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Stamford, CT Code of Ordinances Page 1 of 1

Sec. 23-18.13. - Surplus personal property and equipment. E .
Vhhit(C )

1. Listing of Surplus Property. Each city office, department, board, commission, authority, the
Board of Education or other agency shall furnish to the Purchasing Agent, on such forms and
at such time as the Purchasing Agent may prescribe, a statement of surplus or unusable
supplies, material or equipment in its custody or control. To the extent that it is possible,
using due diligence and inquiry, said statement shall include the date such items were
purchased, the purchase price, and the use to which they were put from the date of
purchase to the present. Copies of said statements shall be provided by the Purchasing
Agent to the Board of Representatives.

2. Disposal by Public Auction. If the Purchasing Agent believes that the surplus or unusable
supplies, materials or equipment cannot be used or made available for use by the City, the
Purchasing Agent may dispose of such supplies, materials or equipment from time to time at
public auction or upon sealed bids.

3. Exemptions.

(@) The provisions of this ordinance shall not require a public auction for the disposal of
surplus or unusable supplies, materials or equipment which has a current value of one
thousand dollars ($1,000.00) or less. The Purchasing Agent may, at his or her own
discretion, dispose of such property, either singularly, or in lots, by the sealed bid
process.

(b) Inthe event that the Purchasing Agent determines that surplus or unusable supplies,
materials or equipment have no market value, then he or she shali make a list of said
property and forward said list to the Mayor. Upon written approval of the Mayor, the
Purchasing Agent may throw out or otherwise dispose of said surplus or unusable
supplies, materials or equipment.

4. Donation of Surplus Property. Upan written approval of the Mayor, the Purchasing Agent
may donate city surplus or unusable supplies, materials or equipment to not-for-profit
agencies and/or causes, or other gavernmental or quasi-governmental agencies.

5. Records to be Maintained, The Purchasing Agent shall maintain records of all transactions
made pursuant to this ordinance. Said records shall include, but not be limited to: lists of
equipment that has been sold, including the name of the purchaser and the purchase price;
lists of equipment that has been disposed of; and lists of equipment that has been donated,
including the name and address of the donee, the date of the transaction and the
approximate value of the equipment on the date that it was donated.

about.blank ¢ j 12/19/2018
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MAYOR & . b:d,@ CONTROLLER

DAVID R. MARTIN DAVID A. YANIK
£ ﬂ‘ﬁd 203 9774186
B 5 EMAIL OYANHESTAMEQHRCIGOV
ol

CITY OF STAMFORD

QOFFICE OF ADMINISTRATION
B8 WASHINGTON BOULEVARD
STAMFORD. CT 08801

Date: May 26, 2017

To: City Directors and Department Managers
Board of Education Administrators and Managers

Cc: Bev Aveni Karen Vitale

Jay Fountain loy Hussey

Lee Berta Nikoleta McTigue, Blum Shapiro
From: David Yanik
Subiject: June 30, 2017 (F2017) Year-End Closing Instructions —

Purchasing & Procurement

This memo provides guidance to Department Managers and Directors regarding purchasing and
pracurement cut-off dates as we transition from Fiscal Year 2017 {F2017) to Fiscal Year 2018
(F2018). With June 30, 2017 falling on a Friday this year, you should plan to complete all
approvals and system input activity as far ahead of that date as possible.

Please email Bev Aveni with any guestians you might have regarding these guidelines.

Purchases/Encumbrances
* The final day for submitting purchase requisitions for current fiscal year operating
expenditures is Eriday, June 2nd. All department approvals (HTE Levels 1, 2 and 3) required
on the requisition must be completed by this date.
» Beginning July 1, 2017, please clearly indicate on each vendor’s invoice the applicable fiscal
year (F2017 versus F2018) for processing purposes.
* All open non-capital purchase orders that will not_ be encumbered should be cancelled or
closed out in conjunction with the fiscal year-end closing:
o Email Beverly Aveni, City Purchasing Agent to cancel or closeout any current-year non-
capital expenditure purchase orders for the City of Stamford.
o Email Vivens Joachim, BOE Purchasing Department, to cancel or closeout any current-
year non-capital expenditure purchase arders for the Board of Education.

Procedures for the new Fiscal Year (F2018)

* New purchase requisitions {for either operating expenditures or capital projects) for F2018
must not be entered until after July 1st.

D
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e As a reminder, all periodic recurring expenditures should be encumbered for the full year
amount,

o For, example, if you are leasing a copy machine and need to make monthly payments,
you should enter only one purchase requisition/purchase order for the 12 months of
estimated expenditures (HTE will not allow you to enter 12 separate purchase
requisitions/purchase orders).

o Another example would be for oifice supplies. You should enter one draw-down
requisition for what you expect to spend for the full year (you can always add to, or
reduce, draw-down amounts as the year progresses). This approach will save us all
time and effort in issuing and re-issuing purchase requisitions/purchase orders month
after month,

* Continue to submit your prior fiscal year invoices, as coded against existing purchase orders,
to Accaunts Payable for payment. We need your cooperation to review and code vendor
invoices and to submit them promptly so the Accounts Payable Dept. can process them
before the fiscal year-end processing cut-offs.

* You should expect to continue to be required to provide written explanations for all purchase
requisitions for goods/services ordered before a valid purchase order has been issued. Your
explanation should describe the ‘emergency’ that existed that necessitated circumventing
existing procurement policies.

» Please do not hold onto vendor invoices. You should be forwarding them to Accounts Payable
as soon as they are approved so they can be entered into HTE.

Summary of Key Dates:

Jun2,2017 last day to submit F2017 Operating Expenditures Requisitions
Jul1,2017  Date to begin entering F2018 Purchase Requisitions

Aug 25, 2017 Cut-off for submitting vendor invoices for F2017 encumbrances

Page 2
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CITY OF STAMFORD

ACCOUNTING POLICY AND E‘)( /Q,Lbl:f (F_)

PROCEDURES MANUAL

3. Purchasing
A. Process Overview
City policies and procedures related 10 purchasing are designed to ensure thal
goods and services are procured in a manner that is fair and competitive: that

public funds are properly controlled and wisely spent: and that transactions are
properly authorized and approved.

B. City Charter/Code of Ordinances References

Reference Subjecs
§§ 23-14 10 23-18 City Purchasing ordinance, revised 2/1/99

C. Significant Policies

¢ Quotations - Goods and General Services: Purchases of goods or genera)
services which are in excess of three thousand dollars ($3.000), but are less
than the limit set by the Board of Finance (currently $7.500) shall be based
upon price quotations. Purchase requisitions shall not be split Lo avoid this
requirement. Price quotations, either oral or written shall be solicited from
al least three vendors or service providers, or obtained from current catalogs
or price sheets (Code §23-16, B.).

¢ Competitive Bids - Goods and General Services: Purchases of goods and
general services which are in excess of the limit set by the Board of Finance
(currently $7,500) shall be made by sealed competitive bid as described in
Code §23-17. Purchase requisitions shall not be split to avoid this
requirement.

¢ Special or Professional Services: Purchases of special or professional
services costing less than $10,000 do not require price quotations. For
purchases of $10,000 but less than $25,000, proposals should be requested
from at least threc qualified firms. For purchases of $25.000 or preater, a
sealed competitive bid shall be administered by the Purchasing Agent. For
purchases of $100.000 or greater, a sealed competitive bid shall be
administered by the Purchasing Agent. and approved by the Mayor. Board
of Finance and the Board of Representatives.

14
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CITY OF STAMFORD
ACCOUNTING POLICY AND

PROCEDURES MANUAL ﬁ)ﬂwluﬂ £)

D.  Attachments — See Appendix A

Procedures Concerning City Surplus Property
Exemption Certificale
City Purchasing Ordinance

b )

3 Purchasing

Note to Users: The City’s purchasing policies and procedures are outlined in the City
Purchasing Ordinance.

Revision 4
12:30/08



CITY OF STAMFORD
ACCOUNTING POLICY AND

PROCEDURES MANUAL / Pylibi VFJ

4 Accounts Payable
4.1 Pre-Audit Approval of Purchnse Requisitions
4.1.1  The Controller’s OfMice is responsible for Pre-Audit approval of alt purchase requisitions.

4.1.2 Once each purchase requisition has been approved on the HTE system at the first, second and
third levels. the Controller’s Office is responsible for reviewing the requisition for the followiny
items:

= Proper completion and approval of requisition
= Correct commodity code

= Proper general ledger account and project code
*  Availability of funds

e Compliance with requisition policy

= Muliiple approval levels

4.2 Receipt of Goods/Services

4.2.1 Al goods should he shipped to, or athenwise delivercd 10 the department that authorized the
related purchase order.

4.2.2 When goods are delivered. the receiving personnel from the ordering department are responsible
for documenting those items reccived and accepied. The packing slip is 10 be compared to each
item received and a check mark (v) is 10 be placed next o cach item on the packing slip that has
been received in working condition and in the quantity ordered, 172 packing slip is not enclased.
a copy of the corresponding purchase order should be used.

4.2.3 If ilems lisied on the packing slip are not received, those items should be identified on the
packing slip and the initials N.R. (not reccived) noted next to them. If the quantity received is
less that the amount ordered, that information should also be noted on the packing slip

4.24  If the packing slip indicates that certain items are back ordered, those items should be identified
and the initials B.O. (back ordered) noted next to them.

