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[T BERT. Unit No. | DIV, Unit Mo, | SEC. Unit No.
Flnance 1300 Property Appraisal 1350 Personal Property 1354
- PERFORMANCE INDICATORS
P
OBJECTIVES DESCRIPTION Lol Bds 1977 1978
90 waise
E b O
1. Process all individual personal property returns | Aselgn values and total all X 2160 hours [2160 hours
received, in a timely manner. accounts. X 11 accounts|ll accounts
per hour per hoor
2. Process approximarely 6000 business personal Asaign values to all business X 1250 hours [1250 hours
property assssament returns.’ parscnal property accounts and X 4.8 accountg 4.8 accounts
total same. per hour par hour
3. Perform 150 field audits on business persomal Contact selected business X 1250 hours |1250 hours
property accounts. accounts and complate full field 8 hours per|8 hours per
audits, audit. audit.
4. Prepare supplemental business personal property | Research and assign values to X 1250 hours [125C hours
roll. approximately 2500 business 2 hours per{2 hours per
accounts that failed zo file. account account,
5. Perform area wide canvass of all businesses in Canvass arsa to determine new X 1330 hours [1330 hours
the area. Canvass mobile home courts and business accounts. Iaventory
airports. all mobile home courts spaces and
aircraft in the Municipality.
6. Equalize all assessment rolls. Discuss value problems with tax- | X 1250 hours [1Z250 hours
payers and prepare unresolved
cases for 3 Board of Equalization.
Defend cases before Boards.

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:
1 agd 2. A0 No. 220-76, Code of Ordinances 12.10.010 and 12.10.060 provide for the agseasment of personal property

3 and 4. A0 No. 220-76 and 12.10.040 provide that the Assessor is not bound to accept a Taturm as correct. He may make

at its full and true value as of January 1 of the assessmeat year.

an independent investigation of property upen which mo return has been filed. Ta either case, the Assessor
may make his own valuation of the taxable property.

5. It is necessary to have current information on oumership and existemce of taxable property.
6. Code of Ordinances, Chapter 12, provide for Board of Equalization necasaity and counduet.
CHANGES FROM CURRENT OPERATIONS: .

Increase in audit of business personal property.

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:

1.

2.
3.
4.
5.

6.

January through April~value personal property, using standard valuation guide lines and values of property determined
by market studies.

March through May-value business personal property, using accounting procsdures and depreciation guide lines.

April and June-equalize tax rolls, Prepare cases for Board of Equalization and defend values before the Board.
Review 3000 business property accounts to decermine need for auditing. Audit time-July through September.

August through September-review internal records of 14,000 accounts and State Business License List of 13,000 accounts]
to determine need for placing imvoluntary assessments on non-reporting businesses,

June through August-canvadss and rewiew 5,500 moblle home court spaces to note changes in units and changes In owner-
ghip to determine need for preparing involuntary filings on unreported mobile homes, January, April, July, and
October canvass 2000 aircraft in the Mumicipality to determine need to prepave involuntary filings on wnreported
aireraft. December canvass entire Municipaliry for all businesses for purpese of derermining new businesses and
update internal tecords of 14,000 active business accounts.
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DEPT.

Administrative Serviced

CODE

BUDGET UNiT

MAJOR OBJECTIVES FOR 1877

MAJOR OBJECTIVES FOR 1978

MAJOR PROGRAM CHANGES
: FOR 1978

1410

1420
1421

Administration

General Services
Administration

The primary mission of the De-~
parcment of Adwinistracive Ser-
vices i3 to provide iatermal
support services to all oper-
ating departments of the Muni-
cipality. 1In addiecion to di-
recting the activities of five
divisions, this office will be
actively engaged in numercus
projects (objectives) to:

. Respond to all requests for
gervice, including those re-
lated to, but not claarly
defined within the scope of
departmental activities.
Initiate 2z Facilicies Infor-
mation System to control
Municipally—owned and leased
facilitdes.

Detetmine Municipal require-
ments for a word processing
program.

Egtablish a plan for a Muni-
cipal Records Management Pro-
gram and administer initial
records inventory.

. Improve telephone switchboard
capabilities through analysis
and upgrade of switchboard
equipment.

Dirveet the UFMS task force

to achieve system implementa-
tion during 1977. ’

.

Provide planned services and re-
spond to special requeats asa
required by Municipal depart-
aents measured by level and
cost of sarvices and monitorad
by periledic survey,. Services
include: telephone/switchboard,
mallroom and courier, security,
custodial, records and forms

management .,

Provide contract administration
for all profassional service
agreements supporting custedial
security and window washing
gervices,

Finalize and maintain the mess-
age center partion of the Muni-
cipal-wide Emergency Services
Plan for implementation by
Switchboard and Courier Sectiond

Develop and implement a train-
ing program for iantra-divigion
activities (safety, job cross-
training), gnd for all Municipal

The primary mission of the De-
partment of Administrative Ser-
vices is to provide internal
support services to all oper=
aring departments of the Muni-
cipality, In addition to di-
recting the activities of five
divigions, this office will be
actively engaged in numerous
projects {(objectives) to:

. Regpond to all requests for
service, including those ra-
lated to, but not clearly
defined within the scope of
departmental activities.
Inform Municipal perscmnel of
services within the depazi-
ment through the development
of an Administrative Servicés
Handbook.,

Control Municipally-owned and
leased facilitles chrough the
implementation of a Facilitieg
Information System.

Establiah a plan for a Muni~
cipal-wide word processing
Define future planning re-
quirements for expansion of
the Records Management Pro-
gram.

Initiace and conduct a review
of the Financial Information
Syatem to include operating
efficiency, cost impact and
potentizl methods of improve-
went .

Determine the faasibility of
decentralizing vesidence of
police records (ALPIN System)
from Data Processing,

.

+

Provide planned services and re-
spoand :o special requests as
required by Mumicipal depart-~
ments measured by level and
coat of services and monitored
by periodic survey. Services
include: telephone/switchboard,
mafiiroom and courier, securify,
custodial, records and forms
management .

Provide contract adminmistration
for all professaional servicae
agreements supporting custoedial,
security and window washing
gervices.

Provide cemntralized control for
Municipal archival records
through implementation of the
Records Management Program.

Msintain and expand the train~
ing programs for intra-division
activities (safety, job crosa-
training), and for all Munici-
pal departments in the use of

The major change in-the ef-
forr of this office is he-
twean the planning/design
phase of several projects in
1977 and the development/im-
plementation phase of those
projects in 1978. The most
notable project is the in-
creased operatfional tesponsi~
bility for the Financial Inw
formation System and all its
related resources. The Fa~
cilicies Information System,
Word Processing Program, and
Records Management Plan were
each begun fn 1977, and
ghould be implemented in 1978,
Tae telephone switchboard
project will be completed in
1977. New projects covering
the development of an Admin-
istrative Service Handbhook
and a study of police infor~
mation record security will
be addressed in 1378,

4 dramatic increase in the
required level of service of
each section in the division
is projected for 1978, This
is particularly true of the
intra~division and Muonicipal
craiping program, service
surveys, and projections of
special service requeats.
Each of these activities will
be administered by this of=-
fice. The other activities
of the division alsd project
increases in their level of
service vhich require corres-
ponding increase in admipis—
trative effort from this
office.

A special effort will be ex-
pended in providing Municipal
wide trainisg in the use of
courier services and in the
provision of the Records
Mapagement Yrogram.
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DEPT.
Administrative Services

CODE

BUDGET UNIT

MAJOR OBJECTIVES FOR 1977

.MAJOR OBJECTIVES FOR 1978

IDEPARTMENTAL SUMMARY OF WORK PROGRAMS| Page 34

MAJOR PROGRAM CHANGES
FOR 1978

1421

1422

1423

1424

General Services
Administration
{continued)

Mailroom/Courier

Switchboard

Custodial

departments in the use of tele-
phone and switchboards.

Maintain opne day delivery of
Municipal mail, and same dxy "~
delivery of Postal msil.

Maintain preparednesa of courier
operations in conjunetion with
the communications portion of
the Municipal-wide Emergency Ser-
vices Plan. '

To respond to the Public in
placing their calls as efficant-
ly as possible with present PBX
equipment, and upgrade service
with installation of a new PBX
system.

Initial training of switchboard
operators in the use of the new
PBX equipment.

Identify methads of improving
effectiveness of new PBX equip-
ment. :

Maintain preparedness in accord-
ance with the Municipal-wide
[Emergency Servicea Plan.

Maintain a3 clean and healthy
environment to conduct Municipal
businesa, by providing custod-
1al service fo appropriate Muni~-
cipal buildings, through a com~
{bination of ip-house and coun-
tracted services.

