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City and County of San Francisco

Treasurer/Tax Collector
Request for Information (RFI) 2008-02
Improved Payment Processing System
· Expanded Use of Digital Imaging and OCR Data Capture
· Improved Automated Work Flow

· Document Management System

· Automated Reconciliation Support
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Response Due:  November 17, 2008
TABLE OF CONTENTS

4I.
Introduction


5Types Of Revenues


5IT Operations


5Responding To This RFI


6II.
Overview of Incoming Mail Workflow Process


7Payment Volumes


7Total Revenue


8Overall Volumes


8Peak Volumes


9Incoming Mail Process


10Remittance Section – NCR Check Processing


11IT Environment


12III.
Preparing a Response


14IV.
Submittal Instructions


15V.
Riders


15VI.
Public Records Act/Sunshine Ordinance




I. Introduction
As California's only combined City and County, the Treasurer & Tax Collector's Office (TTX) collects both city taxes (business payroll taxes, hotel taxes, and parking taxes),  and county property taxes.  The TTX operation includes high volume Incoming Mail and Remittance processing services, handling approximately 1.3 million items of mail annually.  Monthly volume averages about 112,000 items per month with marked peak volumes reaching as high as 185,000 items processed in a month.  Processing of incoming mail is a daily service performed for a variety of departments and consists of 34 payment types plus miscellaneous correspondence.  Batches of incoming mail are opened and the contents reviewed before dropping the contents into the digitally scanned and forwarded to the Remittance Unit.  Deposits are prepared and forwarded to the Banking Section for deposit.
Within the past several years, TTX has implemented the use of a high speed mail extraction and scanning device – the OPEX 3690i to work in conjunction with the other automated equipment already in place.  While this device is installed and is working, full utilization of digital image processing has been limited.  Much of the payment processing continues to be a paper-based operation. The management of TTX would like to exploit the capabilities of this technology by expanding the efficient usage of digital imaging and OCR scanning, and by implementing automated work flow and document management technology.  

The main functionalities perceived to be needed include:  

· Expanded use of digital imaging, OCR data capture, and elimination of paper-based processing.

· Improved automated work flow from reception of mail, to processing of payments (check deposit and NSF [Non-sufficient Funds]), to posting of payments to downstream batch processing systems, to archival and retrieval of historical documents.

· Document management technology that supports processing of groups or “packages” of digitized documents associated with completing each individual payment across a wide variety of payment types.

The purpose of the Request for Information is to support research being conducted by the City to identify providers of integrated item processing software and/or hardware that has many of the following features:
· Complete payment identification and processing at the point of receipt.

· Automated recognition of payment type and account holder information.

· Image capture, OCR scanning, encoding and endorsing checks.

· Centralized cash balancing and bank deposit processing.

· Automatic data population and field completion for creating files of transactions destined for downstream batch system processing.

· Automated, customizable work flow for beginning-to-end payment processing.
· A Document Management System integrated with and supporting the work flow.

· Full security, audit trail, reconciliation, archival and retrieval capabilities.

· Supports automated reconciliation of transactions processed in the Payments Sections into various batch processing systems.
Types Of Revenues
The TTX office collects and deposits business tax, property tax, and various business licenses and fees required by Municipal code.  Other licenses and fees include hotel and parking tax, utility tax, emergency response, stadium tax, dog licenses, false alarm, roofing tax, and business registration fees.  

In addition, TTX contracts and collects current and delinquent obligations for other City departments, such as SF General Hospital, the Water Department, Parking and Traffic, and simple building permits.

IT Operations 
The Treasurer/Tax Collector has six major work areas:  Mailroom and Cashiering, Revenue, Delinquent Revenue, Treasury/Banking, Customer Service and Accounting.  TTX has a number of software applications running on many diverse hardware platforms which support the day to day business operations.  OPEX 3690i and Model 51 equipment is used for initial mail handling, opening, content removal, digital imaging and sorting.  NCR is used to handle remittance processing and bank deposit.  The NetVantage Itemage© system is used to handle cashiering images and transactions. Cardiff’s Teleform™ system is used to transform Business Tax documents into electronic transactions, and Cicso’s Alchemy© is used for archiving Business tax documents.  Business Tax has a Windows based application running MS Access on SQL server.  And Business Tax has a converted Microfocus COBOL/Oracle system. The IBM Mainframe using CICS is used to set up and record payments to Property Taxes and Licensing accounts. PC spreadsheets and MS Access applications are used in the Accounting areas and Banking areas.  Refer to Appendix 1 – a systems chart provided by TTX IT Staff.
Responding To This RFI