4.25 The individual responsible for unpacking and cheching the shipment should be someone other
than the requisitioner and should note any pertinent information aboul the order on the packing
slip (sec 4.2.2 through 4.2.4 above), This individual should also sign his'her name and note the
date that the shipment was inspecied.

426 Receipt of goods and services must be documented electronically on the HTE sy stem in order for
n invoice 1o be paid. Departments should only recewe amount 1o be paid {not enlire P.O.)
unless order is compleic. Upon receipt of goods and services, the appropriate departmental
persannel are responsible for achnowledging the receipt on the sysiem and noting partial
shipments and backorders nccording/s

4.1.7 I a shipment is received and the receiving department does not have a corresponding purchase
order on file, the City Purchasing Depariment should be contacted immediately. No depariment
should accept or use items that do not appear on a praperly authorized purchase order, or are

18
Revision 4
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J Catalano & Sons, inc
34 South Water St
Greanwich, CT 08830
(203) 531-8207

CITY OF STAMFORD

185 MAGEE AVE.

STAMFORD, CT 06502

203-914-3378

1 ) 1]

1 0 0 0 63)43828-00-0D BODY, RESERVOIR $201.88 $171.60 $171.60
1 0 0 0932100935000 O-RING $313 $2.68 $268 OB E
1 0 0 0 6H1-43820-00-00 PLUG,RESERVOIR $11.69 $0.94 $294 03C

3 0 0 O63-43888-0000 BOLT, SOCKET $6.33 $5.38 $16.14

Sublotal $242.39

Leas Discount {$36.35)

Sales Tax $C.00

Invoice Tolal $206.04

Total Amount Due $200.04

CITY OF STAMF%T-&RSE $208.04

THANK YOU FOR YOUR BUSINESS! NO ITEMS MAY BE RETURNED WITHOUT A RECEIPT. ITEMS MUST BE RETURNED WATHIN 7 DAYS.
BOATS, QUTBOARDS AND ELECTRICAL PARS CANNOT BE RETURNED.

5115



Since 1902

8l West Avenue
T

Brantord, €T
(201148B-1551
1866) 758-3551

Bethal, CT
12031)797-1212
(8E80) 797-6511

Naw Milford, CT
(860} I55-5566
{ARA} I50-8966

New London, CT
{BE0Y419-0155
{BEE)419-015%

Dacien, CT
{203} 655-2525
(8001390-1000

Nisntie, CT
(B60}739-5441
{800)303-6526

pileb)

Lewisboro, NY
(¥14)531-2517
(838}1533-2517

Wilton, €T
{203)761-1000
{B66)842-78B3

TRANSACTION
TYPE BTORE
Charge Invcice Darien, CT
R BILL TO: sHIP TO: . -
CITY OF STAMFORD MAINT
ATTN: JOANNE P.O. H900064 426 SHIPPAN AVENUE
185 MAGBE AVENUE
STAMFOR| CT 06902 STAMFORD CT 06502
« “ehone 203-914-3378 = == - —
CUBTOMER TRANSACTION CURSTOMER
CODR DATE NUMBER TINE PUACHASE ORDER NUWBER BALESPERSON
DSTAMMA 060515 693809 10:23 114272 162 Frank Bowron
APPLY TO ORDER DATE  ORD/GTE NO. TREMS TAX JUNISDICTION
01 2% 15th, Net 25 Daya TAX EXEMPT-MUNIC.
rTew OADER §TY EHIP QTY LoOC peacrirrion PRICING ﬂﬂlt_-pn;éiuu ;ll-hnn_-. NIT AMOUWNT
PLEASE DELIVER 6-9-15 P
S4612T 100 100 5/4X6X12* SYP TRERTED CaBite 1200.000 1.150 LNFT 1380.00
2612T 25 25 2XeX12' SYP TREATED #1 FREMIER 140.000 1.300 LNFT 3%80.400 '
PLEASE CALL 30 MIN FRIOR TO
DELIVERY
<
10
b\' Hﬂ—-
Ll:b ul€3
U hl;)g?
 RECEIVED IN GOOD CONDITION BY: |
RONALD D'AMICO - S
[ ‘V wisc BALRS
, WET ANT | cHARGE | pREzoT AT
! 1770.00 .00 ¢.0

X .

————— e - -

CUSTOMER CoPY




PAGE 1 OF 1 'ORIGINAL INVOICE

[T e —— . GRAINGER ACCOUNT NUMBER 851145789 =

INVOICE NUMBER 947501 3836 =

339 WEST AVE. INVOICE DATE 2014 =

STAMFORD, CT 06302-6313 DUE DATE 07/24/2014 E

www.grainger.com @) AMOUNT DUE 211.82 =

Ship to infarmation is listed below (/ Pa nunasn ,, 181 , E

in the description section =
cus‘ronsn PHONE: szoa) 97?-46“

MDG014 00007936 1 AB D406 5 ==

CITY OF STAMFORO PARK DEPT
PO BOX 10152
STAMFORD, CT 0E904-2152

Interested in raceiving invoices via email?
Slgn up for paperless involcing at: —
www.grainger.com/paperlessinvaicing

THANK YOU | FEIMUMBER 35-1150080
FOR ANY QUESTIONS ABOUT THES INVOICE OR account CALL 1-800-472-4643

The lollowing items were shipped to;
CITY OF STAMFORD PARK DEPT
428 SHIPPAN AVE T
STAMFORD CT 063502-6088
120071 | POLISHING PAD,CURVED EDGE, ?-1/2 IN,WOOL 1 12.46 12.46
MANUFACTURER ¢ 120071
16V425 | HECHANICS GLOVES,BLACK, L PR ‘& 2 22.32 44,64
MANUFACTURER ¢ MFP-05-010 \{
4CR43 | TONGUE AND GROOVE PLIERS,16-1/2 IN 5 J 1 31.60 3L.60
MANUFACTURER # 460 ./\ /4/
4WM41 | DRILL AND SCREW BIT SET, 7 PIECES i 17.07 17.07
MANUFACTURER ¢# DW2095 qy
2KU25 | VOLTAGE DETECTOR,S IN. 1,90 TO 1000VAC (z 1 34.61 34.61
MANUFACTURER # FLUKE-1AC-AL-11
2AEX]1 | BATTERY CHARGER, NICD, NIMH,LI-ION 1 71.44 71,44,
MANUFACTURER # DC9310
JERIER .| Delivery# 6263472931 Date shipped: 06/24/2014
"
I CESUB TOTAL e
===~ ===—Thesa Nems aro sold for domeste consumption. - sxportad, purchasar assumes full mponsbll’y e e o - e —— -
tor complisnce with US export cantrols. Diversian conrary 10 US law prohibitied.
erlammm NET 30 DAYS, PAY THIS INVOICE NO STATEMENT SENT. PAVABLE It US. om.uns—| AMOUNT DUE 211.82
A A
REMIT TO:
aILl. TO: GRAINGER
CITY OF STAMFORD PARK. DEPT DEPT. 812048809
FQ BOX 10152 PALATINE, IL 60038-0001

STAMFORD, CT 06904-2152

1k
dﬁkd /] I o 81204880974 7501 3836100002114210000000100000001000000L4073449

ACCOUNT NUMBER DATE INVOICE NUMBER AMOUNT DUE
851145789 06/24/2014 9475013836 211.82

FOR COMMENTS OR CHANGE OF ADDRESS, ENTER INFORMATION ON REVERSE SIDE

P 5/5
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GRAINGER PAGELOF1

GRAINGER ACCOUNT NUMBER
1 1 1 S INVOICE NUMBER
339 WEST AVE. / INVOICE DATE
STAMFORD, CT 08%02-6313 ’ DUE DATE
www.gralnger.com /\L AMOUNT DUE
Ship to information is listed below l; e PO NUMBER 130196
in the deacription section CALLER SEAN ELUMBA
CUSTOMER PHONE (203%9?7468!
BILL TO ORDER NUMBER: 1235718029

INCO TERMS: FDB ORIGIN

MDG2015 00006229 L AB D406

CITY OF STAMFORO PARK DEPT
PO BOX 10152
STAMFORD, CT 06904-2152

4+4X198
44X209

851145789
9751064230
05/27/2015
06/26/2015
297.40

Interested in recelving Involces via emall?
Slgn up for paperiess invoicing at:
www.grainger.com/paperiessinvoicing

THANK YOU | FEINUMBER 36-1150260
FOR ANY QUESTEONS ABOUT This svviOrGE o Account CALL 1-800-472-4643

Tha following items were shippad to;
CITY OF STAMFORD PARK DEPT
425 SHIPPAN AVE

STAMFORD CT 06302-6068

STRING TRIMMER,21.2C€,17 IN. CUT WIDTH 1 264.66
MANUFACTURER # SRM-225
TRIMMER LINE,.095 IN. DIA 1 32.74

MANUFACTURER # 21560056
Delivery# 6292498685 Date shipped: 05/27/2015

{
Wt
o

1S3 ) R A SO R S 3R DML L0 01 e

*
-

264.66
32.74

Thesa Fems are sold for domestic consumption. W exporied, purchaser assumes full rasponsiltity
for compliance with US saport centrols. Diverslon conlrary 1o US law prohibltied.

WOICE SUB TOTAL .0

FOR COMMENTS OR CHANGE OF ADDRESS, ENTER INFORMATION ON REVERSE SIDE.

