
June 15, 202] Council Presentotion
2020 Procurement Cord

Leon Process lmprovement Koizen
with

Stote Auditor's Office (SAO) -
Center for Government lnnovotion

WITH RESULTING PROPOSALS



lntroductlon
SAO Leon Speciolist wos osked by Kimberly Domine', Finonciol
Services Monoger, to troin o smoll project teom consisting of City
employees who ore key members processing P-Cord submission,
finonciol ouditing, ond bonk poyment. SAO Leon Speciolist wos
osked to troin this project teom on Leon principles ond methodology
while focilitoting their work to ochieve the torgets listed on the P-
Cord Koizen Chorter Document.



Torgets

Ensure oll expenses ore properly supported, reviewed, ond
opproved by ouditing officer prior to ony poyment being mode
os required by stote low (RCW 42.24.080)

Effectively decreose processing time
Moke credit cord poyments by the deodline thot moximizes our
rebote
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Leon Methodology

kinds of work - from monuf octuring to seryices indusfries. Leo n f or
government helps breok down complex processes into individuol
sfeps. Ihis /eods to innovotive, new woys of moking existing work
more efl'icienf, customer-focused ond chonge more empowering
for sfoff ."

Leon Metho,Cology - Continuous Process lmprovement steps:

borriers

improvements



The Teom
Teom members for this project included Tereso Borgmon (Finonce), Ann
Northrup (Finonce), Jeonne Thompson (Finonce), Alejondro Rodriguez (lTS),

Stephonie Hubert (YPD), Morio Moyhue (Purchosing) with Kimberly
Domine'(Finonce) octing os project Sponsor. A speciol event wos creoted ot
the mid-point of the koizen which invited key supervisors ond monogement
teom members from ocross City deportments to join the koizen teom to leorn
obout Leon methodology, heor the teom's current thinking ond provide input
they would like to see included in the finol proposols. The teom coptured o few
key points during thot event from the B people who ottended.



lnterestlng Focts

At the time of our Leon exercise, there were 3l I Cordholders in
the City

109 of those Cordholders hod tronsoctions in December
Generol Fund receives rebote dollors for poying stotements
eorly - $32,854 in 2019

Police ond ITS hove odministrotive deportment leods which hos
greotly improved processing occurocy ond timing
WA Stote Auditors bose their oudits on whot is written in our City
Policy os well os WA Stote RCW

P-Cords ore used for supplies, recurring chorges
(phone/internet), ond trovel
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P-Cord Tro nscrction Timeline
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Leon Principles to Remember
Stondordizotion

the input received is in o stondordized formot on o predicloble timeline.
Eliminote Woste

g.nly cgt.d-holder ond o finol opprover is required for the Finonc'e Deportment.
Right-sizing the opprovols needed.

reducing) rework done [n Finonce ollows work to be.done foster ond provides
time for stoff to focus on other priorities.

from other volue-odded work becou

by the Deportment (keeping work

work being completed ond
monetory rebote
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Leon Principles to Remember

is deloyed, then olso Generol Ledger updotes ore deloyed ond subsequently there is o
deloy in monogement teom visibility to spent money ond current budget stotus.

City rother thon looking upon their work os on isoloted deportment ond prioritizing work
only importont for their deportmentol needs.

hond so work con be done quickly. When process steps downstreom need to collect
informotion from work done upstreom, time log ond lock of detoiled understonding
reduces occurocy ond tokes much longer moking connections ond interruption
communicotions between multiple stoff members to complete the work.

be cleor ond understondoble to those involved in the process steps. lt is importont for
upstreom requirements to be communicoted on the minimum required needs first ond
foremost, with helpful or desired needs requested of the oppropriote level.



l. Encouroge Cordholders to use online bonk copobilities to
review & submit monthly cord submittol

2. Deportment opprovers ore responsible to know policy, purpose
of purchose, ond occurocy of submittol to Finonce

Tronsoclion log modified to remove tox document ond odd
stotement ottesting thot product/services received

Reducing number of opprovers on tronsoction log - yet still
following MLA

Any receipt/purchose thot is beyond "usuol purchose" for thot
Cordholder requires explonotion ottoched

Refer to OFM Rotes for Trovel Plons (GSA)

Monthly submission to Finonce is lOth of month ond if
Cordholder is out of office, they need to plon oheod to get
submittol in eorly or hove bock-up

We know Police & Fire hove speciol circumstonces ond might
need seporote Policy woivers - TBD

SUCCESttED
CHANCES
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Proposols

the processing copobilities of online bonking Now to
monoge their monthly cord reconciliotion ond creote
submission documentotion in preporotion for thot
methodology ond formot to become required of the
stort of 2021 . online reconciliotion includes odding
Account Numbers ond Descriptions to the individuol
purchose lines prior to exporting doto to excel or the
other oppropriote system.

Tronsoction Log Form.



Proposols

current policy ore best proctices ond olign with City
gools, but ore not currently being followed by everyone.
Therefore, we osk thot these items be retoined ond re-
boosted by monogers in their deportments ond
highlighted in P-cord troining.

severol elements we osk to be modified, deleted,
ond/or odded to the current P-Cord Policy.



Proposols

voluoble, successfully rolled-out, ond sustoinoble longer
term, we need o troining progrom ond communicotion
plon. Suggestions include on onnuol-updote-troining,
utilize ICE ond CYU, ond offer to join deportmentol stoff
meeting.

Process. ldeol would be: All Tronsoction Log Pockets
Completed Accurotely by the Deportment (following
their defined stondord preporotion process), Received
in Finonce, ond Audited Prior to Poying the Monthly
Bonk Stotement.



P―Cord Policy Updo十es
"il#'-*

> Deleootion of Authoritv ond Authorized Use Slreomlined definitions

> Policy Knowledge Cordholders ond Finol Approvers commit to review
ond follow Policy. including updoles 

-___-:
> Tronsoction Logs due lo Finonce by lOth of the month

> Exceptions Must be occosionol. documenled, promptly communicoled. ond pre-
opproved whenever possible

> Tipoinq Guidonce simplified

> Prohibited Uses Updoted section clorifies oppropriote uses for P-Cord

) Froud Prevention lmproved reminders ond clorified procedure

> Tronsoction Loq Simplified review ond opprovol
> Online Access Cqrdholders encouroged to occess slotemenis online os soon os ihey

become ovoiloble



Troining for Cordholders
Key Points

All meols/food for city business must be pre-opproved before purchose by
the Deportment Director or City Monoger
lf o troveler gets meols included with o conference, they ore not to
chorge for outside food during those meols

All receipts must include detoils of purchose, both individuol items ond
people included
Trovelers ore expected to seek lowest fore & rotes

Trovel stotus ollows 3 meols/doy (not snocks)

No fuel purchosed for privote vehicle
Temporory employees moy not hove o P-Cord

You must follow Purchosing Policies when using P-Cord

Nothing ordered with o P-cord should be sent to o non-business oddress

No meols on P-Cord for non-employees without Director's pre-opprovol
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Leon = More Thon Just Post-it Notes
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Benefits of the Leon Exercise
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stions?

*CONttENtt CREDI丁 丁O DEBRA HENttZ′ LEAN SPECIALIS丁′CENttER FOR COVERNMEN丁
INNOVA丁10N―

OFFICE OFttHE WASHINCttON SttAttE A∪ DI丁OR PAtt MCCARttHY