This RFI does not attempt to describe all intricacies and functions for all 34 payment types processed by the TTX Department.  Instead the RFI asks for information in a format that organizes the responses for potential analysis, while allowing responders flexibility in describing their systems’ capabilities and functionality, and/or implementation services.  While the City would prefer comprehensive solutions, the City does not wish to rule out learning about software application products, hardware or professional services that may be designed to address specific business processes.  
Responders may respond to any combination of the overall scope.  Please include in your response:
· Any application products, and stand-alone or integrated applications you offer along with high level estimates of the associated one-time acquisition costs, annual license or lease fees, and any proposed training costs.

· Any professional services you offer for integration, implementation and training; and the associated costs as well as a hypothetical timeline for installation and phased implementation.

It is not the City’s intent to award a contract based on this RFI; however, the City reserves the right, at its sole discretion, to request additional information, demonstrations or presentations, or to form test or pilot projects.  Vendors that are selected for contract negotiations are required to comply with a variety of compliance requirements.  Please see Sections III and IV of this document for details about preparing and submitting a response.

II. Overview of Incoming Mail Workflow Process
A. Payment Types, Monthly Volumes and Peak Processing Periods.

Before describing the Incoming Mail workflow in detail, let’s take a look at the types of payments being processed, and at the volumes and peak processing periods.  A spreadsheet containing the full set of payment types and volumes can be seen in Appendix 2.1 and 2.2, which were used to produce Figures 1 through 5 on the following pages.

Payment Types.  

Figure 1 is a list of the 34 types of Payments currently received and processed by the Treasurer/Tax Collector Mail Service.

	1. WATER BILLS 
	2. PARKING TAX 
	3. ADMIN. FEE-BUS CITATIONS

	4. REAL ESTATE 
	5. MISCELLANEOUS ACCT 
	6. UPP LIEN FEE 

	7. BUS. TAX REGISTRATION 
	8. CREDIT CARD FEE 
	9. ROOFERS FEE 

	10. PAYROLL TAX 
	11. HOTEL TAX 
	12. DEVELOPMENT IMPACT FEE 

	13. DELINQUENT REVENUE 
	14. TAX REDEMPTION 
	15. STADIUM TAX 

	16. LICENSE 
	17. UPP SUPPLEMENTAL 
	18. RET. SALES & LOC. TRANS. 

	19. RE SUPPLEMENTAL 
	20. UTILITY TAX 
	21. GROSS RECEIPTS TAX 

	22. UNSEC. PROPERTY TAX 
	23. VOLUNTARY ART FUND 
	24. AIRPORT PARKING 

	25. PUBLIC TRANSPORT 
	26. ECO VIOLATION 
	27. CITYWATCH 

	28. RESIDENT ID CARDS 
	29. SWIMMING POOL TICKETS 
	30. UPP ADMIN FEE 

	31. ALARM 
	32. EMERGENCY 
	33. WORKING FAMILY CREDIT 

	34. PASSPORT 
	
	


Figure 1:  Payment Types

Payment Volumes
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 The overall volume of payments processed through the Incoming Mail Workflow for the fiscal year July 2007 through June 2008 was 1,342,015 items of mail.  This does not include some mail that is simply counted, logged, manually opened and, in a few cases, photocopied and filed before being distributed to the appropriate department.  Figure 2 illustrates that the largest volume is Water Bills at 633,407 or 47%.  Real Estate tax payments comprise the next segment of 358,582 or 27%.  Bus Tax Registrations account for 95,835 or 7%.  The remaining 31 payment types range from 3% to 2% to less than 1% of the volume.  See Appendix 2.1 for detailed volumes.

Figure 2 – Volume of Incoming Mail for July 2007 through June 2008
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When looking at the volume by revenue, the largest revenue area is Real Estate Tax (Property Tax).  In combination with the volume of items received, Real Estate Tax is clearly the leading area representing 27% of the volume of incoming mail and 48% of total revenue.