Provide contract window washing
service for appropriate Munici-
pal buildings.

Maintain one day delivery of

telephones, switchbeards, cour-
ier sarvicea and records manage-
ment .

Provide required after hour -
securdty of Municipal facilities
through development of a secur~
ity plano.

Maintain division preparedaess
in conjunction with message

center portion of the Municipal-
wide Emergency Services Plan
(established during 1977) for
switchboard and courier sectiong

Municipal mail, and maintain
same day delivery of Postal
mail.

Implement pre-sort mailling of
500 pieces of mail to effect a
cast savings of 1 cent per plecy
an first class mail.

Expedite delivary of Mopicipal
mail to U.5. Postal Service by
centralizing postage meters
which alléws for one day del-
ivery ian the Aanchorage area.
Maintain preparadness of courie:
operations in conjunction with
the commmications portion of
the Municipalcwide Emergency
Servicas Plan. )
Provide a centralized point of
communication for all requests
for information from both in-
house and public calls.

Provide managemant with infor-
mation to monitor intra and
interstate long distance calls
to insure accurate expenditurs
accounting.

Identify methods of improving
affectivaness of new PBX equip~
ment.

Maintain preparedsess in cone-
junction with the commmications]
portion of the Municipal-wide
Emergency Services Plan.

Maintain a& clean and healthy
environment to conduct Municipal
business, hy providing custod-
ial service to appropriate Mumi-
cipal buildings, through a com-
bination of in~house and con-
tracted services. :

Provide specialized cusrodial
support for bigh use Municipal
facilities and buildings which
experience 24 hour operation

Incraased centralization of

wailroom by assuming respon~

gibility for the following

postage zmeters:

. Health and Envirommental
Protection Department

. Police Department

. Port of Anchorage

Reduced per unit costs
through implementatior of
pre-sorting.

New PBX equipment will reduce
attendant locations theraeby
contributing to centralized
control. The availabiliry of
telephone usage information
will provide 3 means to het-
ter monitor the effectiveness
of changes and ultimately im=-
prove the cost effectiveness
of telephone services.

It is proposed to place ocne
custodial worker in Data Pro~
cessing on Post Road, and in
the Public Safaty Complex
(Anchorage Folice Department)
during the day time as re-
quested.

It is proposed teo contract
custodial service and sup-
plies for Sydney Laurence
Audirorium and Merrill Field
Towaer for implemmntation
January, 1978.
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DEPT.
Adminisrrative Services

CODE

BUDGET LNIT.

MAJOR OBJECTIVES FOR 1877

MAJOR OBJECTIVES FOR‘ 1978

MAJOR PROGRAM CHANGES
FOR 1978

1424

1425

1426

1430
1431

1432

1433

General Services
Custodial
{continued)

Records Mapagement

Forms Management

Graphics
Administration

Duplicating

Publications

Provide contract security ser-~

wvice for appropriate Municipal

buildings on evenings, weekends
and holidays.

Rate all facilitles as to prior-
ity, use and specialization.

Initiate Records Management
Program for Municipal agencies.

Provide micrographics services
to all Municipal ageuncies.

Provide forms services to all
Municipal agencies including
design, procurement, warehous—
ing and delivery.

Provide brojec: management for
Municipal agencies.

Maintain and revige traiaing
program and provide incentives
for advancement.

Respond to all public inguiries|

Provide safety training for all
ataff. .

Develop and coordinate work
schedule and operating proced-
ures for the division

Implement topographic mapping
of the Eagle River/Chugiak
ares.

Reproduce a larger percentage
of Munlcipal forms and Assembly
agenda.

Reduce production time on
printing jobs.

Reduce coet of producing litho
negatives.

Process approved publications-

or high walk-in traffic.

Provide contract window washing
service for appropriate Munici-
pal bulldings.

Provide contract securlty ser-
wice for appropriate Municipal
buildings from 6 p.m. to 6 a.m.
waekends and holidays.

Implement Municipal-wide Rec~
ords Mapagement Program.

Furnish nicrofilm services to
all Municipal agenciea.

Develop aund lwplement a respon-
sive forms management program
for all Municipal agencies.

Provide project management for
Municipal agencies.

Maintain and revise training
program and provide incentives
for advancement.

Respond to all public inquiries,

Provide safety training for all
ataff,

Develop and coordinate work
schedule and operating proced-
ures for the division.

Implement topegraphic mapping
of the Eagle River/Chugiak
ares.

Reproduce a larger percentage
of . Municipal forms and Assembly
agenda.

Reduce production time on
printing jobs.

Reduce cosat of producing litho
negatives.

Process approved publications-

Reporting procedures will be
implemented to inform man=-
agement of the status of the
project during implementa-
tion.

Regular production work or-
ders will be generated for
micrographics services. A
formalized procedure will be
operational for retrieval

of stored racords.

Rather than just fummishing
a service on demand, a level
of management control will
be implemented to insure that
requirements are justified
and & means established for
raporting cost avoidance.

Bo change.

The darkrecom installed by
the Publicatioms Section will
lower litho negative costs,
reduce turnaround time and
eliminate the ueed for dive
ision persommel to make
special trips to vendors on
a daily basis.

The Municipality currently
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DEPT.

CODE BUDGET uNIT

L Admindatracive Serviceg 1

MAJCR OBJECTIVES FOR 1977
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MAJOR OBJECTIVES FOR 1978

MAJOR PROGRAM CHANGES
FOR 1578

Graphics
Publications
(continued)

1433

. {1434 | Mapping

[L440

[144], Adminigtration

442 1Bldg. and Space

Management

Property Management]

relatad support for all Muaici-
pal departments.

Communicate Municipal policies,
programs aod information to the
public through the publications.

Provide contractual printing for
Planning Department publications.

Installation of darkroom

fac{l~
ities. '

[Prepare zoming and land,use
ﬁ:aphics for the Planning Depart
ent .

Prepare subdivision graphics for
the Planpuing Department,

Werify liquor license counts for
Clerk's office.

erial photo and topographic

PS. )

spond to public inquiries.
Compile data and prepare various

maps to-all users on Tequest.

None

None

Coordinate the utilization of thef Coordinate the ytilization of

related support for 211 Munici-
pal departments.

Communicate Municipal policies,
programs and information to the
public chrough the publications.

Provide contractunal printing for
Planning Department pubiications

Installation of darkroom facil-
ities.

Prepare zoning and land ude
graphics for the Planning Depart
ment.

Prepare subdivision graphies for
the Flanning Department.

Verify liquor license counts for
Clerk's office.

aerial photo and topographic
wmAps.

Respond to public inquiries,

Compile data and prepare varlous
maps to-all users on request.

Provide support to the public,
other agencies and Mumicipal
departments by responding to in-
quiry, and as oecessary, provide
follew-up direction to subordin-
ate gections, addresaing: acqui-~
sition and/or disposal of Muni-
cipally owued or leased prop~-
erties, right-of-way issues,
compilation, momitoring and dis-
tribution of facility coats
(space management), administra-~
tion of Municipal personmal prop-
erty aod copy machine program.

Prepare project control gulde-
lines for task force organiza-
tion to coordinate capltal ime
provements projects from plan-
aing to complecion.

Prepare and administer a program
to inventory and classify Muni~
cipal owned lands,

Complete and refine Comprehen-
aive 3pace Management Program
to provide records and account-
ting for costs to all building
facilities owmed or occupied by
Municipal agencies.

Complate, refine and update copy
{machine program to improve cost

has no darkroom facilities.

This section was split from
the mapping function to in-
creasa accuracy of charge-
back accounting.

This section was split from
the publicatfons function to
increase the accuracy of
chargeback accounting.

The Administrative Section
of this division was not a
separate budget unirt for 1977
or prior.
ected persomnel to task force
committees on varfous capital
improvement programs.
ation of written plan by this
office for admipistrative re-
view and approval.

This office i3 responsible for
responding to increasing re-
quests regarding decailed
real estate use, location, and
availability of Municipal
properties. An inventory and
clagsification system will
facilitate meeting agencies
and public needs for real
agtate information.

Agsignment of sel-

Prepat-
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DEPT.
Aduinistrative Services

MAJOR OBJECTIVES FOR 1877

cone BUDGET UNIT

MAJOR OBJECTIVES FOR 1878

MAJOR PROGRAM CHANGES
FOR 1978

1440} Property Manage-
meat

Bldg. & Space
Management

{continued)

14437 9th & L Subleasges | None

Provide service to all Municipall
operational departments in the
acquisition of property and
rights of property required for
capital improvement and/or
wmazintenance projects.

1445 | Right-of-Say

Provide service as 3 central
agency in the disposal of Muni-
cipal interests in property.

