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HUMAN RESOURCES MANAGEMENT AND PAYROLL FUNCTIONAL REQUIREMENTS DEVELOPMENT

City and County of San Francisco, CA – Meeting Agenda

September 12th  – 14th, 2006

	The agenda for this set of meetings is for the development of HRMS and Payroll business requirements for the City and County of San Francisco (CCSF).  GFOA has distributed the draft requirements prior to these meetings and the subject matter experts have been encouraged to review the draft requirements relevant to their subject matter expertise, identifying potential changes to requirements, eliminating unnecessary requirements, as well as adding requirements that are not identified. These requirements will ultimately become the standard against which a warranty on the software and implementation services will be applied. 

GFOA will conduct sessions by functional area, rather than interviewing individuals or on a departmental basis. Any individuals that work with information from a functional area, or provide information to a functional area, are expected to attend.  

To effectively communicate system requirements to the marketplace, the CCSF should focus on specifying the business needs that are necessary for a new system to perform, rather than being limited by the constraints of the current central business environment. GFOA will facilitate these meetings to guide user input to develop requirements that are consistent with contemporary business systems and business processes. 

GFOA Approach. 

Rather than starting “from scratch”, GFOA’s approach to business requirements development is to 1) provide the CCSF with common “best practices” business requirements; 2) incorporate business needs that have been identified during prior discussions; and 3) focus the site visit on identifying the requirements that are specific for the needs of the CCSF. In GFOA’s experience, many of the system requirements found in public sector systems are consistent across organizations. For this reason, we include a set of general requirements for your review, and devote our site visit activities toward identifying those business needs that are more specific to the CCSF. We believe that this is an effective use of the CCSF’s time and resources, which allows our development sessions to be highly productive.  The information that we received during our initial site visit on August 8th – 11th has also been incorporated into the draft set of system requirements, and will be validated during the onsite meetings identified in this schedule.
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	Day #1  - Tuesday, September 12th 

Strategy Session w/ Project Manager                   8:00 AM – 8:30 AM   
General briefing
Project Plan Review
Review of Site Visit
Executive Business Discussion                              8:30 AM – 12:00 PM

This session has been tentatively scheduled to accommodate the CCSF follow-up business technology executive meeting. 

Lunch                                                                      12:00 PM – 1:00 PM
Applicant Tracking/ Recruitment                          1:00 PM - 3:00 PM
This session will address organizational needs regarding applicant tracking and recruitment. Specific areas that may be covered include:
Application Management Policies 
Eligibility Lists
Testing
Internal Transfers
Reporting
Break                                                                       3:00 PM – 3:15 PM
Executive Payroll Discussion                                3:15 PM – 4:30 PM

This session will allow GFOA to engage the CCSF central Payroll Manager, to understand the high-level  business needs of the department, and to understand the manager’s strategic goals for the Payroll function. 

Technology                                                              3:15 PM – 5:00 PM
This session will address the technical standards that are currently in place and any future IT direction the CCSF is currently considering. Specific areas that may be covered include:
Technology Preferences

Desktop Standards

System Architecture

System Administration

Security

System-wide features

User Navigation

Utilities & Help Functions

Interfaces

Data Conversion

Archiving

Document Management & Imaging

Data Warehouse/Reporting Tools

Networking Standards
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	Day # 2 – Wednesday, September 13th 
Position Control/Management                          8:15 AM – 10:00 AM
This session will address organizational needs regarding position management. Specific areas that may be covered include:

Maintenance of Staffing Table 

Tracking Position Vacancies

Budgeting/Requesting New Positions 

Position Requisition Process

Reporting

Overfill / Underfill Process (es)

Break                                                                   10:00 AM – 10:15 AM
Payroll                                                                 10:15 AM – 12:00 PM
This session will address the organization needs in the Payroll arena. Specific areas that may be covered include: 

Deductions  
Special Pays
Payroll Processing 
Expense Reimbursements
Payroll Cycles / Off Cycle 
Garnishments
Time and Attendance 
Travel

Reporting

Lunch                                                                   12:00 PM – 1:00 PM
Benefits Administration                                        1:00 PM – 3:00 PM
This session will address organizational needs regarding benefit programs within the CCSF. Specific areas that may be covered include:

Types of Benefit Plans 
Benefits Enrollment
Leave Accrual 
Retirees
Beneficiary Information 
COBRA Administration
FMLA

Employee Self-Service

Travel
Reporting
Break                                                                       3:00 PM– 3:15 PM
Risk Management                                             10:30 AM – 12:00 PM  

This session will address organizational needs regarding risk management processes and procedures. Specific areas that may be covered include:

Workers Compensation 
Vehicle / DL Tracking
Accident Reporting / Tracking 
Subrogation
Reporting
Day # 3 – Thursday, September 14th 
Personnel Administration – Part 1                    8:30 AM –10:00 AM
This session will address organizational needs regarding tracking and maintaining CCSF employee information. Specific areas that may be covered include:

Employee Data 
Document Management
Classifications  
Multiple Jobs / Split Positions
Break                                                                   10:00 AM -10:15 AM

Personnel Administration – Part 2                   10:15 AM - 12:00 PM
This session will address organizational needs regarding tracking and maintaining CCSF employee information, labor management, and the CCSF’s compensation processes. Specific areas that may be covered include:

Employee Relations

Disciplinary Processes
EEO Tracking and Reporting 
Compensation
Comp and Class Structures 

Compensation Increase Policies
Forecasting Requirements / What If Scenarios
 Reporting

Lunch                                                                   12:00 PM – 1:00 PM

Training/Certification Tracking                          1:00 PM – 2:30 PM
This session will address organizational needs regarding training requirements. Specific areas that may be covered include:

Class Enrollment 
Course Catalogs
Certification Types 
Cert. Notification /Tracking
Events Management 
Testing / Assessment
Reporting
Performance Evaluation                                     2:30 PM – 4:00 PM  
This session will address organizational needs regarding the performance review process and performance management as a whole. Specific areas that may be covered include:

Performance Review Requirements
Performance Review Forms
Development Plans / Goal Setting 
Career Ladder / Job Progression 
Reporting
De-brief w/ Project Manager                               4:00 PM – 5:00 PM

Discussion of Next Steps

Feedback on Site Visit Activities
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