At 47% of the number of items received, Water Bills are the largest volume of incoming mail, but they only represent about 10% of the revenue.

The third largest volume of items received is Business Tax Registrations at 7.1%, but this area represents only about 0.32% of annual revenue.

Another area of interest is Payroll Tax.  While the volume of items received is only 2.6%, the revenue is 12.73% -- the second highest revenue area.

Figure 3 – Total Revenue Associated with Incoming Mail for July 2007 through June 2008
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Overall Volumes
Overall Volumes for this period averaged about 112,000 items per month.  As shown in Figure 4, peak volumes occurred in December and April with 185,000 and 165,000 respectively.

Figure 4 – Peak Period Volumes of Incoming Mail for July 2007 through June 2008

Peak Volumes
Figure 5 reveals that the highest volume of payments processed are Water Bills which have a very smooth, no-peak arrival rate of about 53,000 per month.  
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Real Estate Taxes have marked peaks in the October-November-December timeframe and again in March-April when tax installments are due.  Peak volumes for these two periods are 110,000 and 83,000.

Business Tax Registrations rise quickly from a 2,000 per month level to almost 44,000 in February.

Unsecured Property Tax has a less significant peak in August of a little more than 11,000 per in the month.  
The remaining 30 payment types are low volume and have no significant peaks.

Figure 5 – Peak Volumes of Incoming Mail for July 2007 through June 2008

Incoming Mail Process
· Receive incoming mail
· Open Envelopes and Scan Contents
· Forward checks to the Remittance Unit for verification and deposit processing
· Distribute Paper to Sections (Statements, correspondence, envelopes) 

· Distribute Electronic Files to Batch Computer Systems
· Archive digital images
The Incoming Mail Process is actually facilitated by the purposeful design of the Outgoing Mail Processes.  The systems that generate and mail outgoing tax statements, water bills, etc. include in their mailings one of a series of color-coded return envelopes preprinted with the City Hall address or one of seven post office box numbers.  Any specific P.O. Box can be used to receive a variety of payment types – usually related to a business area.  For example, P.O. Box 7425 receives Business Tax payments in gray or white envelopes, and can contain payments for Business Taxes (Gross receipts taxes), Payroll Expense Taxes, Registration Taxes, Hotel Taxes, Utilities User payments, Parking Lot, 911 Emergency Response, Stadium Taxes, Roofer Taxes, and Pre-Determinations/Determinations.

Through the use of these P.O. Boxes and colored envelopes, the identification of payment type and the parsing of incoming mail are started when the paying citizen sends their remittance (statement and check) in the color coded envelope to the appropriate P.O. Box.  The bulk of incoming mail is received by the U.S. Post Office, sorted by P.O. Box and envelope color, and delivered in trays to the TTX mail room at 401 Van Ness Avenue.  Smaller volumes of mail are also received via UPS, Federal Express, DHR and other couriers; from walk-in citizens; drop boxes located in City Hall; and Interoffice mail.  Mail that arrives in plain white envelopes must be manually parsed at the time of opening.  Incoming mail can also be received at Cashier windows (walk-in), City Hall drop boxes, UPS/FedEx/DHL or other courier, or interoffice mail.
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The TTX Department receives and processes the bulk of incoming mail with an OPEX 3690i -- a rapid color scanner integrated with an OPEX Rapid Extraction Desk.  Some batches of payments are fed into the machine to open, extract content, review and image scan, while other batches are only opened and forwarded to appropriate sections for processing. Trays of mail arrive with 700 – 1,000 items in the tray.
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Each P.O. Box/envelope color combination is processed under a unique Job Code that identifies the type of incoming payment.  Each item of mail has a “beginning” – the statement; a “middle” – any other correspondence and the check(s); and an “end” – the envelope.  Each item in this “package” is encoded on the back with meta data such as the actual date, batch start date, operator name, batch ID and sequence number.  The Opex machine has a list of about two dozen data fields that can be encoded for audit trail purposes.  The number of items to be included in a batch may differ by job type, and is generally 100 items in a batch of BTS payments, and 250 items for other batches.  