Provide ceatral coordination and
agency action in leasing real
estate for the Municipality.

Provide service as arbitrator/
negotilator in c¢laims and/or

encroachment problems related
to capital improvement programs.

Provide a central space manage-
ment contrel program that can
annually indicate the costs of
operating Municipal leased or
owned buildinga.

Provide response to the general
public for requested informa-
tion (approx. 20% of personnel
time).

None.

1448 | Land Trusgt

1450 Produce, Maintain and Develop

Computer Systems for:

. General Government Systems -
including major sccivity for
fiscal management and account-
ing, payrell, tax billing,
real property racords fnvenw
tory and appraisal, parking
violations and police records.

Data Preocessing

. Enterprise Activity Systems -
including major activity sup-
porting utility billing/ac-
counta recelvable (all util.

effectivenass.

Management of lease and sub-
leases.

Provide service to all Municipall
operational departments in the
acquisition of property and
rights in property required for
capital improvement and/or
maintenance projects.

Provide service as a central
agency in the disposal of Muni-
clpal interests inm property.

Provide central coordinacion and
agency action in lsasing real
estate for the Municipality.

Provide service as arbitrator/
negotiator in claims.and/or

encroachment problems related
to capital idmprovement programs.

Provide response to the general
public for requested informa-
tiom.

fuplement a program to ioventory
and claasify Municipal owned
lands.

Conduet and conclude sale of
tax assessment foreclosed
properties deedad to the Muni-
cipality.

Initiate disposal program of .
land trust properties (based
upon land ipventory reaults,
programmed under aduinistrative
budget).

Produce, Maintain and Develop

Computer Systems for:

. General Govermment Systems -
including mmjor activicy for
fiscal management and account-
ing, payroll, tax billing,
real property records inven-
tory and appraisal, parking
violations and police records.

» Enterprise Activity Systems -
including major activity sup-
porting utility billing/ac-
counts Teceivable (all util~

The Building and Space Man-
sgemant Section is a new
budget unit for 1978, and
will accomodate activity
previocusly included within
the Right-of-Hay Section.

Not applicable,

Personnel will be assigned to
implement land inventory and
classification program.

Property Mapagement Division
was assigned the respousibil~
ity of tax foreclosed amnd

deeded properties during 1977
and to manage properties prion
to sale and ta conduct sale.

Following approval of inven-
tory program, a disposal pro-
gram and land trust proper-
ities will be indtiated.

The most significant change
in Data Processing Operations
ig the incorporation of the
Financial Information System
resources into the Diviaiom.
This system accounts for
approximately 17.687 of the
1978 budget request. It en-
compasses 4 mini-computer, a
staff of seven technical and
three operatiomal personnel
land associated operating sup-
iplies. Two new positicns (a
supervisor and a2 computer ope
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DEPT.

trative Services

L Admin)

CODE

BUDGET UNIT

MAJOR QBJECTIVES FOR 1977

MAJOR OBJECTIVES FOR 1978

MAJOR PROGRAM CHANGES
FOR 1978

1450

1460

Data Processing
{countinued)

Risk Management

ities), telephone toll bil-
lings, utility service and
gquipment inventories, and
various statistical applica-
tions.

Anchorage School District -
including general accounting,
payroll and educatiom-related
applications such as grade
reporting, ¢lass scheduling
and atudent informatiom.

. Internal Data Processing Re-
quirements - addresaing job
accounting and production
efficiency reporting, main-
tenance of Long Range EDP
Plan, operating proceduras
and technical docimentation,
and intermal tethnical train-—
ing.

Preserve the finamcial, real,
and persopnel assets of the
Municipality from'accidental
loss by the affective utili-
zation of persomnnel, equipment,
and recognized risk management
techniques, to raduce the cost
of risk as measured by the Cost
of Risk Report to lesas than
$4,00 per $100 of payroil.

ities), telephone toll bilw
lings, utility servige and
e¢quipment inventories, and
various statistical applica-
tions.

Anchorace School Distriet -
including gemeral accounting,
payroll and education~related
applications such as grade
veporting, class scheduling
and studeat informatiom.

s

Internsl Data Processing Re-
quirements - addressing Job
accounting and production
efficiency reporting, main-
tenance of Long Range EDP
Plan operating procedures

and technical documentation,
and internal technical train-
ing.

*

Pregerve the finawncial, real,
aud persomel assets of the
Munieipality from accidental
loss by the effective utili-
zation of persomnel, equipment,
and vecognized risk mansgement
techniques, to raduce the cost
of risk as measured by the Cost
of Risk Report .

erator} are requested to

“support this effort.

Four new Data Entry opera=
tional positions are re-
quested for seven months at
which time teleprocessing
facilitf{es will be implemen~
ted eliminating the need for
these positions and pumerous
ATU documenta.

Planned equipment upgrades
will be implemented to pro-
vide hardware compatibilitcy
and to support the Long Range
EDP Plan including substan-
tial increases in telepro-
cessing activicy.

Implementation of a depart-
mental loss reporting pro-
gram to discover the reot
causes of accidents.

Using department loss ratioes
to measure the effectiveneas
of the department director's
loss prevantion efforts.
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DEPT. Unit No. | DIV. Uniz No. | SEC. Uit NG
Administrative Services 1400 Adminiscracion 1410 :
- PERFORMANCE INDICATORS
Y
OBJECTIVES DESCRIPTION £o)e 28 7977 1978
8ugms

1. Respond to all requests for service, including # Major Dept. objectives monitorad| X 53 67
those related to, but not clearly defined within |# Operating Divisicns X 5 5
the scope of departmental activities, # Requests for special services X 18 24

% Attaioment of Division objective X 0% 85%

2. Inform Municipal personmel of gervices available |# Division Activities X 14 14
within the department through the development of |Z% Project completed 4 100%
an Administrative Services Handhook.

3. Control Municipally-owned and leased facilities # Facilities . X . 134 154
and contents through the implementation of a # Fixzed asset records X 14,000 17,000
Facilities Information System. % Project completed . X 307 100%

4., Estabiish a plan for a Mumicipal-wide word pro- % Program implemented X 40%
cessing program.

5. Define future planning requirements For expansion |Z Long-range program plan complete -4 100%
of the Records Management Program.

6. Initiate and conduct a review of the Financial % Project complete b.¢ 100%
Information System to include operating effitien~
¢y, cost impact & potential methods ¢f improve-
mant.

-

7. Determine the feasibilicy of decentralizing resi~ }% Project complete : X 1007
detce of police records (ALPIN System) from Data
Processing, .

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:
The Administrative Services Department provides a wide variety of support services to all Municipal Departments.
Department level interface i{a reqpired between the five service divisions in order to transmit Municipal requests
faor services and to plan and organize the sarvices to be provided. This requirement {s due to the broad spectrum of
services provided by thegse divisions and by the dynamic nature of those services, Qrganizations, policies and
procedures inelusive within the scope of department activity must be continually veviewed, monitored and enforced to
insure responsive and cost.effective services to Municipal Departments. Examples of changing requirements include:
. Hewly identified service requirements. :
. Technical advancements {{.e., word processing, automatie switehboard, duplicating aud data processing equipment).
. Changing Municipal requirementa.
- Bequests for speclal services not clearly defined within the scope of departmental activity.

CHANGES FROM CURRENT OPERATIONS:

The major change in the afforts of this office is between the planning/design phase of several projects in 1977 and

the development/implementation phase of those prajects in 1973. The most notable project 1s the assumption of full
responsibility for the Financial Information System and all its related resources. The Facilities Information System,
Word Processing Program, and Records Management Plan were each begun in 1977, and should be implemented fn 1978,

The tealephone switchboard project will be completed im 1977. New projects covering the development of an Administrative
Services Handbook and a study of pelicy information record gsecurity will be addressed in 1978.

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:

Through administrative review and/or direct participation, the office of the Director of Administrative Services will:

1. Continue to define the role and responsibilicies of operating divisions and respond to requests for special services
net clearly defined within the current scope of department activities. This will be acecomplished through:
- Monitoring and evaluating each service division against itg work plan objectives and established budgets.
- Beviewing scope and volume of services for compatability with Municipal requirements.
- Delegating or accomplishing special service requirements.
- Retaining an appropriate level of authority and responsibility for services delegated to supporting divisions.
- Maintaining communications betweea supporting divisions and other Municipal departments.

2. Develop an Administrative Services Handbook describing the department's services, policies, procedures and personnel,
This publicatien is intended to eliminate confusion about available services.

3. Direct implementation of an automated Facilities Information System to provide improved wanagement control of
facility costs and fixed assets.

