CBH - City Council Study Session - 04/14/2009
CITY OF BEVERLY HILLS

ADMINISTRATIVE SERVICES DEPARTMENT

MEMORANDUM
TO: Roderick J. Wood, City Manager
FROM: Scott G. Miller, Administrative Services Director/CFO

DATE: April 8, 2009

SUBJECT: Program and Service Impacts of Budget Reduction Plans

INTRODUCTION

As a result of a worsening local economy and the uncertainty of those impacts on the
City's budgetary outlook all departments have developed budget reductions pians to
address the need to decrease General Fund spending by 10 percent, 15 percent and in
the case of non-public safety departments 10 percent plus the departments prorated
share of the Police and Fire Departments 10 percent budget reduction target. The total
budget reduction targets for the Administrative Services Department are as follows:

10 percent General Fund Reduction $426,957
15 percent General Fund Reduction $640,435
10 percent plus Police and Fire|$1,357,436
Departments Share of Budget
Reductions

This information is being provided in order to give the City Council context about the
programmatic and service impacts that are associated with each of these scenarios.

FY 2009-2010 DEPARTMENT MISSION

The Administrative Services Department consists of Budget, Finance, Human
Resources, Real Estate and Property Management and Risk Management. The
mission of Administrative Services is to provide efficient and professional services of the
highest quality to all City departments, employees and members of the general public.
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MISSION-CRITICAL OR CORE PROGRAMS

The following areas are considered core functions within the department and as such
were considered for budget reduction only after all non-mission critical functions were
cut. Mission-critical or core functions are those services that are fundamental to the
operation of any municipality.

e Administer state required risk management, employee safety and workers’
compensation programs and enforce laws and regulations.

o Process employee payroll and human resource materials such as benefit
changes and employee status changes.

¢ Account for disbursement and receipt of City funds and develop and maintain
City’s financial records.

o Administer the City municipal code as it relates to the City's Business Tax.

¢ Maintain basic customer service needs for the community, especially on permit
issuance and billing related to customer utility billing.

e Produce an annual budget and comprehensive annual financial report and other
legally required financial reports and statements.

o In cooperation with the City Treasurer, invest City surplus funds in accordance
with the City's Investment Policy.

o Perform all functions as designated under government code section 40805.5,
and perform functions imposed on City Clerk under government code sections
commonly with 40802, 37203-37209.

e Act as purchasing agent of the City and perform other duties as imposed by law.

SUNMMARY_OF PROPOSED DISCRETIONARY NON-MISSION CRITICAL BUDGET
REDUCTIONS

The department staff has reviewed all expenditures within the budget and identified
costs that can be eliminated from the budget without significantly impacting core
programs or services. This is not to say that these are unnecessary expenditures as
they contribute to the overall provision of service by doing such things as enhancing
training of staff, allowing staff to attend professional association conferences or
providing supplies for a program. However, because cutting these expenditures will not
cripple a program and do not significantly impact core programs, each proposed budget
reduction plans will include reduction of expenditures totaling $47,097.

These non-mission critical expenditures include reductions in the following categories of
costs:

Account Description Total
Books and Publications 5 2,225
City Representation S 2,500
Commemorative ltems S 306
Account Description Total
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Flowers/Plants S 3,000
Maintenance & Repair S 7,900
Membership & Dues S 200
Messenger Service ) 3,440
Mileage Reimbursement S 100
Printing & Binding S 6,551
Refreshments S 11,500
Telecomm - Wireless S 7,375
Travel s 2,000
Grand Total S 47,097

SUMMARY OF IMPACTS ON PROGRAMS AND SERVICE DUE TO 10%
REDUCTION PLAN

A total of $207,346 in contractual services will be eliminated. These cuts
significantly impact a variety of areas throughout Administrative Services and the
City.

One area significantly impacted by this reduction is employee training and development.
The level of training offered to employees will be significantly reduced. The legally
mandated training, such as sexual harassment prevention and safety training wili still be
offered to employees. Employee development training focused on preparing current
employees as a part of the City's succession planning efforts or do their current jobs
more effectively or efficiently will be significantly reduced or eliminated. The citywide
training requirement listed on the employee performance evaluation will be revised from
40 hours to 20 hours a year. In addition, training and skill development for the City’s
training coaches will be limited.

A total of $197,824 in salary and benefits will be reduced by eliminating the
Revenue Manager and a part-time Office Assistant Il position.

The elimination of the Revenue Manager hinders the creation of improved revenue
collection strategies and the implementation of best practices, which would result in
increased business tax collections.  This budget elimination will also delay
implementation of onfine business tax processing and affect the response time to
business tax complaints.

The elimination of the pari-time Office Assistant Il position will result in an increase in
the amount of time necessary to perform administrative and clerical tasks by our
professional and management staff, such as answer the phone, filing and processing
employee benefit change requests and will hinder our customer service levels.

SUMMARY OF IMPACTS ON PROGRAMS AND SERVICE DUE TO 15%
REDUCTION PLAN
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$336,270 in confractual services will be eliminated. These cuts significantly
impact a variety of areas throughout Administrative Services and the City.

One area significantly impacted by this reduction is employee training and development.
The level of training offered to employees will be significantly reduced. The legally
mandated training, such as sexual harassment prevention and safety training will still be
offered to employees. Employee development training focused on preparing current
employees as a part of the City's succession planning efforts or do their current jobs
more effectively or efficiently will be significantly reduced or eliminated. The citywide
training requirement listed on the employee performance evaluation will be revised from
40 hours to 20 hours a year. In addition, training and skill development for the City’s
training coaches will be limited.

