74% 63%
LEC 20% 42% 6% 815
2011 information only available 0% 0% 9% Days
from May to December. 0% - - i " - . - - - - - - 7 Days or
i 3 g g b b b 3 3 b = b I
Legend: = : 5 ¢ 0z 2z g 5 z f & 5 =
g g
@ cotarger Average Number of Days to Process Invoices by A/P Department (General Fund
Within 10% of Target Expendilures)
® ofttager w— ctual = = Target (7 Days)
> Key measure that best
indicates whether City activities
are achieving the desired
results
4% s 0% 02 0% % oz =2 o= oo«
RE RE 5 0§ 0z : 0§ 5 3 %} &
@mpercent of General Fund invoices processed within 7 business days of
being received by Accounts Payable
Target YTD Annual
Met? Actual Target
58% * 0% L 2

61%
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For the second month in a row, Accounts Payable met its timeliness targets for
processing general fund invoices.



) Requisition > Procurement / DBE > Contract Creation and Routing > Contract Pracessing and Approval Payment

Responsible Organizations:

Every department making general | The nrocessing time for general fund payments by Accounts Payable was

fund payments during a given

ety more predictable than in previous months.

Data Source:
Accounts Payable

Related Strategy: Distribution of Accounts Payable Processing GF Payments
Manage vendor relationships and
provide aversight of City contracts

800
Note:
2011 information only available o0
from May to December. 500
g 500 e ApF-13
£
Jun-13
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Aug-13
300

/\ Oct-13
200
100 /

Days




) Requisition > Procurement / DBE > Contract Creation and Routing > Contract Processing and Apprwa

Responsible Organizations: The Percentage of General Fund (and Agency) Payments in 30 Days or
E department maki |

l::;vpai‘:en’rse:urr;w: ::}ff: o Less was 69% at End of October.

manth

Data Source: . "

e e Number of Days to Pay General Fund and Agency Invoices from Invoice Date

100%

7% 6% % 8% 4% 4% 2% a% a% 5% a%

Related Strategy: 90% | 118 11% 15% 2% 13% 9% 9% 0%  12% & 9% Over 120
Manage vendor relationshipsand | 80% 24%

21% 23% 22% 19% 18% Days
24%
provide oversight of City contracts ;g: 2% 32% 30% 30% 61-120
Days.
Note: ig: 56% 47% 1y
: - : 31to60
2011 information only available | 30% | | ggeg 66%  64%  64%  go  69% 6%
D;
from May to December. 20% L i) ) avs
10% 18% 22% 30 Days
0% or Less

Average Number of Days to Pay Invoices from Invoice Date
(General Fund Expenditures)
mmm Actual = = Target (30 Days)

- =
- =
o0
&=

2012
Total
Jan-13
Feb-13
Mar-13
Apr-13
May-13
Jun-13
Jul-13

Aug-13
Sep-13
Oct-13

Though still lagging above the target of average days to pay general fund expenses, the

vast majority of general fund payments over the past several months have been made
within 30 days.
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2

Procure;

ment / DBE

> Contract Creation and Routing > Contract Processing and Approval Payment

Responsible Organizations:
Every department making
general fund payments during a
given month

Data Source:
Accounts Payable

Related Strategy:

Manage vendor relationships
and provide oversight of City
contracts

Number

The distribution of general fund and agency payments was also more
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Procurement / DBE

Responsible Organizations:
Every department making
capital or grant payments
during a given month

Data Source:
Accounts Payable

Related Strategy:

Manage vendor relationships
and provide oversight of City
contracts

Note:
2011 information only
available since May 2011.