PAYMENT TERMS NET 30 DAYS. PAY THIS INVOICE NO STATEMENT SENT. PAYABLE IN U.S. DOLLARS. AMOUNT DUE 29740
REMIT TO:
g%-lo.?::STAMFORD PARK DEPT CRAINGER
DEPT. 812048809
PO BOX 10152
POBOXIDISE - e PALATINE, IL 60038-0001
\o
po 9uz B
% \@\@ A120488099751064230100002974020000000100000003000000150bL2% 5Y
\ 2
™ x ACCOUNT NUMBER DATE INVOICE NUMBER AMOUNT DUE
851145789 05/27/2015 9751064230 297.40

yHls



GRAINGER. "' SO, o
1111 CA———— * GRAINGER ACCOUNT NUMBER 851145789
INVOICE MUMBER Lezii0ea2e BN
339 WEST AVE, INVOICE DATE 06/23/2015
STAMFORD, CT  08902-6313 DUE DATE 077232015 ESS
Yewrw.grainger.com AMOUNT DUE 199.52 =
Ship to information is Hsted below 3 i =
in the description section \Bv‘f Emm' é’!%l’gtm =
Q‘(}J’ Cﬁ) CADEa e O (203) 9774588
8L TO C ORDER NUMBER: 1337942959 [==]
MDG201S 00005010 1AB o426 P' INCOTERMS' OB ORIGIN =
&=
CATY DF STAMFORD PARK DEPT
#0 BOX 10152
STAMFORD, CT 06904-21%52 ==
[nterastad in raceiving Invalces via amall? g
Sign up for papariess invoiong at: E
m.yalnﬂer.cnmlmplﬂasﬂnvokhy
THANK YOU ) FE MAER 261150285 g
FORANY QUESTIONS ADOUY THES tvav2t DR ACCOUN] CALL 1.B00-472.4843 =
- T
flems ware shipped to: —
FORD PARK DEPT
428 SHIPPAN AVE
STAMFORD CT 065026083 hhe
21VE90 | KNIFE, WHARNCLIFFE, 2 55 IN,STEEL 1 25.83 25.88
MANUFACTURER £ 31041 i
22ZMMI9 | TACTICAL FOLDTHG KNIPE. CURVED, AUSS,ORG 1 39.22 39.22
MANUFACTURER # 51026
4KELS | SPLIT JAW CLAMP METER, 1004 1 134.42 134 .42
MANUFACTURER # RLUKE-TS-500
Dallvery# 8295003146 Duta skipped: 06/23/2015
oT. [
Tivssn licays are 304 fot domastic cansumplion. B spertod, purcioner mesumes full recpeasibiey i ———— e e
for compitunce with U§ prpont conireis. Dirarcian COnvary t9 U5 frwprohditied —  — === ey -
( PAYMENT TERMS NET 30 DAYR PAY THIS INVOIGE NO STATEUENT SENT. PAYABLE [N US. DOLLARS. ! AMOUNT DUE 199.52
B el e T T e i =
REMIT 7O,
&l 10:; GRAINGER
CITY OF STAMFORD PARK DEPT DEPT. 812048809

; PO BOX 10153
E STAMFORD, CT 06504-2152

6/\\‘6\\@

C““{,\M
(\,{\ X ACCOUNT NUMBER DATE
851145789 06/23/2015

FOR COMMENTS OR CHANGE OF ABDRESS, ENTER LNFORMATION ON REVERSE SIDE,

PALATINE, 1L 60038-0001

8120428099773304u2Y 10000139521000600030000800300000015072322

INVOICE NUMBER
9773304424

AMOUNT DUE
199.52

e

-



681 ,West Aven
arie

; £83-823-4223

06820

Fitbit )

Lawisboro, WY
19141533-2517
1{B88)533-2517

Betbel, CT
{201)797-1212
{800} 797-6511

Branford, CT
1203)488- 3552
{BS6) 75A0-3551

Darian, CT
[2031) 655-2525%
{800} 3%0-1000

Saw London, CT
{B60)439-0155
{866} 439-0155

New Milford, CT
(860)355-5566
(BAR)3150-0966

Yiantie, CT
(850} 719-5441
{800}303-6526

Wilten, CT
[203)761-1000
(856)042-7083

N

TRANSACTION
TYPR ETORE
Charge Invoice Darien, CT
BILL TO: BHIP TO:
CITY OF STAMFORD MAINT
ATTN: JOANNE P.0. #900064 DELV, TO:
18S MAGEE AVENUE 426 SHIPPAN AVE
STAMFORD CT 06902 STAMFORD CT 06902
Phone 203-221-3902 M -
CUsTOMER TRANBACTION CUBTOMER
coDx DATE HUMBER TIME FURCHASE ORDER NUMMER SALREPEREON 1
DSTAMMA 070317 771608 09:34 PO 320325 80 Bill McClure i
APPLY TO ORDER DATE  ORD/QTH MO, TERME TAX JURISDICTION I
o 2% 15th, Net 25 Days CT EXEMPT UNDER CERT
ITRM QROER QTY suIy OTT Loc nlscumou- PRICING w!;“;;;;:;;g FER UOM - HET ANOUNT -
MUST DELIVER BEFORE 3 PM
SOF 8 8 SPRUCE STOCKADE FENCE 8 X 8 5.000 108.380 EACH 867.04
PON-D1-193318-80
REC'D 7-3-17
LOC: ON-1, BY SHIPPING, BRYAN
EASTERN FENCE/1425023
f4ﬂ41’bﬂyifg
fur
7(SH
_ RECEIVED 1IN GOOD CENI.JITIBN BY: ﬂﬂ
MIKE BROWN . ” e
! wsc ! sates | smorwze | mevorce
)~7f, . WET ANT | cuamcE  pRgromy TAX pEPOSIT | wOPAL_
x ariiviy 67.04 0.00 | o.0¢ 867.04

CHETAUES ARV

punze o 3BoYT S~ 182¢T7
Pl

Mo

B 32032¢ 7.3}
TN Tk g™ ey
70“-2‘“3@ £5%.73
top®)

—Ra. 22028D - Py Yy



S KARP'S TRUE VALUE HARDWARE PAGE NO 3
C. 485 HOPE ST
STAMFORD, CT 06906

PHONE: (203) 327-0460

We appreciate your business!

i
CITY OF STMFD PARKS DEPAR CUSTH#: 146099 INV #: 333395
" S~} ATTN: JO-ANN MORI TERMS: NET 30 DATE : 6/30/17 TIME : 1:28
™~—{ 185 MAGEE AVENUE P.O.k: 320312 CLERK: RC TERMES551
—2. | STAMFORD CT 06902 SLSPR: MF MARC FOGEL
fmmm TAX : M  MUNICIPAL AND FEDERAL
mvc a wNouHN [EREEREEENERE R J 3 )
+ INVOICE *
(I EEEREREREZRE SN S
[QUANTITY | UM ITEM DESCRIPTION _UNITS SUGG | PRICE/PER EXTENSION
4 | EA[188001 MAG LG BLK/GRY GRIP GLOVE 3 3.99 /EA 15.96 N
1 | Ealis8011 MAG LG PRM MESH GLOVE 1 15.99 /EA 15.99 N
! | EA[188589 MAG MED PRM MESH GLOVE 1 15.99 /EA 15.99 N
2 | eaf188194 BT LG HI PERF UTIL GLOVE 2 9.99 /EA 13.98 N
1 | EA[708313 CL 436G 6" DIAG PLIERS 1 23.99 /EA 23.99 N
1 | EA|B36536 IG 5GAL COMM WTR COOLER 1 57.99 /EA 57.99 *N
1 | EA|824597 WEB SM ALUM DRIP PANS 1 7.99 /EA 7.99 N D
1 | eal142345 FIS 7" FOLD PRUNE SAW 1 19.99 /EA 19.99 N L
1 | EA[215366 KINGS GRILLING FOIL 1 6.99 /EA 6.99 *N 42“.
1 | EA[586216 DR 16" TOUCH N FLOW WAND 1 24.99 /EA 24.99 N hv_
2 | Ea|791053 ARN .105 165' MAXI TRIM LINE 2 19.99 /EA 39.98 N
1 | Eaj114593 CHINET 8-3/4" LUNCH PLATE 1 9.99 /EA 9.99 N
1 | EA[466631 SPALD INFLATING NEEDLE CD3 1 2.49 /EA 2.49 N
2 | ea|791046 ARN ,095 200' MAXI TRIM LINE 2 16.99 /EA 33.98 W
**+ AMOUNT, CHARGED TO STORE ACCOUNT *° 1,396.15 TAXABLE 0.00
mq NON—-TAXABLE 1494.35
SUBTOTAL 1494.35
\& ~#“mm: wu TD DISCOUNT -98.20
’ _Q.ng\l r\.w. b TAX AMOUNT 0.00
(PHIL pAAMI ) 1396.15
@V 0.8 zzoniz §5.44
X co— %7 - s S

