


October 22, 2004

Memorandum

To:
Mayor and Members of the City Council

From:

Jon-Etta Ross, Finance Director

CC:
Frank Salvato, City Manager

Date:
10/22/2004
Re:
General update regarding the Finance Department

I would like to provide you with some updated information about some of the small projects and changes in the Finance Department.

· In August 2004 my staff started a process of gathering information about replacing the postcard type utility bills with a full-page billing, which would include the Newsletter with the utility bill.  Our Purchasing Manager contacted one vendor (Centex Mailing Service), because we thought that the cost for this service would be under the required amount for bidding ($25,000), we asked them to provide us with an estimate. In my opinion their estimate was rather high ($24,564.) I instructed the Purchasing Manger to bid this service. 

During this time we were discussing our new software InVision, which you vote to accept recently. In discussing the utility bill changes with our Accountant, who has used InVision, she stated: InVision has the capability to create the full-page type of utility account billing that we are reviewing for outsourcing. She also said that we would only need a “folding and stuffing machine” to complete the new type of billing process. In having a general conversation with a couple of vendor’s, they think that the “folding and stuffing machine” would cost significantly less that than having a service/outsourcing the billing project. 

At this time, the full-page utility billing project is on hold, pending more information. 

· The previous supervisor of the Utility Clerk has stepped down from her supervisory duties and I have selected Rose Dennis (our City’s Accountant) to fill that position. Prior to accepting the supervisory duty, she had already been working with the Utility Clerks with regard to training them to read and analyze various utility reports having to do with billing and payments. One drawback to having Rose supervise the Clerks is that she will need to remain at City Hall and consequently, the utilities payment processing will also remain at City Hall unless and/or until some other changes are made at or before the time that the new municipal court building is completed. 

· We received a bid from three armored car companies: Triple D, Brinks, and Loomis, Fargo & Co. whose prices ranged from $330.00 to $541.00 per month for picking up the bank deposits. When the contract was reviewed by myself, the City Manager, and City Attorney, we decided to use the Brinks company for a one-time (per day), one location (City Hall) pick-up.  The monthly cost will be $495.00 with a one-year contract. We selected Brinks because the conditions in the contract best to fit our needs. We began armored car service on Monday, October 18th. We have designated certain employees (the Accounting Manager, Accounts Payable (A/P) Clerk, the Accountant, and myself) to be the contact person for the Brinks pick-up. Our copies of the deposit slips are being mailed to us from the Bank promptly. Based on the Accounting Manager and A/P clerk, the service is working out well for the City.
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