4. Monitor implememtation of a Mumicipal-wide word processing program including cestralized comtrol of word processing
resources,

5. Review and define future requirements for records manmagement archival storage.

6. Initiate and conduet a review of the Financiazl Information System to include operating efficiency, cost impaet and
potential mechods of improvement.

7. Analyze security requirements for potential decentralization of police records from Data Processing.

-
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DES;'T. Unit No. § OV, unit No. | SEC. Unit No.
Administracive Services : 1400 General Services 1420 Adminiscracion 1421
PERFORMANCE INDICATORS
OBJECTIVES ' DESCRIPTION setzBlgsl 1977 1978
$3laglis

1. Provide planned services and respond to special
requests as required by Munjcipal departments,
ro include: telephone/switchboard, mailroom, and
courier, security, custodial, records and forms

=
W
-]

# of service functions
# of gurveys conducted X’ 10 20
# of specilal requests

Ll
~
(=]
[
L]

management.

2. Provide contract administration for all profes- |# of contracts X 6 5
gional service agreements supporting custodial, |2 of administrative effort alloe- X 35% 40%
security and widow washing services. cated to contract administration

3. Provide centralized control for Municipal archi~- {% of program implemented b4 20%, 80%
val records through implementation of the Records
Management Program.

4. Maintain and expend the training programs for in-j# of programs b & 12
tra~division activities (safety and job cross- # of training hours X 200 400
eraining); and for all Municipal departments in
the use of telephones, switchboaxds, courier ser-
vices and records managemant.

5. Provide required after hour security of Municipal]l # of Facilities X 154 154
faciliries through development of a security planf X of plan complete X 1007
6. Maintain Division preparedmess in comjuntion withlZ of plan complete X 80% 100%

message center portion of the Municipal-wide
Emergency Services Plan for switchboard amd
courier.

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:

The General Services Division represents a very broad spectrum of services. Each iz dynamic in its technology, and is
critical to the smooth, efficient and effective operation of the Municipality as a vhole.

Central control and direction are necesgary to plan, organize, administer and monitor these diverse functions in the most
efficient and cost effective manner and to assure that they meet Muncipal requiremedts. In addition te supporting the
normal range of Municipal requirements, other special service requests must be addressed.

Without proper coordination and administration, equipment and persoonel related to these services would proliferate in
each department. The level of service, however, would degenerate due to the lack of a consolidated, integrated plan.

CHANGES FROM CURRENT OPERATIONS:
A dramatic increase in the required level of service of each section in the Division is projected for 1978. This is
particularly true of the intra-division and Municipal traimismg program, service surveys, aod projections of special
service requests. Fach of these activities will be administered by this office. The other activities of the Biviaion
also proiect increases in their level of service which require corresponding increases im administrative effort from this
office.

A special effort will be expanded in providing Mumicipal-wide training in the use of courier services and in the provi-
gions of the Records Management Program.

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:

These obiectives will be met by the following:

Constant communicatious with Municipal Departments will be maintained to meet the changing requirements of users.

Methods will be coutinually apalyzed to provide services through the most cost effective means.

Performance surveys will be developed, implemented and mooitored to detarmine the degree of compliance with Municipal
neads,

Standard Operating Procedures will be maintained for all sexrvice functions, and periodic ingpections will be scheduled
to gssure compliance.

Implementation of the established Records Mamagement Plan will be directed and monitored.

Special requests for services not clearly defined within the scope of this Division will be handled by this office.

This office will admipigter professional service contracts as follows: specifications for bids will be developed, bids
will be evaluated and negotiated, and final contracts will be monitored for vendor compliance.

Division responzibility for emergency preparedness procedures will be datermined, procedureas established, aad an orien—
tation and training programs for switchboard and courier operations personnel will be develeped.

A Geperal Services training plam will be developed and training materials prepared.

Training sessions for safety, cross~training, telephone operation and courtesy, courier sarvices and the Records Manageo
ment Program will be coordinated and monitored.
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DEPT. Unit No. | DIV, Unit No. JSEC, ORI NG,
Administrative Services 1400 General Services 1420 ﬁsilrnog/Ccuiier 422
PERFORMANCE INDICATORS '
OBJECTIVES DESCRIPTION Lol 88| 1977 1978
et e el
E et 0
1. Maintain one day delivery of Muniecipal mail and | average daily delivery time X 3 1
maintain same day delivery of Postal mail. Z distributed in ome day X 30
# aof locations 4 45 30
# of stops b 30 82
# of revenue mail pickup per mo. | X 100,u00 120,000

% of postal mail deliversd same

day X 100% 100%

# of pleces of postal mail 2,000 3,500

processed per day

2. Implement pre-sort mailing of 500 pleces of $ saved per day on pre-sort mail X $ 35
mail to effect a cost savings of 1 cent per
plece om first class mail.

3. Expedite delivery of Municipal mail te U.S. # of postage meter locations X 7 3
Postal Service by centralizing postage meters,
which allows for one day delivery im the
Anchorage area. - ]

4. Maintain preparedness of courier operaticns # of training sessions 4z L 4
in conjunction with the cowmunications portioa
of the Municipal-wide Emergency Services Plan,

o

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:

Requirements for this level of service are as follows:
-~ Agsembly, Platting and Planning packets to be delivered oo a scheduled basis according to Municipal Ordinances.
= Mail needs to be received by user due to time element ~ deadline involved,
- Approximately 100,000 pieces of mail for Accounts Recefvable picked up ar Post Office per month affects cash flow.
- To handle 4,000 to 5,000 tax billings, assessment notices, and delinquent colléctions per day.
~ Internal mail between departments and agencies needs to be processed and distributed In a timely and efficient

manner.,

CHANGES FROM CURRENT OPERATIONS:

Increased centralizarion of mailroom by assuming respensibility for the followiag postage meters:
=~ Health and Envirenmental Protection Department
- Police Department
= Port of Anchorage

Reduced per unit mail costs through implementatfion of pre-sorting

SUMMARY OF PLAN FOR ACCOMPLISHING CBJECTIVES:

1. Through Control Clerk's meetings, quarterly training sesaions for new hires and present personnel on the proper methods
of vouting Municipal and Postal mail will be continued through 1978,
Periodic surveys of Municipal departments will be conducted t¢ monitor the courier service and bring about improvements
through eser suggestions.

2, As provided by U.S. Postal regulation, outgoing First class mail rates will be raduced by one cent per plece, if mailed
in volume of 500 or more pieces, and 1f pre-sorted by destination zip code. An estimated $35.00 per day will be
saved through the mailroom's implementation of pre-sorting which will be accomplished with no increase in personnal.

3. Tarough centralization of the mailroom fumction, the number of postage meters will be reduced which will result in
routine delivery of outgoing mail and further support the pre-sort option to reduce costs, During 1978, it is plammed
that poatage meters will be eliminated and centralized outgoing mail service accomodated for the followlag: Department
¢f Health and Environmental Protection, Anchorage Police Department and the Port of Anchorage.

4. Four orientation and training sessions will be conducted in accordance with established criteria during 1978 for

courier personnel to maincain preparedness for the possible implementation of the Emergency Services Plan.
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[ DepT. Unit Ng. | DIV, Uit Mo, | SEC. UAr NG.
Administrative Sarvices 1400 General Services 1420 Switchboard 1423
PERFORMANCE INDICATORS
o5
OB8JECTIVES DESCRIPTION %3 E 28] 1977 18978
94 wal-e
- ]
1. Provide a centralized point of communication forl| % of calls extended without delay X 80% 100%
all requests for information from both in~house | # of switchboard locatlons X & 2
and public calls. i# of calls per day X 4,250 6,000
# of instrumentcs X 620 781
2. Provide mapagement with informarion to monitor % of lemg distance calls ideati- X 252 1002
intra and interstate long distance calls to fied
insure accurate expenditure accounting.
3. 1Identify methods of Improving effectiveness of # of traffic analysis conducted X 7 &
new PBX aquipment.
4. Maintaia preparednass in conjunction with the 4 of training schedules X )3 4
communtications portiocn of the Municipal-wide
Emergency Services Plan.

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:

Due to the multitude of services required by local government, a convenient cantral point of interface (commmication)
| betieen the general public amd local government ia essential.

The same convenleat point of Interface is also required for internal communications between various departments and
agencies within the Mumicipalicy. ' '

CHANGES FROM CURRENT OFPERATIONS:

New PBX equipment will redyce attendant locatioms thereby contributing to centralized control. The availability of
telephone usage information will provide a means to better monitor the effectiveness of changes and ulrimately improve
the cost effectiveness of telephone services.

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:
1. With the installation.of the SL-1 PBX equipment by the Anchorage Telephone Utility, switchboard emplovees will be
trained by the Aschorage Telephome Utility on the proper, efficient and courteocus use of PBX squipment.