- R L R AP




. KARP'S TRUE VALUE HARDWARE PAGE NO 2
. : 485 HOPE ST
STAMFORD, CT 06906

PHONE: (203) 327-0460

MJ We appreciate your business!
Y [CITY OF STMFD PARKS DEPAR CUSTH: 146099 INV #: 333395
Luw ATTN: JO-ANN MORI TERMS: NET 30 DATE : 6/30/17 TIME : 1:28
1 | 185 MAGEE AVENUE P.O.¥: 320312 CLERK: RC TERM#551
~z | STAMFORD CT 06902 SLSPR: MF MARC FOGEL
ww TAX : M MUNICIPAL AND FEDERAL
mo a wwcwHN 2 X E R R Y E YR EE R ]
¢ INVOICE +
LR R K K K ER R Ry
QUANTITY | UM 1TEM DESCRIPTION UNITS SUGG |_PRICE/PER | EXTENSION
1 | EA|177359 DW 40PC IMP DRIVER SET 1 36.99 /EA 36.99 *N
1 | ealz05840 MIL SHOCKW BIT SET 15pc 1 29.99 /ER 29.99 *x
2 | EA|268766 BELL TIRE PLUG REFILL KIT 2 2.99 /EA 5,98 N
1 | ea{ss0786 HOP GIANT FUNNEL 1 6.99 /EA 6.99 N
1 | Eali19073 MM 8PC SAE Impact Set 1 36.99 /EA 36.99 N
1 Ea|208394 JON 24" ALUM BOX LEVEL 1 28.99 /EA 28.99 N
1 | ea(s28374 CL 7.5" L NOSE PLIERS 1 25.99 /EA 25,99 N
1 | eal708321 CL 357G 7" END CUT NIPPER 1 28.99 /EA 28.99 N
1 EA|500496 CL 2PC PUMP PLIERS SET 1 29.99 /EA 295.99 N
1 | EA|708354 CL 7" DIAGONAL PLIER i 23.99 /EA 23.99 N
1 | eal105270 MM 1/2DR 15" FLEX HANDLE i 31.99 /EA 31.99 N
1 ER|120754 MM 1/2" SLIM Head RATCHET 1 32.99 /EA 32.99 N
1 EA[9941 TUB O TOWELS 40CT 1 7.99 /EA 7.99 N
1 EA|9616 TUB O TOWELS 90CT 1 16.99 /EA 16.99 N
1 EA|140988 XX MM 3PC LOCK PLIERS SET 1 22.99 /EA 22.99 N
1 Ea[211399 DW B8PC SCREWDR SET 1 34.99 /EA 34.99 N
1 EA|683605 FIS 28" BYP LOPPER 1 24.99 /EA 24.99 N
1 EA{120358 APEX BPC SAE GEAR WRENCH SET 1 66.99 /EA 66.99 *N
1 EA[188001 MAG LG BLK/GRY GRIP GLOVE 1 3.99 /EA 3.99 N
1| ealiBB526 MAG LG HI VIS NITR GLOVE 1 5.99 /EA 5.99 N
CONT'D
o LG

> S

Reccivea By

X
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PAGE NO 1

v B g 485 HOPE §
STAMFORD, CT 06906
o PHONE: (203) 327-0460
mWH We appreciate your business!
wmw < Pp ¥
CITY OF STMFD PARKS DEPAR CUSTE: 146099 INV #: 333395
uwnu:: ATTN:JO-ANN MORI TERMS: NET 30 DATE : 6/30/17 TIME : 1:28
185 MAGEE AVENUE P.O.4: 320312 CLERK: RC TERMES51
uﬁ, STAMFORD CT 06902 SLSPR: MF MARC FOGEL
- TAX : M MUNICIPAL AND FEDERAL
wo t WNOUHN 4"*4?!!#‘!*‘0‘
*  INVOICE +
LA R R B B B R TR R arar ey
QUANTITY | UM ITEM DESCRIPTIGH UNITS SUGG | PRICE/PER EXTENSION
F| EA]377432 KOD 36" ALU LANDSCPE RAKE 1 59.99 /EA 59.99 *N
1 EA 1209286 RM ANG HOUSE BRCOM 1 14.99 /EA 14.899 *N
1 EAR|209282 RMCOM BLK LOBBY DUST PAN 1 19.99 /EA 19.99 *N
2 EA 105585 NSR 3GAL NO-SPILL GAS can 2 39.99 /EA 79.98 N
1 EA 198553 WM 5' WH CHAN CORD COVER 1 6.99 /EA 6.99 N
1 EA[3841 LIB 48x72 PEPPER RIB MAT 1 109.99 /EA 109.99 N
1 EA|5703 LIB 36x48 GRAY RIB MAT 1 54.99 /EA 54.99 N
3 EA (322842 CONTRACTOR BAGS 20CT 3 11.99 /EA 35.97 *N
1 EA]815912 AS FLOU WORK LIGHT 1 39.89 /EA 39.89 N
1 EA|F62069 FORN 12* BLK 100PK HD CABLE TIES 1 11.99 /EA 11.99 N
1 EA 815777 ME 100’ CB 16/3 ORG EXT CORD 1 45.99 /EA 45.99 =*n
1 EAF62069 FORN 12" BLK 100pk HD CABLE TIES 1 11.99 /EA 11.99 N
1 EA|F62067 FORN 8" BLK 100PK HD CABLE TIES 1 9.99 /EA 9.99 N
2 ER|5B82476 RCA 100z PRECISION DUSTER 2 11.99 /EA 23.98 *N
1 EA 205997 GORILLA WOOD GLUE 8oz 1 5.49 /Ep 5.49 *N
1 EA 205890 GOR 4oz GLUE 1 10.99 /EA 10.99 *N
1 EA|587065 APEX 3/4x75 NEVERKINK HOSE 1 B0.99 /EA 80.99 w
1 EA|11B887 ME BLK 60UT SURGE STRIp 1 19.89 /EA 19.93 N
1 EA (3733 B&D 4SL TOASTER OVEN 1 42,99 /EA 42,99 *N
1 EA 126811 DW 1/2" SOCKT ADAPTER N 1 5.99 /EA 5.99 N
CONT'D
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Rule 1. INTRODUCTION

CONTENTS: 1.1 FORWARD

1.2 PERSONNEL COMMISSION
1.3 EMPLOYEE ACCESS TO PERSONNEL RECORDS

1.1 Forw The purpose of a municipal government is to provide nccessary
services for its citizens. The City of Stamford acknowledges this,
as well as the fact that its most valuable asset in accomplishing

these goals is its employees.

The City of Stamford is dedicated to a classified scrvice that will
maintain the integrity of classification, recruiiment and sclection
of the most qualificd individuals, which will ireat employces with
respect and considesation and through the quality of our policies
and practices, demonstrale management's concern for their

welfare.

Administration of the Classificd Service shall be governed by
these Rules, and the amendments that follow shall be approved
by the Personnel Commission afier public notice and hearing
(City of Stamford Charter). In the event of any conflict between
these rules and the City Chanter, state law or collective bargaining

agenis, the latier shall prevail.

1.2 Personnel The Personnel Commission shall be organized and function as
ez described in the City Charter of Stamford, Connecticut.
1.3 Employee Access to Employees who wish Lo examine their Personnel records should

; Records . .
ferse send a written request to the Director of Human Resources

{herein “Director™.
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CITY OF STAMFORD, CT

Rule 2. DEFINITIONS

ALLOCATION

APPOINTING
AUTHORITY

BAND SCORING

CLASSIFICATION

CLASSIFIED
SERVICE

CLASS
SPECIFICATION

<<Back to Index
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The assignment of a classification to an appropriate salary grade.

Commission, commissioner, department head, administrator,
executive officer, person authorized by statute or otherwise

lawfully delcgated to make appointments.

Banding is a technique that combines candidates with close test
scores inlo one rank from which the hiring authority may appoint
any member. [t removes statically inappropriate barriers to
appointing candidates who arc best able to succeed, and enables
government hiring officials to include modern workplace

competencies in the sclection analysis.

Position or group of positions sufficiently similar in type of
dutics performed, degree of supervision exercised or received,
minimum requirements of training, experience, or skill and other
charactenstics so that the same title, the same tests of fitness and
the same schedule of compensation may be applied to each

position in the group.

The assignment of a position 1o an appropriate class on the basis

of the duties and responsibilities of the position.

All positions in the city service except those designated as

unclassified in the Charter.

A written description containing the official title and statement of
the duties, authoritses and responsibilitics of the class, as well as
the qualifications that are necessary for the satisfactory

performance of ils duties.

50f27
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COMMISSION

DAYS

DEMOTION

DIRECTOR

DISCHARGE

ELIGIBLE

ELIGIBLE LIST

EMPLOYEE

FULL TIME
EMPLOYEE

LAY-OFF

Classtfied Service Rules- 5/25/15
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The Personncl Commission as defined by Section 731 of the City
Charter.

Days shall mean calendar days unless otherwise indicated.

The change of an employee from a position in one class to a
position in a class with a lower salary grade.

The Director of Human Resources of the Ciry.

The involumtary scparation of an employce from the classified

scrvice.

A person whose name is on an eligible list.

A list of qualified candidates who have met all the requirements
for appointment to a position by completing a selection procedure
as outlincd in Section 735 and 736 of the Charter of the City of
Stamford.

Any person cmployed by the city who is paid a salary, whose
position is in the classified service and who has been duly
apponted in accordance with the Charter and Classified Service

Rules.

An individual working thirty-five (35) or more hours per week on

a ycar-round basts,

The involuntary scparation of an emplayee from the classified
service for an indefinite period made on the basis of financial or
administrative reasons or any other reason beyond the control of

the employec.

