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Action Department Target Date Status 

Develop Contract Management 
Manual for Goods/Service Contract 
(excluding construction/architecture/ 
engineering) 

Purchasing November, 2016 Completed. Final version issued in November, 2016. 
 
The manual is a comprehensive guide to contract 
management from the procurement process all the way to 
closing out a completed contract. It includes detailed 
instructions as wells as templates staff can use to 
throughout the contract management life cycle. 
 
The manual will be updated with information regarding 
using the on-line contract monitoring system and process 
changes that are discussed below.  

Train staff on use of contract 
management manual 

Purchasing  On-going Approximately 400 staff have attended all day training 
through August, 2017 

Provide employees with additional 
training classes focused 
specifically on developing contract 
monitoring plans 

Office of Ethics & 
Compliance, 
Purchasing 

November, 2017 Currently developing a class that focuses on preparing an 
effective contract monitoring plan.  Course materials will be 
aligned with format to be used in the on-line contract 
monitoring system. 

    

Create searchable contract catalog  
The contract catalog will be a 
searchable repository of contract-
related information  

   

Create process to assign unique 
city-wide contract number that will 
allow for data exchange between 
systems which collect or process 
contract data 

Office of Ethics & 
Compliance; CIS 

June, 2017 Completed 
Expanded purpose of existing contract numbering system 
to utilize for all City contracts (open and new awards) to 
create the catalog. Data will be in correct format when 
need to begin data transfers to other IT systems.   

Identify open contracts that do not 
already have contract numbers; 
assign numbers; and load 
applicable data into the financial 
system.   

Office of Ethics & 
Compliance; 
department staff 

On-going  Focused efforts on departments with large numbers of 
open expense contracts – Water Utilities, Public Works, 
Communication & Information Services, Fire, Police, 
Housing, Equipment & Building Services.   
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For those contracts not included in the mass process, 
contracts will be assigned contract id number during 
renewal/extension or change order process. All new 
contracts and are assigned contract id number as part of 
the Council Resolution or Administrative Action.   
 
We will continue clean up data and assign numbers to 
open contracts with smaller departments as time permits. 
 

Implement changes to City 
Council resolutions/ ordinances 
and Administrative Actions to 
include the citywide contract 
identification number 

Office of Ethics & 
Compliance; CIS; 
Agenda Office; 
departments 

June, 2017  Completed  
 
Employee training classes held, 400+ employees 
attending, during May, June, and August 2017 to roll out 
new processes. Additional classes are held on an as-
needed basis.  
 
Result: Each City Council agenda item (resolutions and 
ordinances) and Administrative Action awarding or 
amending a contract includes the associated contract id 
number.  

Post Contract Catalog on City’s 
data transparency website. 

CIS, Office of Ethics & 
Compliance 

Phases 
beginning May 
2018 

Dependent on completion contract monitoring system.  

    

Financial system process and 
approval changes to strengthen 
spending controls. 
 
Financial system changes to allow for 
integration and data transfer with the 
contract catalog and on-line contract 
monitoring system  

Office of Ethics & 
Compliance; CIS 

June, 2017 and 
October, 2017 

Completed.  
New document processes as well as additional controls 
were “turned on” June 27, 2017 and October 4, 2017.   
 
New processes ensure greater consistency across 
departments and further control the risk of spending 
beyond authorization.  
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Create on-line contract monitoring 
system for departments to document 
monitoring plans; vendor performance 
and interactions; record vendor 
progress; and contract close-out 
activities.  Monitoring system will link 
to associated documents such as the 
contract, RFP/RFB, and vendor’s 
proposal/bid, reports, etc.  

   

Gather system requirements from 
service contract user 
departments,  
 
Design Sales Force module 
according to requirements 
 
Develop changes to the test 
system to reflect system 
requirements 
 
Test system 
 
Train users 

 

CIS, Office of Ethics & 
Compliance, 
Purchasing, 
departments 

April, 2018 Currently gathering system requirements and process 
maps from Water Utilities, Convention Center, Equipment 
& Building Services, and Code Compliance to get a wide-
variety of contracts.  

Phase roll out to user departments 
in three groups  

 Group 1 –  
May 2018 
Group 2 – 
August 2018 
Group 3 – 
September 2018 
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Develop interfaces to other 
systems – Financial System, 
insurance certificate/ bond 
tracking.  

CIS, Office of Ethics & 
Compliance 

May, 2018 Researching and developing requirements.   
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