Legend:
@ onTarget
within 10% of Target

& otrager

@™ ey measure that best
indicates whether City
activities are achieving the
desired results
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at end of October

Number of Days to Process Capital Payment Requests by Accounts Payable

N, M A T e S

> Contract Creation and Routing > Contract Processing and Approua

The percentage of capital and grant payments processed in 7 Days was 95%

- = Target
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-
=
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Average Number of Days to Process Invoices by A/P Department
(Capital and Grants)
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@ Percent of Capital/Grants Fund inveices processed within 7 business
days of being received by Accounts Payable

Target Annu;
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—Over 30
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) Requisition > Procurement / DBE > Contract Creation and Routing > Contract Processing and Apprwa
B oo o | The Percentage of Capital and Grant Payments Made in 45 Days or Less

or grant payments during a given

R from Invoice Date was 66% at end of October

Data Source: Number of Days to Pay Capital and Grants invoices from Invoice Date
Accounts Payable
100% 2%
8% 6% B% 8% 5% 4% 2%
Related Strategy: sow | 1 e e o Do |2 e 0% 3SR g 3% o o
Manage vendor relationships 80% 14% 7% 5% 4% 5% 19% 4% 10%
and provide oversight of City 70% | 19% 11% 8% 4% 6% 12% = Over 120
contracts 60% i o
50% 61-120
Note: 40% 78% 81% 81% 77% Days
2011 information only available 30% 8% 67% 68% 70% 68% 62% 74% 66%
since May 2011. 46 to 60
i 20% Days
10%
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] E a I b a jul 2 2 a 3 ] Less
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Capital and grant payments have been consistent and timely. In feedback meetings,
contractors have expressed satisfaction with the speed of capital and grant payments.



) Requisition >

Procurement / DBE

> Contract Creation and Routing > Contract Processing and Approval Payment

Responsible Organizations:
Every department making capital
or grant payments during a given
month

Data Source:
Accounts Payable

Related Strategy:
Manage vendor relationships
and provide oversight of City
contracts

The distribution of days to make capital and grant payments continued to

Number

300

200

100

50

Invoice Date to Check Date Distribution

be very predictable.

for Capital and Grants Payments

Apr-13
Jun-13
Aug-13
Oct-13
e
50 100 150 200 250 300 350 400
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) Requisition > Procurement / DBE > Contract Creation and Routing > Contract Pracessing and Approval Payment

Responsible Organizations: The percent of late general fund payments was moderate compared to

Every department making general fund .

payments during a given month previous months.

Data Source:

Accounts Payable General Fund (and Agencies) Payments Vouched for October 2013

Related Strategy: October

Manage vendor relationships and <=60 Day 0 : €

provide oversight of City contracts % L) o 5 223 552 - :;: "
FINANCE 5 2 7 1 5% *

Note: cAQ 21 7 28 B oax B 2

Asterisks denote that a department m 28 8 23 | IS | T

made a small number of payments SR ey e - u _— IR
HOMELAND SECURITY 12 3 15 16%

during this period. SAFETY AND PERMITS 8 2 10 B T a0

“Other Departments” denote those Risk Management a 1 5 19% .

with less than 4 general fund EMS 21 5 26 B oas% 1 4%

payments per month. LIBRARY 77 18 95 B 0% | | 16%

A D SANITATION 13 3 16 19% | EET

Eac_h payment” represents one check, ACCOUNTING 5 2 11 ] 22% .

which may constitute more than ane Cultural Economy 14 3 17 32% 0%

invaice, in the case of multiple invoices HEALTH 16 3 19 n 17% 38%

being sent to a particular vendor by a CAPITAL PROJECTS 11 2 13 [} 10% 23%

particular department. COUNCIL 40 7 47 B 16% 18%
OFFICE OF INSPECTOR GENERAL 20 3 23 I 5% 3%
Youth Study Center 22 3 25 [] 11% 12%
AVIATION 188 25 213 W 9% 18%
PROPERTY MANAGEMENT 40 5 a5 [] 12% 12%
LAW 25 3 28 B e% 29%
REGISTRAR OF VOTERS £} 1 10 | | 19% 24%
EMD a8 a a2 28% 35%
MAYOR'S OFFICE 71 5 76 B eax 21%
NORDC 129 8 137 B asx 14%
MOSQUITO CONTROL a5 2 47 l 12% 15%
PARKS & PARKWAY a7 2 49 . 13% 19%
PUBLIC WORKS 31 31 11% 13%
FIRE a a [ | 18% 14%
CORONER 18 18 6%
REVENUE 12 12 % 19%
CITY PLANNING 7 7 [ | 17% *
TREASURY 5 s B 20% W %
CODE ENFORCE REVOLVING FUNC a o ) W 5% 0%