2. New SL-1 PBX records detalled Informarion comcerning special feature uﬁilization and long distance calls. This
information will be processed by computer and produce management reports for distribution to Municipal departments
and agencies.

2. Conduct periodic telephone traffic analysis to determine service effectiveness.

4. Conduct four (4) Training sessions throughout 1978 to maintain preparedcess in cenjunetion with Swergency Sarvices
plan as established.
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: Unit Na.

- F pepT. S Unit Na. | DIV. Unit No. [ SEC. :
Administrative Services 1400 General Services 1420 Custodial - 1424
PERFORMANCE INDICATORS
OBJECTIVES DESCRIPTION iglz B8 1977 1978
(=] m al=3
] A TR
=
1. BMaintain a clean and healthy environment to # of total square footage X 373,602 389,962
conduct Municipal business, by providing maintained
custodial service to appropriate Municipal
buildings through combined use of in-house ¢4 of facilitles meeting estab- X 30 31
and centracted services, lished standards
Average cost estimate per square X 16.6¢ 18.5¢
foor
2. Provide specialized custodial support for high # of faciliries receiving on-aitelX 3 5
use Municipal facilities and buildings which custodial service during 8-5
experience 24 hour operation or high walk-in | working hours
craffic,
# of Faciliries receiving 6 day |X 3 3
a week sarvice
#f of facilities receiving 7 day |X 6 7
a week service
3. Provide contract window washing service for # of builldings receiving X 19 19
appropriate Municipal buildings. window washing services
4. Provide contract security service for # of builldings receiving X 7 ]
appropriate Municipal buildings from 6 p.m. security service
to 6 a.m., weekends snd holidays. .

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:

A elean and healthy environment is necessary to conduct Municipal business as well as to meet minimum health atandards, .
in orde¥ to comply with State and Pederal law, Example: OSEA Industrial Housing Code states that employers will assure
sanitary housekeeping to employees and the public.

Buildings requiring speciaiized custodial support for 1978: On-site Custodial Service during 8~3 working hours are
City ‘Hall, ¢icy Hall Annex, Loussac Library, Anchorage Police Department, Data Processing on Post Road. & day a week
service are Loussac Library, Grandview Library and Mountain View Library. 7 day s week gervice are Community Center
at 6th and ¢, Anchorage Police Department, Delaney Park Building, Fairview Commumity Center, Merrill Field Tower

and Mountain View Community Center.

CHANGES FROM CURRENT OPERATIONS:

Tt is proposed te place one custodial worker in Data Processaing om Post Road, and in the Public Safety Complex
(Anchorage Police Department) during the daytime as requested.

It is proposed to contract custodial service amd supplies for Sydney Laurence Auditorium and Merrill Field Tower for
implenentarion Januwary, 1978. .

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:

INHOUSE:

- Schedule custodians to perform regular routine cleaning daily,nightly, weekly and quarterly as appropriate.

- Schedule carpet shampooing and other special work on a priority basis.

- Assign a day custodian to Public Safety Complex and Data Operation Center as raquested to bring up to standard
of cleanliness. '

- Perform custodial services according to building cleaning standard operating procedures, followed up by periodic

inspections, reports, and user surveys. .

Maintain a sufficient inventory of operacing supplies to resupply buildings when needed.

Anticipate problem areas and correct prior to complaints being lodged.

Identify hazarda and report to proper agency.

Use multipurpose rental equipment where possible as cost effactive measure.

Maintain safe working enviromment by having regular safety meetings wich staff.

CONTRACT:

=  Propose custodial contract for Sydney Lavrence Auditorium.

= Present contract services will be renewed or rebid.

- Inspect all contracted buildings for cleanliness, followed by report and user surveys.
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[ oEpT. Unit No. | E1V. ) Unft No. | SEC. Unit No.
Administrative Servicel 1400 General Services 1420 Records Management 1425

PERFORMANCE INDICATORS

OBJECTIVES DESCRIPTION £l 8|28l 1977 1978
b g m 3= 5
el et EEE
1. TIwplement Municipality wide Records Management % of records series inventoried < 20% 100%
Program. © and scheduled#® )
% of program implemented b4 20% 75%
Cast/100 documents filed in X §$12.85 §12.85
office
Cost/100 documents stored X $L.35 $1.35
2. Furnish picrofilm gervices to all Municipsl # of documents filmed/million X 1.25 4.00
agenciag, . Cost per document X $.004 $.001
Cost/sq.ft. floor space reusable : $500.00 £5000.00
@ 1.00
# of organization units X 34 106(est.)

ugsing microfilm

* Scheduling records includes
coding for retrieval, analyzing
for film and storage and detar—
mining retention period.

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:

L. Federal Codes and State Statutes require maintenance and preservation of certain records for fiscal, legal or histor=-
lcal purposes. Cost and limitations of space preclude permanent storage of original records. Disposition of anmy
public record must be coutrolled to insure thar disposirion is timely and authorized,

2. Premiuwm office space should be reserved for work areas rather than fn-office storage, Micrographics provide the most
acceptable and least costly mazns for accomplishing space savings. :

CHANGES FROM CURRENT OPERATIONS:
1. Reporting procedurss will be implemented to inform,management of the status of the project during implementation.

2. Regular production work orders will be generated for wicrographics services. A formalized procedure will be opera-
tional for retrieval of stored records.

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:
The zasks illustrated below are raquired in order to aceomplish the stated objectives.

1. Task A - Complete Records Inveatory and develop retention schedula.
Task B ~ Analyze and justify candidate racords for mierofilm,
Task C ~ Reviaw and evaluate existing storage and retrieval systems,
Task D - Develop written gquality contrel standards.
Task E - Define Records Management operating requirements.

2. Task A - Schedule and continue filming boch current and ratired records.
Task B - Inventory existing micrographic equipmenr and develop standards for future procurement.
Task C ~ Arrange contract services to furnish oicrofiche. -
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DEPT. Unit No. ] DIV. Unit No. | &G Unit No.
Administrative Services 1400 General Services - 1420 Forms Management : 1428 - -
PERFORMANCE INDICATORS
. . ¥
OBJECTIVES DESCRIPTION 3 b3 §g 1977 1278
8 SlL 6% &
z- o
Develop and implement a responsive forms manage- # of issuas per day X 20 . 15
ment program for all Municipal agencies.
# of forms eliminated b 4 200
eatimated cost savings X4 s2,700 320,000

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:

Management specialists report 75% of clerical payroll is devoted to using or handling formse, thus meking 3 form one
of the most important elements of administrative and cost control we can devise. The complexity of medern office
procedures precludes forums design and documencation by anyoue who does not have an extensive knowledge in the field.

CHANGES FROM CURRENT ORERATIONS:

Rather than just furnishing a service on demand, a level of macagement contrel will be fmplemented to insure that
vequirements are justified and s means established for reporting cost avoidance.

SUMMARY QF PLAN FOR ACCOMPLISHING OBJECTIVES:
To accomplish the objective the following activitiaes are requirad:

A. Contract forms specialist for initial program development and data collection.
B. Review all existing cataloged forms for duplication and specificarions. Generate revision through user contact.
C. Ephance computer cutput to include inventory control and generate a microfiche forms catalog.
B. Implement standard procedures to control the information processing aspects of forms management ag follows:
1) procesaing requisitions for new, revised or reprinted forms.
2} vprocedures for storage, distribution and inventory coatrol.
3) reports to management showing effesctiveness of the Forms Management Progran.
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[ DEFT. Onit No. | DIV, Unit No | BEC. Unit No.
Adminiscrative Services 1400 Graphics 1430 Administrarion 1431
PERFQORMANCE INDICATORS
OBJECTIVES DESCRIPTION $oieBes 1977 1978
Yo{naimd
2= I.l.i..‘.j TR
1. Provide project management for Municipal # of mapping projects per mo. X 60
agencies, # of printing projects per mo. X 40
# of publicatious projecta per mo.x 100
% completion of projects submitted X 1007
2. Maintain and revisa training program and pro- conduct skills assessment k4 B 17
vide incentives for advancement. degign training program X 1
# of training hours X 100
# of staff qualified/advanced X 3
3. Respond to public inquiries. # of inguiries per year X 1300 1300
% responded o X 1007
4. Pravide safety training for all staff. 2 of aceidents reduced X 50%
# of safety trainming hours X 24
5. Develop and coordinate work schedule and establish work schedule X 1
operating procedures for the division. prapare operating procedures X 1
# of hours required X 120
6. Implement updating program for the Municipal topo update' X Biennial Biennial
topographic maps and aerial phocography. aerial update X Annual Annual
# of hours required b o 30

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:

Centralized management duties are necessary o enable the division personnel to effectively function in their
positions which are production orienmted. User depattments establish the demand for project completion on short
turnaround and high quality basis. Thias level of service would be impessible to achieve without project management
provided by the admindstrative unit,

The Municipality has much invested and relies heavily on these wmaps and serial photes, which would become less
valuable unless updated on schedule.