CLASSIFIED SERVICE A systcm of appointments and promotions made on the basis of

RULES

<<Back to Index
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OPEN COMPETITIVE
EXAMINATION

PART-TIME
EMPLOYEE

PAY PLAN

PERMANENT
EMPLOYEE

PERMANENT PART
IiM

PLOYEE

POSITION

PROBATIONARY
PERIOD

PROMOTION

PROMOTION
EXAMINATION
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merit and fitness.

A test for briginal appointment in the classificd service, that is
open to all qualified persons who meet the aumimum

qualifications specified in the job announcement.

An individual working an average of fewer than 20 hours per

week on a year-round basis,

A schedule of rates of compensation, including a minimum and

maximum rate of pay according to salary grade.

An employee who has been appointed 1o a position in the
classified service in accordance with Chapier 73 of the Charter

and who has satisfactorily completed the probationary period.

An individual working an average of 20 hours or more, but Jess

than thiny-five hours per week on a year-round basis.
A job created in accordance with the Charter.

A working test period during which an employee is required to
demonstrate fitness 10 perform the duties of a class by actual on-

the-job performance of those duties.

Advancing an employcc from a position in one class to a position
in a class in a higher salary grade as a result of an appointment

from a promiotional list or an open-competitive list.

A test for advancement within the service and limited to
permanent City employees who meet the minimum qualifications
specified in the job announcement. Probationary employees, who
meet the minimum qualifications, may apply (or and take the

examination but will not be cligible for placement on the certificd
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list until successfully completing their probationary period.

PROVISIONAL An appointment made to a position for not more than six (6)
APPOINTMENT

months, pending the establishment of an eligible list as deseribed
in Section 735 of the City Charter.

REALLOCATION A change of classification from one salary grade to another.
FICATI A change of position from onc class to another.

SALARY GRADE A scries ol pay rales to which a classification has been assigned.

SEASONAL A position that is filled annually on a monthly or seasonal basis.

POSITION

SUSPENSION The temporary separation of an employee from the classified
service for disciplinary or administrative reasons, with or without
pay.

TRANSFER The change of an employee from one position to another position

in the same classification.

LUNASSEMBLED A test which scoses candidaies on the basis of training and
EXAMINATION .
experience,

Rule 3. CLASSIFICATION PLAN

CONTENTS: 3.1 ADMINISTRATION OF THE
CLASSIFICATION PLAN
3.2 CREATION OF NEW CLASSIFICATIONS
3.3 CLASS SPECIFICATION
34CLASS TITLES
3.5 RECLASSIFICATION OF PQSITIONS
3.6 PROHIBITION AGAINST OUT OF TITLE WORK

<<Back to Index Rof27
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3.1 Administration of the
Classification Plan

32 Creation of

New Classification

i3 Class Specification

<<Back to Index
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The Director shall be the administrator af the classification
plan, which contains class specifications for all positions in
the classified service,

Administration of the plan shall include, but not be limited to,

the following:

1) Maintaining class specifications for all positions in the
classified service.

2) Periodically reviewing the classification of positions.

3) Recommending that existing classes be abolished,
combined with existing classes or that new classifications
be created.

4) Investigating requests received for new classifications
from appointing authontics.

5} Modilying class specifications as the nature of duties and
responsibilitics change.

When vacancics occur, the Dircctor shall investigate the

dutics and responsibilitics of the position, reclassify it or

rcallocate the salary (f neccssary.

After invesligation, the Director can recommend the
establishment of a new classification for approval by the
Personnel Commssion.

The new classification shall include a class title, staternent of
duties and responsibilitics and minimum qualifications
necessary to perform the dutics of the class.

The new classification shall be added to the classification
plan afier 1t 1s approved by the Personnel Commission and

shall be effective on that date.

Specifications shall be descriptive and explanatory of the type
and scope of the work required of the class, but is not inclusive of

all s duties.

% of 27



CITY OF STAMFORD, CT

34 Class Titleg
1.5 Reclassification

of Positions

1.6 Qut of Title Wark
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. The class titles provided in the classification plan shall be the

official titles and shall be used on all official records,

vouchers, payroll and communications concering personnel.

. No person shall be appointed to, assigned to or cmployed in a

class title which has not been approved by the Personnel

Commission.

. When classifications are abolished by the Personnel

Commission, the class specifications shall be removed from

the classificalion plan,

. The class specification shall be maintained by the Dircctor

and shall be available for public inspection at the Office of

Human Resources during regular business hours.

1) Al the request of the appointing authority or employce,
the Director can recommend that a position be
reclassified if there has been a substantial change in the
nature of the position,

2) All position reclassifications, which are not covered by a
collective bargaining agreement, must recetve the final

approval of the Personnel Commission.

. Appointmenl to a posilion that has been reclassified

shall be in accordance with Rules 4 and 6.

. No person shall be regularly assigned to perform any duties

that arc beyond the reasonable scope of his/her job title,
except in an emergency situation when the proper authority
may make a temporary assignment. 1t is understood that

various job classifications may share similar duties.

. No credit shall be granted in an examination for out of 1itle

work unless the manager has submitted proper documentation

to the Director prior to such out of title work.
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Rule 4. SELECTION PROCESS

CONTENTS:

4.1 General Selection
Procedures

4.2 Sclection Procedures
for  Candidates  with

Disabilities

4.3 Promotional

<<Back to Index

4.1 GENERAL SELECTION PROCEDURES

4.2 SELECTION PROCEDURES FOR CANDIDATES
WITH DISABILITIE
4.3 PROMOTIONAL SELECTION PROCEDURES

4.4 SPECIAL SELECTION PROCEDURES

A. All appointments and promotions in the classified service

shall be made according to the Charter.

. The type of selection procedures shall be determined by the

Direclor and may include, but not be limited to, writien,
unassembled, medical, oral, physical and performance tests

or any combination of these,

. Selection procedures shall relate to and test for the

knowledge, skills and abilities required to perform the duties

of the class for which the examinations are held,

. The Director shall make reasonable accommodation as

defined by the 1973 Rehabilitation Act, Section 504, and the
Americans wilh Disubilitics Acts, when administering a
selection procedurce to an otherwise qualified candidate with
an acknowledged disability.

Wnitten request identifying the nature of the accommodation
must be received by Human Resources. Along with request,
documentation from a qualified authority shall be submitted

ta the Dircctor by the candidate prior to such examination.

. No employec shall retain a job titie il he or she permanently

cannot perform the essential functions of the job, with or
without reasonable accommodation. The employee shall be

terminated or retired depending upon their length of service.

. Advancement within the service shall be by competitive

promotional selection procedures as outlined in the Charter.
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B. The Director may require that such positions be filled by an

open compelitive cxamination.

44 Special Selectian For positions requiring no prior expenence and education and for
Procedures

temporary and seasonal positions, the Direcior may outhorize

other appropriate selection procedures.

Rule 5. CLASSIFIED SERVICE EXAMINATIONS

CONTENTS: 5.1 EXAMINATION ANNOUNCEMENTS
2 EXAMINATION APPLICATIONS

5.3 DISQUALIFICATION OF APPLICANTS,
CANDIDATES OR ELIGIBLES

5.4 ADMINISTRATION OF EXAMINATIONS

5.5 METHOD OF RATING EXAMINATIONS
5.6 NOTIFICATION OF EXAMINATION RESULTS

5.7 REVIEW OF EXAMINATIONS

5.1 Examination A.
Annoyncements

1) Announcements for open competitive examinations shall
be posted for at least ten (10) working days in advance of
the closing date for applications. Such announcements
shall appear as specified in the Charter.

2) Announcements shall include;

Job Title

Last Filing Date

Date of Examination
Salary

Duties and Responsibilities
Type of Examination
Minimum Qualifications

P opanoe

5.2 Examination All persons desiring to participate in any examination for a

Aoplications position must file a completed, signed application for each job

<<Back to Index 12 of 27




CITY OF STAMFORD, CT

5.3 Disqualification of

or Eligibles

54 Administration

of Examinations

<<Back to Index

1

S

Classified Service Rules- 5/25/15
<< Back to Index

announcement on forms provided by the Director, including any
other documentation the Dircctor shall require to determine the

applicant's qualifications,

A. The Director may reject applicants, candidales or eligibles for
the following reasons, and such decisions arc not subject to
appeal:

1) Lack ofany of the minimum qualifications cstablished
for the position.

2) Criminal conviction record.

3) A falsc statement of material fact on the application.

4) Attempt lo use polilical pressure, bribery or illegal
coercion 1o secure an advantage in the examination and
appointment process.

5) Directly or indircctly obtained information regarding an
examination to which he or she was not entitled.

6) Participation in the compilation, administration or
correction af the examination.

7) Failure to submt the application correctly, completely or
within the prescribed time limits.

8) Lack of any job related factor necessary to perform the
dulics of the class.

9) Failure to complete or pass any part of the sclection
process.

B. A disqualified applicant, candidate or eligible shall be

notified of such action,

A. Examinations shal only be held at the designated time and
place as specificd by the Direetor.  The Director, may at
his/her discretion for extenuating and extraordinary
circumstances, designate an alternate time and place. These
circumstances may include the following:

1) Death of an immediate family member.
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2) Hospitalization of the applicant.

3) An obvious error on the part of the Office of Human
Resources, such as, but not limited to, misinformation
concemning the time and place of the examination.

4) Ordered U.S. military service.