1
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) Requisition > Procurement / DBE > Contract Creation and Routing > Contract Pracessing and Approval Payment

R ible Of izatie 3 . . .
Every depariment making copitl o The percent of late capital and grant payments was consistent with
eI SR G T previous months in the year, but higher than in late 2012.

Data Source:
Accounts Payable

Capital and Grants Payments Vouched
Related Strategy:

Manage vendor relationships and for October 2013
provide aversight of City contracts
Note: 2013 2012

Asterisks denote that a department
made a small number of payments
during this period

Aug-Dec

Qctober Jan-Sep

Department <=60 Days >60Days Total /S 60 Days %>60 Days

"Other Departments” denote those

with less than 3 capital payments PROPERTY MANAGEMENT z

per month. NORDC 2 1 G

Each “payment” represents one

check, which may constitute CAPITAL PROJECTS 66 30 . l . 22%

more than one invoice, in the (0]6)] 81 31 112 . 28% . 24% I 19%

case of multiple invoices being

sent fo a particular vendor by a PUBLIC WORKS 45 11 s6 W 20% | BB I a9%

particular department. HEALTH 81 10 9 f 1% [ 10% 0%
MAYOR 9 1 1wl 1% o | 4%
HOMELAND SECURITY 7 7 0% L I 1%
CRIMINAL JUSTICE I 1% 0%
Other Departments 19 2 nl 1% 0 o1o% L EE

The majority of Capital Projects’ late payments during the month were actually
payments paid for on behalf of Property Management.



Procurement Process Map/City of New Orleans

* Note map is not all inclusive, It provides guidance of the general process

Requisition

R T ‘Approval of requisition
3) Prepares raaulsition orf AFIN Systom (¢ (CIW‘

::.-m and Grants) ar BuySpeed (Gener 2) B

A e

or apy

Procurement

Office of Procurement | Professional Services
Under 15K: No RFP process (Contract)

b sl Over 15K : RFP Pracess (Contract)

Contract Creation
and Routing

User Entity

1) Receives Bid/RFP Package fram procurement
[2 Gathars raquired forms (DGE, Tax Clearing.

:; ‘Routus Coutract Packs gt with forms thrangh
[contract approval process (New)

or
Submits Contract Package to Law befare
routing(Old)

Routing and Approval of

2 4) Conversian of requisition to PO . )
% B) Process requisition for a Bid (3 weeks) Materials Supplies Non. Professional
» €] Process requisition far an RFP (2 weeks) Under 1K: No Bid

3) Sends PO ta Viendor and User Entity .
L ey Between 1K-20K: Informal Bid
Over 20K: Formal Bid

Construction and Public Works
Under 150K: Infarmal Bid
Over 150K: Formal Bid

1) Bid / RFP Package
10 Department to
gather required

ey Payment

e O B T s

Contract
premspemeon 0" | Processing
é'cﬁ"ﬁ:r}::m:u routa contract to City Attornay and Approva'

5) Route contract to Mayar's Office and signature by

2) If Contract Package missing appravals, cantract is

Mayor
6) Route copies of contract {4) to Procurement, Vendor
Bnd User Entity, Law Department keeps one.

is raceived, route.
e e Al e
for payment

2) Pracess paymant (review
and printing)
3} Forwards payment to Vendo

¥
1) Payment to

T
Gffice of Procurement

1) Recaives Contract and reviews

Supplemental
framet s Procurement

[1)PO to User
Jentity and
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Evaluation Form

Are you a city employee or a member of the public?

On a scale 1-5, how useful was this meeting to you (1= least
useful and 5= most useful)?

What’s working?

What'’s not working?
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