During periods where payments may be received after a deadline, the payee may incur late fees or penalties and the processing date becomes critical.  During such periods, the processing date for the OPEX is set to the due date in case the mail is postmarked on or before the due date, but processed after the due date.  The OPEX Operator logs into the machine and places a stack of mail in the hopper and, depending upon the P.O. Box and envelope color, selects the appropriate Job Type.  Each envelope is automatically opened and the envelope is spread to facilitate extraction of content.  The operator briefly reviews the contents and either processes the contents into the scanner, or removes the item as an exception.  Exceptions are collected and sent to the Remittance Check Control area.

After scanning, the paper items are sorted into bins on the OPEX machine.  Images are stored on the TTX-Windows SQL Imaging Server. 

· Envelopes are banded and sent to Remittance only during potential delinquency periods and/or to appropriate areas if a change-of-address is noted.  Otherwise, envelopes are weighed using a separate device to ensure all content was extracted.  They are stored for a brief time, and finally discarded.  

· Checks are banded and sent to Remittance for encoding, reconciliation and bank deposit.  

· Statements and envelopes as appropriate are banded and sent to various sections for processing.  

· All of the OPEX images are copied to the Cashiering Server running Netvantage’s ItemAge© OCR software.  Items can be reviewed, adjusted, corrected, etc. by operators as necessary to correct any scanning defects or other problems.  Items are selected by job type or other identifying fields into files which are uploaded to a number of batch processing systems including Property Tax, PUC (Water), TBA II, TLA (License), Delinquent Revenue, and DPW.  Data is also uploaded via FTP to the BTS – Unix Server. 
The scanned images are then stored on the OPEX Imaging Server, and made available for subsequent viewing, OCR scanning, electronic distribution and archival.
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Remittance Section – NCR Check Processing
Water Bills, Business Tax and other high volume payments are processed with an NCR-7780 high speed machine using a “2-pass” program using OCR to recognize check amounts.  For Business Tax, the stub portion must be removed from the statement because the NCR cannot process the larger size of the statement.  The system attempts to read the written and numeric amounts on the checks and matches those amounts to the amount due on the OCR line of the payment stub.  Where the amounts match, the items are considered completed in Pass-1.  Otherwise, they are rejected and are subjected to the second pass.  These rejections are often caused by handwriting style, or other OCR and forms alignment problems.  The NCR operator will visually review the check and key in the amount.  If the keyed amount matches the stub, the checks are considered completed in Pass-2.  Checks that do not pass either of these processes are deleted from the batch and given to Check Control to handle.

Another set of batches is created by the NetVantage ItemAge© system by tax type, effective date and cashier workstation.  Paper statements and cash receipts reports are sent to various reconciling units.  Entries are made into online systems, transactions are generated and uploaded to various batch processing systemsAfter items other than Business Tax have been processed, they are released for FTP upload to various batch processing systems from the NetVantage ItemAge Server.  

In the case of Business Tax (BTS), statements are copied to a BTS Teleform/Alchemy Server where they are transformed into transactions for upload to the BTS Windows Server running MS Access.  From there, the transactions are uploaded to the BTS UNIX Server where the legacy batch system resides.

Associated processes that involve work flow and document management include NSF (Non-Sufficient Funds) Checks, and JE’s (Journal Entries).  Each of these business processes is initiated and processed through a series of work flow steps until they are completed.  These processes are currently tracked using MS Access databases, but are very paper-driven and utilize a manual work flow as paper is moved from step to step, and from section to section.

IT Environment

A variety of software and hardware is utilized in the TTX Incoming mail and Payment Processing operation.  Figure 7 at right lists the major components in use.
BTS Transaction Data Flow.
Those items encoded with BTS Job Types must traverse five separate servers.  The process starts with Step #1, the Opex TTX-SQL Imaging Server.  Step #2 copies the Opex images to the NetVantage-Itemage© Server.  Step #3 copies from the Netvantage-ItemAge© Server to the BTS Server running Cardiff’s Teleform software and Cisco’s Alchemy software.  Alchemy is used to index and archive images which are accessible to Teleform Verifier/Viewer Workstations.  Teleform is used to OCR-scan the images into transactions which are subsequently copied in Step #4  to the BTS Windows Server where they can be reviewed and modified by Teleform Verifier/Viewer Workstations.  And finally Step #5, files are uploaded via FTP to the BTS UNIX Server for BTS batch processing.