We are totally service-oriented and respond to requests from user agencies and the publiec.

.

CHANGES FROM CURRENT OPERATIONS:

No change.

1.

2.

3.

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:

Contacting and educating Mumicipal personnel as to our services, time rvequirements and planning necessary for timely
aod efficient production.

Provide training to all division employees so that they may be qualified for promotion either within.or ocutside the
division. This training includes on-the-jab and outside sources.

Since the division is totally service oriemted, and much of it to the public, many inquiries can he answered only
by the manager as they are policy orieated.

Require certain perscunel to attend amnual first aild courses and provide safety training and information ro all
personnel. Print Shop personnel are sot allowed to operate the heavy machizery if under certain medications or
otherwise not mentally sharp. -

Asgign certain employees with specific duties which are their total regsponsibility; some are long~range, some short-
tange and others on~going.

Deaign, budget and implement an updating program which will effectively supply the naps necessary to serve the naeds
of the Municipality. Specifications will he written as this will be a contracted service.
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BERT UnitNo. | BIV. Unit No. | SEG. Uit M.
Administrative Services 1400 Graphics 1430 Duplicating 1432
PERFORMANCE INDICATORS
OBJECTIVES DESCRIPTION £y colgfl 1977 1978
A A T
1. Reproduce a larger percentage of Municipal forms |# of copias prin:éd X 7,000,000 | 10,000,000
and Assembly agenda. % of contracted cost - X 60% &60%
2 of total paperwork reproduced X soz 80%
2. Reduce producticm time on pfinting jobs, . % reduction in delivery time ‘ X 10% 5%
3. Reduce cost of producing litho negarives. # of negatives produced per mo. X 400 400
% of contracted cost savings X 65%Z &65%
o

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE. . .

Reproduction of the majority of Municipal paperwork which Includes the budget, packets, reports, publications, forma,
flyers, brochurea, memos, etc. We respond totally to requests for services submitted by dser agenciea. A reduction
in requests would result in a corresponding decrease in the level of service,

CHANGES FROM CURRENT OPERATIONS:!

The darkroom insralled by the Publications Section will lower litho negative costs, reduce turnaround time and
eliminate the need for division personmel to make special trips to vendors on a daily basis.

1.

2.

3.

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:

Currently the Municipality comtracts a significant portion of its forma depending on the printing requirements.

Some of the large volume orders could be accomplished in the Print Shop at lower cost through improved scheduling
and proper utilization of equipment and persounel. This is one of our major goals. Also, a portion of the Assembly
agenda is beilng duplicated on a copier machine in the Agenda Coordinator's office. This work load will be sent to
the Print Shop.

Equipmant and persounel will be more efficiently utilized. Jobs requiring special supplies will be platned for in
advance. The darkroom will further sherten delivery cime as negatives may be shot as the need requires.

Negative.costs will be reduced due to darkroow installation.
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DEPT, Unit No. 1 D1V, Unit No. | SEC. Tt No.
Administracive Services 1400 Graphics 1430 Publication 1433
PERFQARMANCE INDICATORS
OBJECTIVES DESCRIPTION £3t:8]38l 1977 1978
$2uaks g
[Z
1. Provide approved publicatilon-related support # of items processed per month X 400 . 400
for all Mumicipal departmenta.
2. Communicate Municipal policies, programs zad # of publicatica-oriented items 1x 50 : 50
information to the public through the produce for public distri-
publications. bution per month
3. Provide contractual printing for Planning # of publications per year X 18 18
Departzent publications.
4. Reduce costs of photo processing by providing # of negatives produced per X 200 200
darkroom facilities for publications and month
the Print Shop. ) cost reduction of negatives X 65Z 65%

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:

Municipal policies, programs and information need to be communicated to the public through use of printed matter.
Visual alds need to be prepared for public meetings.

Darkroom £acilities are a necessity for printing, publications and visual aids. Installation will result in
savings in time, personnel trips and high veador costs. .

We are totally service oriented and respond to requests from user ageocies. A reduction in such requests would
result in a corresponding decrease in the level of service.

CHANGES FROM CURRENT GPERATIONS:

-

The Municipality currently has no darkroom facilities.

This section was split from the mapping function to lacresse accuracy of chargeback accounting.

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:

1.

2.

4,

Providing support begins with educating Municipal persomnml as to our services and coordination necessary for
meecing their publication needs. Proper planning, time scheduling and specific techniques need to be followed
for efficient completian.

This communication i mainly accomplished by printed matter and portrays the Municipality's image. As such, it
needs to be cost—efficieat in terms of quality. This also dictates that information pertinent to the public be
nade available as soon as posaible. Our responsibility ia to accomplish this alse.

Coordinace the total prioting requiremencs of the Planning Department from time of approval through contractual
printing. Thisg includes typesetting, layout, photographs, maps, writlpng specifications, submit for bid, order
paper and oversaee printing and delivery.

The Municipality currently has no darkroom facilities, although installacion is planned for late 1%77. Once set

up, it will save time and meney in preparation of negatives, positives and visual ailds imina
time and vendor costs. Operators from the Print Shop will also be trained. e tion of travel
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DEPT. Unit No. | DIV, Unit No. | SEC. Unit Na.
Administrative Services 1400 Graphics 1430  |Mapping . 1434
i PERFORMANCE INDICATORS
OBJECTIVES DESCRIPTION wols 2188l 1977 1978
L oluaf=9s
El ] L
1. Prepare zouing and land use graphics for the # cases per year X 160 200
Planning Department.
2. Prepare subdivision graphics for the Planming # cases per year ’ X 350 350
Department.
3. Verify liquor license counts for Clerk’'s office. # cases per year X 36 : 86
4. Coordinate the utilizarion of the aerial photo # of original maps available X 550 650
and topographic maps.
3. BRespond to public inguiries. # inquiries per mouth .
telephone . 4 1300 1300
walk-in X 300 300
6. Compile data and preparé various maps to all # maps compiled per month X 125 125

users on request,

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:

Zenicg and subdivision cases are heard weekly by the Platting Hoard, Planning Commission and Assembly. They all
require extsnsive graphics and land use research, available only from this division.

Public inquiry needs are immense, -
All departments requira updatad maps in their daily operation, many specially drawn for thedlr needs.

We are totally service oriented and respond to requescs from user agencies and the public. A reductiom in such
requests would result in a corresponding decresse in the level aof service.

CHANGES FROM CURRENT OPERATIONS: .

This saction was split from the Publications function to increase the accuracy of chargeback accounting.

2n -
3.

4.

3.

&.

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:
1.5 Zoning and subdivision cases are submitted by the Planning Departmant. These are analyzed as to need and research

data cowpiled. The mapa and other visual ailds are coupleted along with land use and computer address lists.

Liquor license applications are submitred by the Clerk’s office. The locatlon is plotted on a map and the
population within a five mile radius is determined.

The populated areas of the Municipality are photographed and topographic maps drawn or updated annually. These
maps form the bagias for our mapping inventory and resource material, Copies are supplied to all user departments
and sold to the pubilc.

Public inquiries are a heavy part of our work load. Peopla phone in or drop in the office requiring copies of maps,
publications, zoning or subdivision information, street names and mumbers, legal descriprions and land ownership.

Maps are compiled om request. Usar departments require certain information such as boundaries, population areas,
land uyse, trails, land classifications, etc., and this {aformarion is researched and the apprepriate maps drawn.
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DEPT. Unit No. | DiVv. Unmit No. | SEC. Unit No.
Administrarive Services 1400 Proparty “{a.:azam;’ﬂ" 1440 Adminierrarion 1441
. PERFORMANCE INDICATORS
. o2
OBJECTIVES DESCRIPTION £glisle s 1977 1978
S 3G Ei=8
Ct i LS

1. Provide support to the public, other agencies Z of time responding to Municipal} X 15% 20%
and Municipal departments by responding to in- agenciss
quiry, and as necessary, provide follow-up % of time responding to public X 102 . 10%
diraction to subordinate sections, addressing: and other agencies
acquisicion and/or disposal of Municipally
owned or leased properties, right-of-way issues,
compilation, monitoring and distributiom of
facility costs (space management), administra-
tion of Municipal persomal property and copy
machine programs.

2, Prepare project control guidelines for task Prepare project control plan X 1
force organization to coerdimate capital im= % of guidelines completed X 0% 1007
provements projects from planning fo completiom. | plan approved X 1

3. Prepare and administer a program to inventory Prepare program design X 1
and classify Municipal owned launds. % of design completed X 50% 1007

1.