The Real Estate & Property Management activities will be significantly impacted.
Customer satisfactions surveys will no longer be conducted, likely resulting in
unidentified tenant complaints which increase the potential for property vacancies.

The services of our business tax audit firm consultant will also be reduced. This
reduction will lead to a decrease in business tax revenue and our capability of auditing
businesses suspect of incorrectly reporting business taxes.

internal audits will be eliminated as a result of this budget reduction. As a direct result,
management and business practices that create operational bofttlenecks and poor
customer service won't be identified and remedied as quickly.

$199,423 in salary and benefits will be reduced by eliminating the Revenue
Manager and a part-time Office Assistant 1l position.

The elimination of the Revenue Manager hinders the creation of improved revenue
collection strategies and the implementation of best practices, which would result in
increased business tax collections. This budget elimination will also delay
implementation of online business tax processing and affect the response time to
business tax complaints.

The elimination of the part-time Office Assistant Il position will result in an increase in
the amount of time necessary to perform administrative and clerical tasks by our
professional and management staff, such as answer the phone, filing and processing
employee benefit change requests.

$35,000 in advertising expenses will be reduced.
The reduction in the Personnel advertising budget will eliminate most advertising for

open positions. This will extend the time required to fill open positions and will result in
a more limited and possibly less qualified pool of candidates for open positions.
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SUMMARY_OF IMPACTS ON PROGRAMS AND SERVICE DUE TO 10% PLUS
PUBLIC SAFETY SHARE OF BUDGET REDUCTION PLAN

$671,192 in contractual services will be eliminated. These cuts significantly
impact a variety of areas throughout Administrative Services and the City.

One area significantly impacted by this reduction is employee training and development.
The level of training offered to employees will be significantly reduced. The legally
mandated training, such as sexual harassment prevention and safety training will still be
offered to employees. Employee development training focused on preparing current
employees as a part of the City’s succession planning efforts or do their current jobs
more effectively or efficiently will be significantly reduced or eliminated. The citywide
training requirement listed on the employee performance evaluation will be revised from
40 hours to 20 hours a year. In addition, training and skill development for the City's
training coaches will be limited.

The Real Estate & Property Management activities will be significantly impacted.
Customer satisfactions surveys will no longer be conducted, likely resulting in
unidentified tenant complaints which increase the potential for property vacancies.
Architectural leasing funds used to provide potential tenants a schematic of the leasable
space won't be made available requiring City staff to take time to do it neglecting other
day to day projects and causing significant delays. In addition, marketing funds for City
owned property will be significantly reduced resulting in additional time necessary to
lease available space.

The services of our business tax consultant will also be significantly reduced. This
reduction will lead to a decrease in business tax revenue.

Internal audits will be eliminated as a result of this budget reduction. As a direct result,
management and business practices that create operational bottlenecks and poor
customer service won't be identified and remedied as quickly. This reduction will also
significantly impact the creation of new management reports which will have a direct
negative impact on operational improvement and efficiency.

$479,423 in salary and benefits will be reduced by eliminating the Revenue
Manager, part-time Office Assistant ll, full-time Office Assistant ll, Accounting
Technician and the Benefit Coordinator.

The elimination of the Revenue Manager hinders the creation of improved revenue
collection strategies and the implementation of best practices, which would result in
increased business tax collections.  This budget elimination will also delay
implementation of online business tax processing and affect the response time to
business tax complaints.

The elimination of the part-time Office Assistant Il position will result in an increase in
the amount of time necessary to perform administrative and clerical tasks by our
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professional and management staff, such as answer the phone, filing and processing
employee benefit change requests.

The elimination of the full-time Office Assistant |l position will require that general
administrative duties be completed by professional employees who earn a higher wage
and will directly impact department productivity and effectiveness.

The elimination of the Accounting Technician position will increase the amount of time it
takes to process check requests and purchase card reconciliations. The department
will push back the cutoff time for check submissions and only do vendor check runs
every other week as opposed to once a week as we currently do. This will result in
payment delays and possible late fee penalties and a possible deterioration of vendor
relationships. Closing of the financial books will be done 30 days, as opposed to 10
days, after the month closes, which delays staff reports, warrant requests, purchase
order reports and expense report reimbursement. Budget reports will be made semi-
annually, rather than quarterly which wiil directly impact other reports prepared for the
Council and staff.

The Benefits Coordinator position will be eliminated. The responsibilities of this position
will be absorbed with existing staff. This will impact our customer service levels since
most employees will be required to make all personnel related changes oniine.
Additional workload on other employees will negatively impact employee productivity in
their specific daily responsibilities.

$37,040 in advertising expenses will be reduced.

The reduction in the Personnel advertising budget will eliminate most advertising for
open positions. This may extend the time required to fill open positions and will result in
a more limited and possibly less qualified pool of candidates for open positions.

$45,925 in travel and training expenses will be reduced.

Reduction in travel and training expenditures will significantly impact all levels of training
activites. Employee opportunities to learn best practices and work collaboratively with
other California municipalities will be severely limited as a result of this reduction which
will directly impact operational improvements.

Attachments: 1. Plan for 10 percent Budget Reductions

2. Plan for 15 percent Budget Reductions

3. Plan for 10 percent plus Public Safety Share of

Budget Reductions
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