Those items encoded with other than BTS Job Types are copied to the NetVantage-ItemAge© Server, and are included in files uploaded to various processing systems including Property Tax, PUC (Water), Licenses, and CUBS (Delinquent Revenue).
III. Preparing a Response
Overview

Responders must submit the requested information in the format specified below.  Brochures, literature and demonstrations are welcome but should not be submitted in lieu of responding to the individual items below.  As described in the Introduction, the City’s goal is to implement an integrated solution that would support Incoming Mail Processing, Digital Imaging, OCR Payment Processing, Work Flow and Document Management.  The City wishes to learn about comprehensive solutions, and about systems or products that may address a part of the functionality or offer a “best of breed” approach.  If your response offers a comprehensive solution, it should be clearly identified as a “Total Solution.”  If your response includes a system, product or professional service that offers a specific solution for a specific process, it should be clearly identified as a “Specialized Application.”  Responses may address application products, professional services, and specialized equipment.

Please provide information on the numbered items below. The description after each item number is meant to be a starting point, and responders are encouraged to provide any information that is pertinent to the item.  If you are not responding to an item number, then indicate “not offered, not applicable,” etc.  Responses should be limited to one page or less for each numbered item, except the Functionality Chart shown in Appendix 3.  Total Solution responses are expected to answer all items, while some items for Specialized Application responses may not be applicable.

1. Provide a letter of introduction with a brief description of your firm, experience in the industry, number of years providing described solutions, primary client type, and a summary of the products and/or services offered.  Include company name, address, contact name, title, phone number, fax number, and email address.
2. Describe nature and scope of proposed solution: comprehensive versus specialized, “best of breed” applications; application products versus professional services.
3. Describe any application products.  Provide estimated license acquisition fees and annual costs.
4. Describe any professional services including, without limitation, integration assistance, training, outsourcing, and hosting.  Provide a rate structure or other costing information.
5. Describe any specialized equipment and specify a recommended operational environment.
6. Outline major milestones and a hypothetical time line for phased implementation.
7. Respond to each of the preferred features listed in Appendix 3 with an indication of (A) Fully Supports; (B) Partially Supports; or (C) Does Not Support.  Additional features may be added as necessary.
8. Provide a brief description of the overall software and architectural design of your product.  Please include a description of how the product(s) integrate or interface from and to other systems.
9. Describe the recommended operating environment(s) required to install and use your system and the minimum system requirements necessary to run your system.  Include any suggested production, development/test, and disaster recovery environments.
10. If your response includes professional services, submit a statement of your total staff size, as well as the staff size of the local or regional office that performs the services.  Provide a further breakdown showing the components of professional and administrative staff by major function.
11. If your response includes application products and specialized equipment, you must submit a list of current clients and contact information.  Government references and clients with systems that have been integrated into a comprehensive solution are preferred.  If you submit a list, please include:

· Name of the client

· Contact information (name, address, phone, email)

· Size (number of payments processed or documents managed)

· Technical environment.  
· Dates of engagement and the principle person(s) involved from your firm.
· Status of the project:  e.g., In Planning phase; In Progress; Completed; etc.

If you are responding to professional services, you may optionally submit a description of previous professional services projects completed within two years from the date of this RFI with products or services similar to those outlined in this RFI.  If you submit such a description, please include:

· Name of the client

· Contact information (name, address, phone, email)

· Nature of the engagement  

· Dates of engagement and the principle person(s) involved from your firm.

· Description of the roles and responsibilities of the firm and firm lead staff in the project.

· Approach to project planning, roll-out and evaluation; methods used to monitor and evaluate progress on deliverables and implementation processes.  
· Status of the project:  e.g., In Planning phase; In Progress; Completed; etc.


