
Employee Recruiting to Hiring

1.
Develop Positions

3.
Create Cert

5.
Post Open 
Positions

6.
Manage 

Applications/
Applicant Log

8.
Hire

10.
Retire, Leave or 

Terminate

11.
Employee & 

Retiree Benefits

9.
Maintain 

Employee Records

2.
Track Positions & 
Forecast Position 

Needs

4.
Recruitment Plan

7.
Conduct 

Interviews

Grievance Management

1.
Violation of 

Contract/Union 
Files Complaint

2.
Review Process

5. Grievance 
Resolution

4.
Arbitration Process

Results in 
Arbitration?

NO

YES

Termination, Retirement, Voluntary Leave

1.
Employee Subject to 
Leave (Termination, 

Retirement, 
Voluntary Leave)

2. Leave Review 
and Discussion

3. Update 
Employee Status 

in System

Classification

1.
Request for Study/
Review of Position

2.
Perform Study/

Review

3.
Evaluation of 

Study

Re-Classification?

4.
Memo of 

Explanation

5.
Draft Ordinance/

Resolution & 
Referral to City 

Council

NO YES
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Payroll

3a.
Record Time & 

Attendance

1.
Employee Setup: 

Benefits, 
Compensation

9. Employee Status Changes (Adjust Benefits, Compensation, Perform Vacation Requests, Perform Leave Requests)

4.
Run Payroll & 

Manage 
Deductions

5.
Make Payments

2.
Schedule 

Employees

6.
Manage Reporting

7. Workers Comp 
Management

8. Labor 
Negotiation & 

Reporting

3b. Expense/
Travel 

Reimbursement
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1. 
Forecasting/

Basic Assumption 
Development

2. 
Target Setting/

Parameters from 
Mayor

Operating Budget

Capital Budget

3. 
Agency Budget 

Development and 
Requests

4. 
Budget Staff 

Review/Modify/
Summarize 
Requests

5. 
Budget 

Presentation to 
Mayor

6.
 Executive Budget 

Preparation

7. 
Sub-Committee 
Amendments

8.
Council 

Amendments

9.
Budget Document 

Production

1. 
Forecasting/

Basic Assumption 
Development

2. 
Target Setting/

Parameters from 
Mayor

3. 
Agency Budget 

Development and 
Requests

4. 
Budget Staff 

Review/Modify/
Summarize 
Requests

5. 
Budget 

Presentation to 
Mayor

6.
 Executive Budget 

Preparation

7. 
Sub-Committee 
Amendments

8.
Council 

Amendments

9.
Budget Document 

Production
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1.
Load Budget into 

GL

4.
Develop Ongoing 

Projections

3.
Budget to Actual 

Analysis
Operating Budget

Capital Budget

2.
Spend

(per procurement/
contract 

processes)

To Date Inquiries Account Status 
Report

Transaction 
Register

GL Inquiry

5.
Close Budget

1.
Load Budget into 

GL

4.
Develop Ongoing 
Projections (inc. 

multi-year)

3.
Capital Project 

Analysis

2.
Spend

(per procurement/
contract 

processes)

To Date Inquiries Account Status 
Report

Transaction 
Register

GL Inquiry
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e

Professional 
Services Contracts

Human Services 
Contracts

Construction 
Contracts

1.
Develop & Publish 

Solicitation

2.
Manage Proposals

3.
Negotiate Contract

4.
Encumber Funds

5.
Issue PO

6.
Receive Service or 

Item

Match & Pay per 
AP Process

7.
Manage Retainage

1.
Develop & Publish 

Solicitation

2.
Manage 

Applications

3.
Negotiate Contract

4.
Encumber Funds

5.
Issue PO

6.
Receive Service or 

Item

7.
Manage Retainage

1.
Develop & Publish 

Solicitation

2.
Manage Proposals

3.
Negotiate Contract

4.
Encumber Funds

5.
Issue PO

6.
Receive Service or 

Item

7.
Manage Retainage

Commodity 
Procurement

1.
Source

2.
Purchase 

Requisition

3.
Purchase Approval PO Processing

LPO Processing

P-Card Processing

6.
Receive Item Receive Invoice

5.
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1.
Receive Invoice

2.
Match Invoice 

Against Service/
Item

3.
Get Payment 

Approval

4.
Analyze Aging & 

Discount Terms & 
Conditions

5.
Make Payment

1.
Generate 

Receivable (good, 
service, tax)

2.
Define Payment 

Terms & Methods

3.
Receive Payment 

or Write-off 
Receivable

4.
Make Adjustment 

to Customer 
Account

1.
Record & Manage 

Payments & 
Receivables

5.
Aggregate 

Financial Position

7.
“Close the Books”

2.
Cost Allocation

3.
Inquiry

4.
Trial Balance

6.
Audit
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1.
Apply For Grant

2.
Manage Grant 

Terms and 
Conditions

3.
Apply Grant to 

Budget/GL

4.
Manage Grant 

Spending

7.
Close Grant

5.
Identify Fixed 

Assets

6.
Reporting
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1.
Procure Asset

2.
Assign Asset 
Number for 

tracking and Costs

3.
Establish 

Depreciation 
Schedule

4A.
Manage 

Depreciation

5.
Adjust GL

6.
Dispose of Asset

4B.
Manage/Maintain 

Asset

8.
Year end Close

7..
Physical 
Inventory
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3.
Forecast Available 

Cash

4.
Issue and Manage 

Debt

5.
Make and Manage 

Investments

8 .Interact w/ Bank Systems & Tools

2.
Collect Fees & 

Cash

1.
Tax Bill 

Management

6.  
Project Interest 

Revenue

7.
Allocate Interest 

Revenue to Funds
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