5) Admission of an applicant to more than one City
examination scheduled for the same date and time.

B. Requests for alilemate examination datcs must be made in
writing to the Director as soan as possible but in no event
postmarked or received fater than five days of the

administration of the test.

3.5 Method of Rating A. Objective measuring techniques and procedures, determined
Faninaiong by the Director, shall be used in rating the results of tests and

determining the relative ranking of candidates.
B. In all examinations, the minimum rating, by which cligibility

may be achieved, shall be established by the Dircctor.

56 Notification of Each person who takes an examination shall be notified about the
Examination Results

results in writing of the examination

57 Review of A. Each person taking the written examination may be entitled
Examinations to inspcct a copy of their answer sheet and examination
booklet papers, under conditions and circumstances
prescribed by the Director.
B. This inspection must take place within thirty (30) days afler
the date that cxamination results were mailed to the
candidate. No more than two (2) inspections shall be

permitted.

Rule 6. FILLING VACANCIES

<<Back to Index 14 of 27
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CONTENTS:

6.1 Order of

<<Back to index
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6.1 ORDER OF ELIGIBLE LISTS

6.2 ADMINISTRATION OF ELIGIBLE LISTS
6.3 REMOVAL FROM ELIGIBLE LISTS

6.4 RE-INSTATEMENT TOQ ELIGIBLE LIST
6.5 CERTIFICATION OF ELIGIBLE LISTS
6.6 APPOINTMENTS

6.7 TRANSFERS
6.8 PROVISIONAL APPOINTMENTS

6.9 APPOINTMENT TO A TEMPORARY POSITION
6.10 DURATIONAL APPOINTMENTS

A

In filling vacancies, names shall be certified to the
department head as prescribed by the Charter.
The following employment lists shall be promulgated by the
Director:

1) Re-employment: There shall be two (2) types of re-

cmployment lists:

2. Mandatory Lavo(ls - Permanent employees laid off

due to lack of work, lack of funds or any other reason
not attributable to themselves, shall be placed on a
re-cmployment list for the appropriate class, in
accordance with Rule 10.1. A mandatory list will be
the only list centificd for vacancics in the class, until

such ime as the list expires.

b. Non-Mandatory - Permanent employecs with a

satisfaclory record of service who resign their
position, in accordance with Rule 0.2, may request
to be placed on an appropriatc list for consideration
for re-cmployment in the same or previously held
classification. All requests must be made in writing to
the Director within one (1) year of the date of
resignation. Any person thus re-employed must
successfully pass a medical exam and meet all
applicablc medical standards. In no evenl shall the
existence of a non-mandatory list prohibit the

certification of other types of eligible lists, In cases of
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reinstalement from a non-mandatory list, the time
between the date of resignation and re-employment

shall net be applicd to the cmployee’s service.

2) Promotional

a)

b)

c)

No pesson shall be eligible for appoiniment from a
promotional list until six (6) months from the date of
his/her permanent appointment in the lower class
position.

This does not prohibit an employee with less than six
(6) months of service from laking a promotional
exam, provided the minimum requirements are mel.
If such employee passes the test, he/she will be
placed on the open cligible list(s) as follows:

i. Promotional Only - Individuals will be placed on
the promotional eligible list, but will not be eligible
for appointment until he/she has successfully
completed the probationary period in the lower class,
li. Combined Promotional/Open Competitive ~
Individuals will be placed on both the promotional
and open compelitive lists until he/she has
successfully completed the probationary period in the
lower class. Once the individual's probationary
period has been completed, his’her name will be
moved from the open competitive eligible list to the
promotional only eligible list.

[T threc (3) or more names are eligible for
cerlification from the promotional list, open
competitive lists will not be submitted. If there are

less than three (3) names, other appropriate lists shall

be submitted 1o the appointing authority concurrently.

3) QOpen Competitive

An open compelitive list shall be certified when the

<<Back to Index
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6.2 Administration of
Eligible Lists

6.3 Removal From
Elgible Lists
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requirements in Rule 6.1 Bla and B2 have been met.

. The eligible list esiablished for each examination shall expire

after two (2} ycars or sooner if exhausted, in accordance with
the Charnter, The Director shall have the right to extend any
eligible list one time only for up to additional twelve (12)

months.

. Two (2) or more clhigible lists for the same classification of

posilions may be consolidated by the Direclor, according to
the fina! scores received. In no case will the consolidation
result in an extension of an eligible list beyond two years,

except as allowed for under Section A above.

. (1) The Dircctor shall have the power to correcl any

administrative error and amend any cligible list where such
an error has been made.
(2} A correction in the rating shall not affect an appointment

which has been made from the eligible list.

. The name of any person appearing on an cligible list may be

removed by the Director for the following reasons:
1} The eligible cannot be contacted by mail within ten (10)

calendar days.

2) The eligible requests, in writing, that his'her name be

removed from the list.

3) The eligible refuses to accept the appoiniment.

4) The eligible fails 10 appear for the scheduled interview or

medical cxamination.

5) Any cause specified in Rule 5.3 for the rejection of

applicants may likewise be cause {for removal from an

eligible list.

6) Atthe request of an appointing authority, the Director

shall have the right to remove an eligible that has been

passed over for appointment on three (3) certified lists
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from that particular eligibte list.

Upon written request, an cligible whose name has been removed
from the eligible list for reasons stated in Rule 6.3 may be

restored to that list al the discretion of Director.

Whenever a vacancy is to be filled, the Director shall certtfy the
names of the persons with the three (3) highest scores on the
appropriate eligible list to the appointing officer, 1f the fourth
and/or fifth scores arc within five (5) points of the highest rating,
the names of those persons will also be certified for appointment.
Notwithstanding the foregoing; for entry level exams, where
banded scores are used, and a band has twenty-five (25) or morc
individuals, the Human Resources Director shall have discretion
to limit the number of bands on the appropriate certification list
submitted to the appointing authority even if it results in less
than three (3) bands being eenified. Bands shall be established
based on psychometric properties of the test score distribution or
on job analysis information. All scores falling within a given

band shall be considered tied,

A. Aler interview and investigation, the appointing authority
must make appointments from among those certified, within
thirty (30) days of certification, and shall immediately notify
the Director of the selection in writing. The Director may
extend the thiny (30) days time limit a1 his/her diseretion.
Eligibles must be interviewed at Jeast once by the appointing
authority.

B. Transfers may be made from a position in one depariment 10
a position in the same class in another department provided
that the individual is selected by the appointing authority to
fill the vacancy. An individual requesting a transfer must

submit a writlen request to the Office of Human Resources.
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6.8 Provisional
Appointmeals

6.9 Appointment io a
Temporary Position

a.10 Durational
Appointments

Rule 7. APPEALS
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. When an appointing authority finds it necessary to fill a

vacancy and the Dircctor is unable 1o ceriify three (3) or
morc cligibles, the Director may authorize the appointing
authority to fill the vacancy by means of & provisional

appointment.

. No provisional appointment shall be made without prior

appraval of the Director.

. A provisional appointment shall expire automatically six (6)

months from the date of such appointment or within thirty
(30) working days, whichever is sooner, after the
establishment of an cligible list. This appointment shall not

be subject 1o renewal.

. Any individual appointed provisionally must meet the stated

minimum qualifications of the position as determined by the

Director.

. Appointment 1o a temporary position shall be made from an

eligible list, if one exisls, and last no longer than twelve (12)

months,

. Any persons appointed from an eligible list shall not

relinquish eligibility for a permanent appointment if one is

made.

. Any individual appointed temporarily must meet the staled

minimum qualifications of the position as determined by the

Dircelor.

. Appointments Jasting longer than twelve (12) months may be

made with the purpose of achieving a definite work project or
study with the approval of the Personne] Commission. These

appointments are not to exceed three (3) years.
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CONTENTS:
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APPEAL FROM DISQUALIFICATION OF
APPLICANT

7.2 GENERAL APPEAL OF EXAMINATION RESULTS

7.3 APPEAL OF WRITTEN EXAMINATIONS
7.4 APPEAL OF ORAL OR UNASSEMBLED

EXAMINATIONS

7.5 APPEAL OF MEDICAL EXAMINATIONS

A.

Any applicant, whose application for admission 10 an open
competitive or promotional examination is rejected by the
Director, may make a written request for a review ten (10)
days [rom the date specified on the natification of
disqualification. All requests shall be directed to the Director
for reconsideration of the applicant's qualifications.

If the Director confirms the rejection, the disqualified
applicamt may make & written appeal 10 the Personnel
Commission within ten {10) days from the date of
notification,

Appeals will be heard by the Personnel Commission and
shall be limited to a review of the candidate’s ability to meet
the stated minimum qualifications for admission to an exam,
only on the basis of information submitted 10 the Human
Resources Department prior to the Personnel Commission
appeal.

An applicant may only appeal disqualifications under section
5.3(A)(1), (4). (5), (6). or (B), 10 the Personne! Commission.

1) The Director may allow an applicant to be admitted to an
examination pending appeal.

2} The applicant's examination papers will not be scored
unless the appeal is upheld by the appropriate authority.

