	Procurement and Business Services
Planning & Brainstorming Matrix

	Why do we exist? (Mission)
	The Procurement and Business Services Department continuously strives to deliver the highest level of customer service to user departments and vendors while ensuring purchases and vendor payments are in alignment with state statutes and that solicitations are transparent, fair and competitive while providing the utmost value to maximize public funds.

	Sections
	Accounts Payable
	Purchasing
	Travel

	What do we do? (Services)
	Review and identify any significant changes – highlighted sections indicate areas for potential performance measures 

	
	· Issue prompt and accurate payments; transfers and disbursements to vendors, employees and others
· Maintain the Vendor Master File
· Disburse Internal Revenue Service (IRS) Form 1099 to applicable vendors and file with the IRS
	· Procure tangible personal property, services and construction for all county departments including management and oversight of all procurements utilizing federal, state, and local appropriations
· Manage contracts
· Maintain the Credit Card Program
	· Review and approve the Travel/Registration Form (TRF) after submission by the Travel Liaison (TL)
· Ensure that employees are assigned a credit card with travel permissions
· Ensure that travel advances and reimbursements checks processed
· Verify travel-related expenditures are reconciled properly by the Reconciler and the Travel Liaison

	Objectives – Short-term initiatives, or projects, with a beginning and end date, action steps and a measurable target that achieves the county’s business strategies (e.g. efficiency, effectiveness, innovation, cost reduction, transparency).

	Projects, Priorities & Initiatives 

	What is planned for FY21/22?
Add upcoming projects, initiatives & priorities.  This will be used to identify potential new objectives.  Not all items listed will become an objective tracked through the performance process.

	
	· Archiving vendors – should be complete FY20
· Automate PO close process
	· Pay equity preference
· Contracts in OpenGov
· 
	· Implement automated advances
· Implement automated reimbursement
· Implement multi travelers – FY21/22

	Existing Objectives
	Review existing objectives.  If complete prior to 6/30/20, establish new objectives.  

	
	· 
	· O165 Reduce the number of desktop printers, network printers, copiers for move to Alvarado Square - complete
· O166 Implement electronic bids for online solicitation
	· 

	New & Carry Forward Objectives
	After projects, initiatives & priorities for FY21/22 are identified, as well as existing objectives, determine which will be tracked as new and carry forward objectives. 

	
	· 
	· 
	· 

	Performance Measures – Services performed that are measurable and strive to achieve targets that align to the county’s business strategies and strategic plan goals. 

	Existing Performance Measures

	If this area is BLANK for your section, review section below (Industry Research & Related PMs) to brainstorm new performance measures.

	
	· P117: Invoices paid within 30 days of invoice receipt
· P255: Resolve posting date issues between 61 days and older within the Goods Receipt/Invoice Receipt (GRIR) Liability Report 
· P256: Resolve posting date issues between 31-60 days in the Goods Receipt/Invoice Receipt (GRIR) Liability Report 
	· P114: Process time for Purchase Orders (business days)
· P115: Process time for Request for Bid (RFB) (business days)
· P116: Process time for Request for Proposal (RFP) (business days)
	· Need performance measures

	Industry Research & Related PMs 
	Do you have access to this data? Is this something you would like to know about your department or want others to know (is this meaningful)?

	
	· Vendor Payment Error Rate
· # of vendor training completed by due date
	· % of actual contract awards/rebids completed within projected time
· Contract usage dollars of statewide contracts/ % of spend on statewide contracts
· Percentage of contract dollars awarded to local small businesses
· Average cycle times  (calendar days) for contract routing
· [bookmark: _GoBack]Percent of POs Completed Without Error
· % of purchases with p-card
· Percent of City staff who are very satisfied/satisfied with Procurement Services
· Percent of employees with professional certifications
· Average number of bids received per solicitation
· Percentage of contracts awarded through a competitive procurement action
	· Processing time for TRF approval
· Total processing time, look at executive review and department review process—add to dashboard
· 

	New & Carry Forward PMs
	After industry research & related PMs for FY21/22 are identified, as well as existing PMs, determine which will be tracked as new and carry forward PMs.

	
	· 
	· 
	· 

	Other 


	