2.

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:

This office 13 imvolved im practically all facets of Municipal government and receives an average of 20 calls a day
for information.

Sewar, Parks, Urility and miscellaneocus Public Works projects being let to contract require substantial data and
coordination such as: slectric service not avallable to site, status of right-of-~way clearing, critigue bid speci~
fications, financisl information regarding land appraisals and purchases, timelines concerning right-of~-way
acquisitions. ' .

This office is responsible for responding to increasing requests regarding detailed real estate use, locatiom, and
availability of Municipal properties. An inventory and clasgification system will facilitate meeting agencies and
public needs for real estate information.

1.
2.

3.

CHANGES FROM CURRENT OPERATIONS:

The Adwinistrative Section of this division was not a separate budget wnit for 1977 ox prior.

Asgigoment of selected personnel to task force committees on various capital lmprovement prograwme. Preparation of
written plan by this office for administrative review aund approval.

This office is responsible for responding to increasing requests regarding detailed real estate use, location, and
availabilicy of Municipal properties. An inventory and classification system will facilitate meering agencies and
public needs for real estate information.

1.

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:

An "on going” objective of this office is providing information to agencies and the general public. We will coutinue
our plan of providing this service by accepting requests and obtaining the information or raferrisg directly to the
agency which can supply the information. Many inquiries reguire the fdentificatioun of projects or tasks to be
performed by subordinate sections. This office is responsible for the overall direction, administration and comerol
of activity within the scope of these subordinate sections. Activitles include: Right-of-Way, Building and Space
¥anagement, Land Trust and 9th and L Subleases (no subordinate staff).

Prepare a plan, schedule, and assign to Right~of Way personnel. Plan to inciude initiz]l inventory, location, size,
status of ownership, how acquired, departmental control, ets, Subsequent actions include soils. analysis whers
required, (topography, potential use, etc.} Subsequent to data compilation, administrarioun, plamning authorities,
various commissions and Assembly will be involved as appropriate to provide informarion in-a timely manner_ either

by direct telephone or written response to all agencies and the public.

Develop and administer a detailed plan to inventory and classify Municipality owmed property to be implemented by
Right-of-Way personnel, and to inciude: inirial ipventory {location, size, status of ownership, method of acquisition,
departmental control, ete.), soils analysis, and interface requirements with pertinent agencies.
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BT, Unnt Na. | Gl Unfit No. | SEC. - Unit e
Administrative Services 1400 Propercy Ma.nagenem:' 14640 Building and Space Management {1442
PERFORMANCE INDICATORS
CBJECTIVES - DESCRIPTION sl Big8l 7977 1978
D ofnei™3s
ESe i1 B
1. Complete and refine Comprehensive Space Manage~ |# of buildings X 154 156
ment Program to provide records and accounting |# of Upility billings ceded cor- |X 3,000+ 3,000+
for costs to all building facilities owvmed or b Tectly to Dept. & Div. accounts
occupied by Municipal agencies. % of total billings researched/ .4 402 1002
coded
2. Complete, refine and update copy machine programi# of units-contraction adminis- X S54% 54
to ifmprove cost effectiveness. tration '
% of agreements analyzed 1 X 702 100%
% of total units amalyzed for X 60X 90X
machine stability/location
requirement comparison
# of key operators trained X 125 75

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:

1. The Municipality requires accurate data reflecting all building related costs in order to a) determine future space
needs and b) develop an equitable chargeback system; elements of data imclude square footage, custodial services,
utility, parking, erc.

of the various manufacturer’s pay plans as well as monitoring and analyzing the Municipal agencies needs as they
fluctuate. Selecting the appropriate copler and pay plan for each ipstallation will result in cost savings as dem~
onstrated by am overall saviungs in 1977 of $20,000.

2, Centralized control of copy machines facilitates cast effectiveness and aefficiency by providing continuous monitoring

CHANGES FROM CURRENT OPERATIONS: e

The Building and Space Managewmenr Section is a new budget unit for 1978, and will accomodate activicy previously
included within the Right of Way Section. :

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:

1. Couwplete coding of cost billings (utilities) to respective bulldings and departmental budget unit. Upon completion
this program will interface with the F.M.S. System to-provide accurate space cost allocation.

2. Continue existing progtam of ou~going review by Division and copy machime vendors to keep advised of new metheds,
uyser change, cost anmalysis, ete.




14%Z is sub-ieased to other agencies.

Facility leased to provide conselidatad space needs for Department of Health and Envi:nnmantal Procection.
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[ DEFT. Unit No. | OIV. Umt Mo, | SEC. Onit No.
Administrative Services 1400 Property Managament & ROW 1440 9th & "L" Subwlesses 1443
PERFORMANCE INDICATORS
OBJECTIVES DESCRIPTION el s 1977 1978
' R
Management Lease and Sub-Leases # of leases X i i
# of gub-leases X 6 8
EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:
Approximately

NfA

CHANGES FROM CURRENT OPERATIONS:

facilicy.

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:

43 a result of review, make appropriate recommendations for changes In lease-rentals

Periodic review of costs vs. receipts teo determine viability of sub-lease rentals and costs assoclated with the




'
i
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DEPFT. Unit No. | DIV. - Unit No. | SEC. Uit No.
Administrative Services 1400 Property Management 1440 Right of Way 1445
PERFORMANCE INDICATORS
OBJECTIVES DESCRIPTION ¥ulE § §i 1977 1978
L S
e it LS
1. Provide service to all Muaicipal operatiomal # of letters, memos, ete, {corres-{X 1000 1200
departments in the acquisition of property and dence)
rights in property required for capital # of leases, agreements, permits, |X 1200 1400
improvement and/or maintenance projects. easements (documents) .
2. fProvide service as a central agency in the # of letters, memos, etc. (corves-}X 40 60
disposal of Municipal interesca in property. pondence)
# of leases, agreements, permits, (X 10 10
easements (documents)
3. Provide central coordinationr and agency action |# of letters, memos, etc. {corres—{X 150 200
in leasing veal estate for the Municipality. dence)
. # of leases, agreements, permits, [X 140 150
eagementy (documents)
4, Provide service as arbitrator/megetiator in # of letters, memos, ete. (corres-{X 40 40
damage ¢laims and/or encroachment problems pendenca)
related to capital improvements programs.
5. Provide response to the general public for # of letters, memos, etc. {corres~|X 40 40
requested information. pondence.)}
# of leases, agreements, permits, [X 20 20
easements (documents)
6. Implement a program to inventory and classify % of total staff time X 20z 208
Municipal owned landa. % of inventory completed X 100%
. % of classificacion completed Jx 10%
# of staff hours required X 1800

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE: .
1. Capital Improvement Program - Requests for service involving acquisition of 1,200 eagements, permits, deeds, etec.

2. Requests for relinguishment of easements-sale of property-leased property, atc. involving 10 documents and ordinances.

3. Space report inwvolving a number of Municipal departments - Management and renewal of leases of 96,000 sq. fr. of
leased office space; requests to acquire land for golid waste (Eagle River).

4, Damage claims and/or encroachment probiems require arbitration whereby the Right of Way Section persounel acts as
an intermediary for resolution of claims.

3. Gubstantial amounts of public information records reside within this sections file. Numerous reguests for specific
right of way data are directed to and received in the section by phome calls, walk-in traffic and/or letters.

6. Inventory and classification is necessary to facilitate the supplying of information ragarding the use and/or
availability of use of Municipal lands. e e o :

CHANGES FROM CURRENT QPERATIONS:

Personnel will be agsigned to implement land inventory and clasgification program.

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:
1.A. Fee Acquisitfion - Assure acquisition is in C.I.P. and obtain Title Report, acquire appraisal, réview and begin
acquisition, relocate temant/owner and conclude negotilations, prepare documents for Title closing and comtract

disposals. -
1.B. Easements, Construction Permits, Licenses, etc. = Obtain Work Authorization and ascertain record owner, prepare

document and negotiate (mormally without compensation to property owners).

2. Disposal - EZasement relinquishment (Document and Ordinance); lease, appraise, obtain Assembly approval and
advertise, accept and evaluate hids received and forward recommendations and prepare document of lease.

3. Manage leases of Municipal space requirements (96,000 sq. ft. - annual cost $680,000), lease and panage land
areas and conduct lease feasibility scudies.

4, Act as an intermediary in disputes between Municipal agenciles and damage claimant.