3) In the event the appeal is denied, the examination will not
be scored nor can (he examination papers be reviewed by

the candidate.
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A candidate may request the opportunity to review his/her
examination results and file an appcal provided this opportunity
may be denied on the basis of the requirements of the exam
vendor, All appeals relating to Rule 5 should be made in writing
lo the Director and filed within thirty (30} days ol the notification
date of cxam results. The candidate shall only have one
opportunity to review the exam results. All appeals should be

accorpanied by appropriate documentation,

A. Aficr review of written examination questions, a candidate
may appeal the keyed answer by demonstrating that an
alternative answer for that question is the best response of
those given. Appeals must be made in writing on the form
provided by the Human Resources Department.

B. An applicant may appcal to assure that uniform procedures
have been applied equally and fairly.

C. An appeal from the decision of the Director shall be made in
writing to the Personncl Commission within ten (10)

calendars days of the denial.

A. In the case of oral and/or unassembled examinations, a
candidate may appeal to the Dircctor to assurc that the
computations made in determining & score are correct. If an
error in a candidate’s score has been made, the Disector shall
immediately correct the error and make the appropriate
changes on the eligible list.

B. The decision of the Personne! Director is {inal.

A. A candidate may review medical examination reports,

B A candidatc may be required to submit additional factual
information [rom a licensed M.D. o determine if he/she
mects the prescribed medical standards established for the

position.

2] of 27




CITY OF STAMFORD, CT Classified Service Rules- 5/25/15
<< Back io Index

C. The Dircctor shall consult with the City Physician to cvaluate
the additional information prior to making a decision. The

decision of (he Dhirector is final.

Rule 8. PROBATIONARY PERIOD

CONTENTS: 8.1 DURATION
8.2 EVALUATIONS
8.3 DISCHARGE DURING PROBATION

8.4 RESTORATION OF A DISCHARGED EMPLOYEE

8.1 Duration Every person appointed lo a permanent position shall be required
to successfully complete a probationary period.

A. The probationary period will be of sufficient length to enable
the appointing authority to observe the employee's ability to
perform the duttes pertaining to the position.

B. The minimum probationary period shall not be less than three
(3) months in the case of an appointment from a non-
mandatory re-cmployment and promotional lists and six (6)
months duration i the case of appointment from an open
competitive eligible list. The maximum length of the
probationary period shall be one (1) year or longer if
designated by a collective bargaining agrecement.

C. Employees who transfer are subject to a three (3) month
probationary period.

D. Upon cxpiration of the minimum period, the appointment will
be permanent unless the appointing authority advises the
probationcr and the Personnel Director, in writing, that the
probationary peried will be continued. An extension of
probation must have prior approval of the Director, or his

designee, and be executed in writing.

82 Evaluations The department head shall submit a writien cvaluation of the
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8.3 Discharge During
Probation
B4 Restoration of a

Discharged Emplovee

Rule 9. DISCIPLINE

CONTENTS:

9.1 Disciplinary
Action
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employee midway through the probationary period, and one (1)

month before its completion. A copy of the evaluation shall be

given to the employee and the Director.

A

At any time during the probationary period, the appointing
authority, with the approval of the Director, may discharge an
employee if it appears that the employee 1s unwilling or
unable to perform the duties of the position satisfactorily.
These discharges by the appoinling authority and reasons for
discharge shall be sent in writing to the employee, with a

capy o the Dircctor.

A. Open Competilive:

1}

2)

Any employee removed from a position during or at the end
of the probationary period, may request reinstatement to the
eligible list by writing 1o the Director within ten (10) days.
If the Dircctor determines that the employce is suitable for
appoiniment to another position, the employec’s name may

be restored to the list from which it was certified.

B. Promotional:

)

An employce appointed from a promotionai list who does not
successfully complete the prebationary period may be
reinstated to a posibon in the previously held classification,

provided such a vacancy exists.

9.1 DISCIPLINARY ACTION

The grounds for disciplinary action shall be in accordance with

the Charter.

Rule10. WORKFORCE REDUCTIONS

<<Back to Index

23 0f27



CITY OF STAMFORD, CT
CONTENTS:

10.1 Layoffy

10.2 Resignations

10.3 Reinstaicment

<<Back to Index

Classified Service Rules- 5/25/15
<< Back to Index

10.1 LAYOFFS
10.2 RESIGNATIONS
10.3 REINSTATEMENT

10.4 UNAUTHORIZED ABSENCES

A rcduction in the number of cmployees sometimes becomes
necessary due 1o cconomic reasons, the reorganization of a
department, curtailment of activities or for reasons beyond
the employee’s contral.

The resulting layolTs shall be made by classification among
incumbents of the affccted departmential unit.

Layoffs witl be made in order of seniority in that particular
classification.

If two (2) or more employees have the same seniority date,
the employce with the lowest examination score used for the
appoiniment to the classification in question shall be laid off
first. In the event of a tic examination score, the date of
receipt of application shall apply. The easlier date shall
prevail,

Any cmployee 1o be Inid off shall have the right to reveri to a
job classifications previously held, if he/she has greater
seniority than the employee occupying the lower job class.
Both classtfications must be in the same departmental unit.
Any employee so laid off will be placed on the rc-
employment list for a period of two {2) years and will be re-
hired in the event of a vacancy in the classification he/she last

held in reverse order of the layoff.

A. To resign in good standing, an cmployec must give the

appointing authority at least fourteen (14) days prior written
notice. The appointing authority may agree to permit a shorter

period of notice due to extenuating circumstances,

. Employees, who have resigned in good standing, may apply

for re-employment, within one (1) year afer their resignation
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date. Such request must be made in writing 1o the Director.
B. Upon approval by the Director, or designee, such employee’s
name shall be placed on a nen-mandatoty re-employment
eligible list.
C. The time between the date of resignation and re-cmployment
shall not be applied to the employee's service.
104 Unauthorized A. When an employee is absent without authorized leave fora
Absences period of {ive (5) working days, the absence will be considered
a resignation nol in good standing efTective on the first day of
the unauthorized absence
B. Notification of acceptance of resignation will be sent by
registered letter and regular mail to the last known address of

the employee.

Rule 11. SAL S

CONTENTS: 1.t ADMINISTRATION OF THE SALARY PLAN

11.2 ALLOCATION OF CLASSIFICATIONS
11.3 APPOINTMENT RULE

I1.4 PROMOTION RULE
1.5 EAY RATES ON DEMOTION OR TRANSFER

1.1 Administration of A, The Director shall be the administrator of the satary plan. The
the Salary Plan duties and responsibilities shall include, but are not limited to:
I} Developing administrative procedures for salary
administration,
2} Recommending the allocation of salaries for new
classifications,
3) Recommending reallocation of salaries for existing

classifications.

11.2 Allocation of A. Unfless atherwise provided by labor contract, the Director shall
Classifications e
recommend a salary range for new classifications to the

Personnel Commission.

B. The salary range shall be effective when approved by the

<<Back to Index 250f 27
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Personnel Commission, unless otherwise provided.

. Unless otherwise provided for by labor contract, the minimum

rate of pay for a class shall normally be paid upon

appointment to a classification.

1) An appointing authority may recommend an
appoiniment at a higher rate than the minimum rate
established for a position by written request to the
Director.

2) The Director may approve a starting rate up to the
midpoint of the salary range.

3) Requests to appoint at a salary range beyond the midpoint

of the range require prior approval by the Personnel

Commission,

. Unless othenwise provided by labor contract, employees

promoted in accordance with these rules shall be placed in the

salary grade for the new position according 1o the following

step:

1) Placement in the step in the new grade shall be closest
to but at least 10% more than the step rate in the
former grade, not to exceed the maximum step for the

new grade,

2) Unless otherwise provided by labor contract, the

anmversary date for future step increases within the new
grade shall be based upon the effective date of the

promstion.

. Demotion: If an employee is demoted, the rate of pay for the

new position shall not exceed the maximum for the class to

which the demotion is made.

. Transfer: In the event of a transfer, the salary shall remain the
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CONTENTS:

12.1 Leave of Absence
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same.

12.1 LEAVE OF ABSENCE

A,

An employec may request an unpaid leave of absence by
submitting a request an writing fo the appointing authority.
Afier notifying the Dircctor, the appointing authority may
granl such a request for a period of time not to cxceed threc
(3) months.

Upon expiration of the lcave of absence, the employee will
be reinstated to his‘her pasition provided the position has not
been eliminated.

Extensions beyond the original three {3) months must be
submitted (o the Pessonnel Commission for approval.
Extension of leave for additional three (3) month periods may
be granted by the Personnel Commission, but in no case shall

the total period ol time exceed 1wo years,
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TO: All City Managers e b,(;‘l' CG' >
FROM: Erik J. Larson, Purchasing Manager ESZ
RE: Guidance on drawdown purchase orders

ISSUED: February 77, 2019
EXPIRES:  This notice is effective until amended, superseded, or rescinded.

What is a drawdown purchase order?

Drawdown. A purchase order which allows departments/programs to make multiple purchases of
goods or services from a single vendor. The maximum limit for a drawdown purchase order shall be
$10,000. A program shall be as identified in the approved City of Stamford Operating Budget.

When a department (program) makes frequent small purchases of goods or general services from
one supplier it would be costly and time consuming to issue separate purchase orders for each
purchase. Instead, drawdown purchase orders can be issued to cover all small purchases from a
single vendor during a fiscal year.

Guidelines for use of a drawdown purchase order

Purchase Order (PO) generated in response to a requisition entered by a department or
program and issued to a vendor in an amount not to exceed $10,000.

None of the invoices received by the department or program during the fiscal year should
exceed $3,000.

