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HUMAN RESOURCES MANAGEMENT AND PAYROLL FUNCTIONAL REQUIREMENTS VALIDATION
City and County of San Francisco, CA – Meeting Agenda

November 7th, 8th, 9th, 2006  (Revised on 10/24/06)
	The agenda for this set of meetings is for the validation of HRMS and Payroll business requirements for the City and County of San Francisco (The City).  As with the initial requirements development session, GFOA has distributed the revised requirements prior to these meetings, and the subject matter experts have been encouraged to review the draft requirements relevant to their subject matter expertise, confirming that their requested changes and adjustments have been included in the draft requirements. Upon approval of the final set of requirements, these requirements will ultimately become the standard against which a warranty on the software and implementation services will be applied. 

As before, GFOA will conduct validation sessions by functional area, rather than interviewing individuals or on a departmental basis. Individuals that participated in the initial requirements development sessions and any other individuals that work with information from the relevant functional areas are expected to attend.  

To effectively communicate system requirements to the marketplace, the City should focus on identifying 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. As before, GFOA will facilitate these meetings to guide user input to validate and further refine the business requirements that have been submitted by City staff.  
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	Day #1  - Tuesday, November 7th 

Strategy Session w/ HRIS Workgroup                8:00 AM – 10:00 AM   
General briefing
Project Plan Review
Review of Site Visit
Other Project Support Activities
Break                                                                       10:00 AM – 10:15 AM
Technology                                                              10:15 AM – 11:45 AM

This session will validate the technical requirements that were submitted by the City, along with the standard requirements that were initially presented to the City’s IT staff.  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

Lunch                                                                      11:45 AM – 1:00 PM
Applicant Tracking/ Recruitment                          1:00 PM - 2:30 PM
This session will validate the business requirements regarding applicant tracking and recruitment. Specific areas that may be covered include:
Application Management Policies 
Eligibility Lists
Testing
Internal Transfers
Reporting
Break                                                                       2:30 PM – 2:45 PM

Position Control/Management                              2:45 PM – 4:00 PM

This session will validate the business requirements 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 / Under-fill Process(es)

Finance Discussion                                              4:00 PM – 5:15 PM
This session will address business information needs and the necessary interfaces that will be required between the HR/Payroll system and the City’s central financial system.  Specific areas that may be covered include:

Reporting Needs
Required data interfaces
Other functional needs
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	Day # 2 – Wednesday, November 8th
Payroll                                                                 8:30 AM – 9:45 AM
This session will validate the business requirements 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

Break                                                                   9:45 AM – 10:00 AM
Workers Compensation                                    10:00 AM – 11:45 AM
This session will validate and further refine the City’s business needs in the Workers Compensation arena. Specific areas that may be covered include: 

Workers Comp Admin. Activities
Reporting Needs
Lunch                                                                   11:45 AM – 1:00 PM
Benefits Administration                                        1:00 PM – 2:30 PM
This session will validate the business requirements regarding benefit programs within the City. 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                                                                       2:30 PM– 2:45 PM
Personnel Administration-Part 1                          2:45 PM – 4:00 PM  

This session will validate the business requirements of the City regarding tracking and maintaining City employee information. Specific areas that may be covered include:

Employee Data 
Document Management
Classifications  
Multiple Jobs / Split Positions
Personnel Administration – Part 2                   4:00 PM - 5:15 PM
This session will validate business requirements regarding tracking and maintaining City employee information, labor management, and the City’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

Day # 3 – Thursday, November 9th 
Training/Certification Tracking                         8:30 AM – 9:30 AM
This session will validate the business requirements regarding training. Specific areas that may be covered include:

Class Enrollment 
Course Catalogs
Certification Types 
Cert. Notification /Tracking
Events Management 
Testing / Assessment
Reporting
Break                                                                     9:30 AM -9:45 AM

Performance Evaluation                                      9:45 AM – 10:45 AM  
This session will validate the business requirements 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
HRIS Work Session                                               10:45 AM – 12:00 PM

Project Plan Discussion
Discussion of project next steps
Feedback on Site Visit Activities
Lessons Learned Discussion with SFUSD
Lunch                                                                      12:00 PM – 1:00 PM
HRIS Work Session-Continued                             1:00 PM – 3:30 PM

Project Plan Discussion
Discussion of project next steps
Feedback on Site Visit Activities
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