5. Provide information as requested by public or agencies,

6. Research land ownership, list Municipal owned or controlled properties, determine size of parcel, determine

controlling Municipal agemcy amd submit to Administration for further actions prior to begimming classification.
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DEPT. Unit No., DIV, Unit No. | SEC, Unit o,
Adminiscrative Services 1400 Property Manasemenr & ROW 1440 Land Trust L4456
PERFORMANCE INDICATORS
OBJECTIVES DESCRIPTION s3l=3|88| 7977 1978
3 i bl
ST
1. Conduct and conclude sale of tax and assess- # of asales X 1
ment foreclosed properties deeded to the # of parcels sold X 20
Municipality.
2. Initiate disposal program of land trust prop- # of properties X TED
N erties (based upon laud inventory rasults,
programmed under administrative budget). # of properties disposed X TED

record owners or asgignee.

highly speculativa.

L)

1. 1976 fereclesure deeds and records as of 6/77 raflect that

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL QF SERVICE:

2. The vequirement for the Land Trust Fund is mandated by Municipal Ordinance.
retained in Land Trust, are available fer disposal but without the inventory program any disposal would be

cwenty parcels have not been repurchased by former

It is probable that preperties,

CHANGES FROM CURRENT OPERATIONS:

2. TFolilowing approval of inventory program, a disposal program of land trusc properties will be initiated.

i. Property Manmagement Division was assigned the responsibility of tax foreclosed and deeded properties during 1977
and to manage properties prior to sale and teo conduct sale.

d., Administrative Review.
e. Legiglative review.

f. Sale or lease proceedings.

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:

1. Defime properties available for tax sale. Obctain title report. Conduct gale.

a. Catalog Municipal owned properties.
b. Determine type of land (topographic, soils, access, ate.).
¢. Land Trust Council review.

2. -Conduct disposal program upon implementation of inventory pregram as follows:




P
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[ DEFT. Unit No. | DIV, Uit No. ] SEC. ~ JUnit Na.
Adminstrative Services 1400 Data Processing 1450
PERFORMANCE INDICATORS
b -
OBJECTIVES DESCRIPTION * 3l BlE g’ 1977 1978
2B s

Produce, Maintain and Develop Computer Systems For:

1. General Government Systems - including major # Accounting Transactions X 9,150,000 10,000,000+
activity, for fiscal management and accounting, # Tax Bills Produced X 200, 000 220,000
payroll, tax billing, real property records # Parking Viclations Processed X 200,000 225,000
inventory and appraisal, parking violations and |# Production Jobs Processed per
police records computer hour X 15.501 16

2 Annual Work Plan Complete X 0% sox

2. Enterprise Antivi:x Systems ~ including major # Active Ttilirvy Subscribers X 60,3500 67,000
activity supporting utility billing/accouncs # Ueility Bills Produced b4 860,000 960,000
receivable (all utilitieg), telephone toll # Toll Calls Processed X 8,000,000 18,350,000
billing, utility service and equipment inven~ # Production Jobs Processed per
tories, and various statistical applications computer hour X 13.001 14

2 Ammual Work Plan Complete X 0% 80%

3. Anchorage School District - inmcluding general # Student Records X 120,000 . 130,000
accounting, payroll and education-related # Accounring Transactions X 500,000 545,000
applications such as grade reporting, class # Production Jobs Processed per .
gcheduling and student information computer hour X 17.3%0 |* 18

% Anmual Work Plan Complete X 60% 932

4. Internal Data Processing Requirements - addressiagl# Active Information Systems X 47 50
job accounting and production efficiency report—if Active Computar Programs X 1,100 1,400
ing, maintenance of Long Range EDP Plaan, # Procedures Haintailned X 3,300 4,200
operating procedures and technical dogumenta- # Persomnel Trained X 15 20
tion, and internal technical training Z Attatoment of Work Plan Objec-

. tives X 60% 70%

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:
IThe Data Processing Division is concerned with providing services te all Municipal Departments .for the maiatepance, pro-

duction, and development of computer systems which produce timely, sccurate, accessible and integrated informationm.
[This information must meet using departments’ requirements and demands so that they may he able to obtain their objectives,
Major user requirements are in the following areas:

. General Govermment for ¥Fiscal Msnagement, Accounting and Budgeting, Public Safety and Land Use Planning.

., Enterprise Activities for Utility Customer Records and Services, Inventories of Equipment, Utility Customer Billing
and Accounts Receivable. :
. Anchorage School District for financial and educational systems aasociated with Fimancial Accounting, Pupil Accounting,
Student Informarion and Clasg Scheduling.

Hhese users repregent a wide variety of needs and requirements. Io all cases, there is a large volume requirement, an
Hmpending time requirement, a need for accuracy and a degree of complexity which require computer processing.

CHANGES FROM CURRENT OPERATIONS:

The aignificant change in Data Processing Operations is the incorporation of the Financial Information System regour-
es into the Division. This system accounts for approximately 17.6% of the 1978 Budget Request. It encompasses a mini-
computar, a sraff of seven technical and three operational persomnel and agsocilated operating supplies. Two new positiocus
{a gupervisor and a computer operator) are requested to support this effert.

Four new Data Entry operaticnal positions are requested for seven months at which time teleprocessing facilities will
Ee impiemented eliminating the need for these positions and mumerous ATU documents.

Planned squipment upgrades will be implemented to provide hardware compatability and to gupport the Long Range EDP
lan ifncluding substaotial increases in teleprocessing activity.

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:

[The Data Processing Division's work plan for 1978 includes the following highlights:

. Continue to provide efficient and effective data proceasing services to all requesting Municipal departments through
operation and maintenance of existcing systems.

Continue to enhance the Financial Information System to meet Municipal-wide fiscal requirements.

. Expand the Land Use Data Base system to incorporate teleprocessing capabilities.

Complete the Utility Information System to accommodate service order accivity and improved billing techniques, and to
provide on-lime inquiry to the Water and Light and Power Utilities.

. Develop a service order processing system to cover all aspects of recording and controlling orders for utility services.
Enhance Pupil Accounting methods to provide additional capabilities to the total Student Information and Accounting
Syatem.

Provide other enhancements to meet a variecy ¢f user department requirements.

. Improve internal Data Processing techniques for project management and improvement of services provided to user depart-

ments.

3

In performing this plan, the Division will expend 46% of its effort on General Govermment projects, 172 on projecrs for
the Anchorage School District, and 37% for Enterprise Activity projects.




MUNICIPALITY OF ANCHGRAGE ] Work Program Statement For 1978 [ Page 76
DEPT. Unit No. | GIV. ; Unit Na. { SEC. Unit No.
Administrative Servicas 1400 Risk Management 1460
PERFORMANCE INDICATORS
CBJECTIVES DESCRIPTION e §“ 33| 1977 1978
3= R i
Ed et 2
Preserve the financial, real, and persovnnel assets | # of un~insured claims X 516 750
of the Municipality from accidental loss by the # of funded claims X 862 1000
effective utilization of personnel, equipment, and | # of graduateg - Defensive Drivingl X 150 300
recognized risk management and less prevention # of graduates - first aid class j X 300 300
techniques, to aveid an incraase in the cost of # of inspections of workplace/bldgd X 10 50
risk as measured by the Cost of Risk Report, # of uninsured losses closed : x ] 354 475
# of funded claims closed X 679 1000
Avg. cost general liability claimsf X $2000 $2200
Avg. cost auto liability claims X 5 434 $ 475
Avg. cost workwen's comp. claims X $ 933 $1000
COST OF RISK X § & § 4

EVIDENCE DEMONSTRATING THE NEED FOR THIS LEVEL OF SERVICE:
the Municipality incurred 1149 funded claims and 644 un-insured losses

that over 80% were preventabla.
1976-1977 Claim Statistics as of &/30/77

& of
Claims Type

248 Gemeral Liability
293 Auto Liabilicy

3

506 Workmen's Compensation

1149

2 Public Official Liability

Average
Cost Cost

182,668 $1,543

127,235 434
565,667 933

31 6,342 3,11

081,922

During 1976 and the first 4 months of 1977,

It is estimated from a review of these losses

1976-1977 Uninsured Claims as of 4/30/77

# of claima 644
Valuation of Damage . $320,031
Amount Recovared $122,560

Expense of contractual service § 10,212

CHANGES FROM CURRENT OPERATIONS:

1. 1Implementation of a departmental loss reporting program to discover the root causes of accidents.

2, Using departmeat loss rafics to measure the effectiveness of the department director's loss prevention efforts.

SUMMARY OF PLAN FOR ACCOMPLISHING OBJECTIVES:

Utilizing the concept of the cost of risk as a measure of effectivaness, the cost of risk will be stabilized by:

1. Develgpwent and initiaticn of a department monthly loss raport to analyze ¢laim causes.

2. Honitoring loss reports.

3. Strengthening loss prevention activities {n each department by monicoring their safety and loss prevention

orogram more closely,