A department or program may only be issued one drawdown PO for a vendor during a
fiscal year.

Note Drawdown in the Reason field when creating a requisition in H T E.
Requisition should be entered with an H T E Commodity Code for drawdown.
Examples:

* 055 000 Vehicle Accessories / Drawdown-Vehicle Access. (Ex. AC parts,
belts, chains, fans)

= 060 000 Vehicle Main Items/Drawdown-Vehicle Maint (Ex. Batteries,
cables, clamps, fuses, gaskets)

* 450 000 Hardware Store Items/Drawdown-Hardware Store Items (Ex.
Adhesives, hinges, chains, ropes)

* 445 000 Tools/Drawdown-Tools (Ex. Blades, clamps)



DAVID MARTIN . M (1(_) ERNIE ORGERA
MAYOR \FW DIRECTOR OF OPERATIONS
KEVIN MURRAY
PARKS AND FACILITIES OQPERATIONS MANAGER
CITY OF STAMFORD
OFFICE OF OFERATIONS
MAINTENANCE DIVISION
185 MAGEE AVENUE
STAMFORD, CT 06902
203-977-5836 Fax 2039775965
MEMO

To:  Facilities and Parks Maintenance Division Foreman and Supervisors

From: Kevin Murray % M

Date: January 28, 2019

Re:  New Purchasing Guidelines Revised 1/28/19

Effective immediately the following new guidelines will be implemented for the Facilities and Parks
Maintenance Division: '

» Any purchase and/or services/jobs that are over $250 will need to be approved by myself prior to a
purchase being made even if a drawdown is in place.

e Any purchase and/or services/jobs that are not going to be off of a drawdown and are in excess of
$250 will need written approval from me before being entered into the system to generate a
purchase order.

» All requests that meet these criteria should be given to Jo-Ann who will then forward them onto
me for approval for her inputting into the system.

e All requests should have all details surrounding the reason for the purchase and/or service/job 10
be performed.

If you need or require any additional information, please don't hesitate to contact myself or Jo-Ann and
we will be able to provide you with it.



DAVID MARTIN ERNIE ORGERA
MAYOR : W\’ G’) DIRECTOR OF OPERATIONS
E‘Fw KEVIN MURRAY
G PARKS AND FACILITIES OPERATIONS MANAGER
CITY OF STAMFORD
OFFICE OF OPERATIONS
MAINTENANCE DIVISION
185 MAGEE AVENUE
STAMFORD. CT 06902
2039775836 Fax. 2039775965
MEMO

To:  Facilities and Parks Maintenance Division Foreman and Supervisors
From: Kevin Murray
Date: November 1, 2018

Re: New Purchasing Guidclines

Effective November 1, 2018 the following new guidelines will be implemented for the Facilities and
Parks Maintenance Division:

® Any purchase and/or services/jobs that are over $500 will need 1o be approved by myself prior to a
purchase being made even if a drawdown is in place.

» Any purchase and/or services/jobs that are not going to be off of a drawdown and are in excess of
$500 will need written approval from me before being entered into the system to generate a
purchase order.

= All requests that meet these criteria should be given to Jo-Ann who will then forward them onto
me for approval for her inputting into the system.

» All requests should have all details surrounding the reason for the purchase and/or service/job to
be performed.

If you need or require any additional information, please don’t hesitate to contact myself or Jo-Ann and
we will be able to provide you with it.
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MARK McGRATH
Tel: {203) 8774141
Fax (203) 9774723

Email mmegrathifstemiordctgov

OPERATIONS MANAGER PARKS & FACILITIES
KEVIN MURRAY
Tel. (203) 8774141
Fax: (203) 9774723

Emall: kmyrray@Gstamiodct.gov

Mayor
DAVID R, MARTIN

CITY OF STAMFORD

OFFICE OF OPERATIONS
88 WASTINGTON ROULEVARD
P.0. HOX 10152
STAMFORD, CT 95903-1151

January 28, 2019

TO: Karen Vitale, Assistant Controller + Accounts Payable
FROM: Kevin Murray, Operations Manager Parks & Faclilities K V
RE: Parks & Facilities Invoices Processing

Effective immediately, all accounts payable invoices for the Parks & Faclilities departments

will be reviewed by me and require my signature before they are processed.

These invoices will be hand-delivered in a sealed envelope from me, Please inform the
Accounts Payable team involved in reviewing/entering the invoices about this change in
procedure.

Thank You,

C: Mark McGrath, Director of Operations
Jo-Ann Mori, Executive Secretary — Parks & Facilities
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MAYOR & . N) CONTROLLER
DAVID R. MARTIN R \ i’(/ DAVID A. YANIK

203.977.4186

CITY OF STAMFORD

OFFICE OF ADMINISTRATION
885 WASHINGTON BOULEVARD
STAMFORD, CT 06501

Date: May [xx], 2019

To:

City Directors and Department Managers
Board of Education Administrators and Managers

Cc: Erik Larson Karen Vitale

Kris Bottoni loy Hussey

Jay Fountain

Lee Berta Nikoleta McTigue, Blum Shapiro
From: David Yanik
Subject: June 30, 2019 (F2019) Year-End Closing Instructions —

Purchasing & Procurement

This memo provides guidance to Department Managers and Directors regarding purchasing and
procurement cut-off dates as we transition from Fiscal Year 2019 (F2019) to Fiscal Year 2020
(F2020). With June 30, 2019 falling on a Sunday this year, you should plan to complete all
approvals and system input activity as far ahead of that date as possible.

Please forward this memo to your staff as may be needed so that they are aware of the cut-off
dates and procedures.

Purchases/Encumbrances

The final day for submitting purchase requisitions for current fiscal year operating
expenditures is Wednesday, June 5th. All department approvals (HTE Levels 1, 2 and 3)
required on the purchase requisition must be completed by this date.

Beginning July 1, 2019, please clearly indicate on each vendor’s invoice the applicable fiscal
year (F2019 versus F2020) for processing purposes.

All open non-capital purchase orders that will not be encumbered should be cancelled or
closed out in conjunction with the fisca! year-end closing:

o Email Erik Larson, City Purchasing Manager and / or Kris Bottoni, Buyer to cancel or
closeout any current-year non-capital expenditure purchase orders for the City of
Stamford.

¢ Email Vivens Joachim, BOE Purchasing Department, to cancel or closeout any current-
year non-capital expenditure purchase orders for the Board of Education.

The final day for submitting requests to increase or decrease F2019 dated purchase orders is

Friday, August 9"".
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Procedures for the new Fiscal Year (F2020) E\Pubd@

* New purchase requisitions (for either operating expenditures or capital projects) for F2020
must not be entered until after July 1st.

e As a reminder, all periodic recurring expenditures should be encumbered for the full year
amount.

o For example, if you are leasing a copy machine and need to make monthly payments,
you should enter only one draw-down purchase requisition/purchase order for the 12
months of estimated expenditures (HTE will not allow you to enter 12 separate
purchase requisitions/purchase orders).

o Another example would be for office supplies. You should enter one draw-down
requisition for what you expect to spend for the full year (you can always add to, or
reduce, draw-down amounts as the year progresses).

e Review your F2019 expenditures and F2020 budget to estimate the amount you will spend in
F2020. Do not submit numerous small dollar requests to adjust purchase orders during the
year but keep the Purchasing Department informed regarding any purchase orders that may
be overspent and request their input. This approach will save us all time and effort in
increasing, issuing, or re-issuing purchase requisitions/purchase orders month after month.

¢ Continue to submit your prior fiscal year invoices, coded against existing F2019 purchase
orders, to Accounts Payable for payment. We need your cooperation to review and code
vendor invoices and to submit them promptly so the Accounts Payable Dept. can process
them before the fiscal year-end processing cut-offs.

® You should expect to continue to be required to provide written explanations for all purchase
requisitions for goods/services ordered before a valid purchase order has been issued. Your
explanation should describe the ‘emergency’ that existed that necessitated circumventing
existing procurement policies.

e Please do not hold onto vendor invoices. You should be forwarding them to Accounts
Payable, assuming they relate to a valid purchase order, as soon as they are approved so they
can be received in HTE.

* In the event your department will need to accrue for expenses relating to F2019 issues or
activities that will not be received, invoiced or known with certainty, please draft a memo or
email explaining what happened, how and why it happened, and the actual or estimated
amount of the accrual required and submit it to the Controller’s Office, with copies to OPM.

Summary of Key Dates:

Jun5,2019 Last day to submit purchase requisitions for F2019 Operating Expenditures
Jul 1, 2019 Date to begin entering F2020 purchase requisitions
Aug9, 2019 Last day to increase open F2019 purchase orders

Aug 19, 2019 Cut-off for submitting vendor invoices for F2019 encumbrances
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TO: Vanesa Francis, Human Resources Generalist
Rosemarie Frager. Human Resources Generalist
FROM: Kathryn Emmett. Director of Legal Aftairs

DATE: January 31, 2019

The purpose of this memorandum is to make you aware of the recommendations of the City’s Internal
Auditor based on an audit of Procedures & Policies of Marina Fund.

I) During the hiring process. review all final documents to confirm that the appropriate appointing
authority has signed the candidate selection report.

2) If the appropriate appointing authority has delegated the candidate selection to lower level
management, a confirming memo from the appointing authority must be submitted with the candidate

selection report.