IV. Submittal Instructions

A.  Paper Submittal

To submit a hard copy response, include three complete sets in an envelope labeled RFI TTX Incoming Mail and Payment Process.  See schedule below and mail to:
Pauline Marx
Chief Assistant Treasurer
Treasurer/Tax Collector Department 
1 Dr. Carlton B. Goodlett Place
San Francisco, CA 94102 
B.  Electronic Submittal

To submit electronically, send one complete copy of your response as a Microsoft Word attachment in an email with the subject of RFI TTX Incoming Mail and Payment Process to:  TTX.RFP@sgov.org.  See schedule below.

C.  Inquiries

Any requests for clarification concerning the RFI must be by e-mail to darrell.ascano@sfgov.org by the “Deadline for RFI clarification questions” below.  TTX will post inquiries and their responses on the website http://mission.sfgov.org/OCABidPublication/ and will not respond directly to the person who submitted the inquiry other than to note that the response is posted on the website.  Whether to respond to such requests shall be at the City’s sole discretion.  No oral responses by any employee, consultant or agent of the City shall be binding on the City, or shall in any way constitute a commitment by the City.
D.  Schedule
The following is the schedule for this RFI process.  Responses must be submitted as provided above by the time on the responses due date indicated below.  
                               Phase                            
        Date   *    

RFI is issued by the City
October 6, 2008 

Deadline for RFI clarification questions in writing (5 p.m.) **
October 22, 2008 
Summary of clarification information available (8 a.m.)
November 3, 2008
Response due date (5 p.m.)
November 17, 2006

* Each date is subject to change by issuance of an addendum to this RFI.

** Times shown are PST.

V. Riders

Submitting a Response to the RFI

The submittal of a response to this RFI does not guarantee use of the information provided.  This is not a Request for Proposals (RFP).  The City, at its sole discretion, will determine if a Request for Proposals or other competitive solicitation may be issued at a later date.  Any RFP issued by the City may differ significantly in content from the applications and services described in this RFI document.  This RFI is to be used solely for the purpose of this industry review and the City assumes no responsibility for any other use of this document.  It is not a requirement to participate in this industry review process in order to be considered by any competitive solicitation arising out of this process.  Participation in this industry review is strictly voluntary and the City will not reimburse participants for any costs in connection therewith.  Submission of the RFI does not guarantee any future business with the City.  The issuance of this RFI does not constitute agreement by the City that any contract will actually be entered into by the City.  The City expressly reserves the rights to:
1. Waive or correct any defect or informality in any proposal, response or response procedure;

2. Reject any or all responses and re-issue a new RFI, RFQ or RFP;

3. Prior to submission deadline for responses, modify all or any portion of the schedule for receiving responses;

4. Procure any materials, equipment, products or services specified in this RFI by any other means; or

5. Determine that no project will be pursued.

Vendor Qualification

If this project results in a contract, this contract will be subject to the San Francisco Administrative Codes, Chapter 12B, Non-discrimination in employment and equal Benefits, and Chapter 14B the Local Business Enterprise (LBE) Ordinance.  

No Financial Responsibility
The City accepts no financial responsibility for any costs incurred by a firm in responding to this RFI.  
VI. Public Records Act/Sunshine Ordinance

Responses to this RFI become the exclusive property of the City and are subject to the California Public Records Act and the City’s Sunshine Ordinance.  Those elements in each submittal which are trade secrets, as that term is defined in Civil Code section 3426.1(d), or otherwise exempt by law from disclosure and which are prominently marked as “TRADE SECRET,” “CONFIDENTIAL,” or “PROPRIETARY” may not be subject to disclosure.  The City shall not in any way be liable or responsible for the disclosure of any such records including, without limitation, those so marked if disclosure is deemed to be required by law or by an order of a court.  Respondents who indiscriminately identify all or most of their submittal as exempt from disclosure without justification may be deemed non-responsive.  In the event that the City is required to defend an action on a Public Records Act or Sunshine Ordinance request for any of the contents of a submittal marked “CONFIDENTIAL,” “PROPRIETARY,” or “TRADE SECRET,” respondent agrees, upon submission of its submittal for the City’s considerations, to defend and indemnify the City from all costs and expenses, including attorney’s fees, in any action and any liability arising under the Public Records Act or Sunshine Ordinance.


Appendix 2.1:  Cashier Section Incoming Mail Items Processed July 2007 – June 2008 -- Payment Types and Monthly Volumes

	Description
	Jul-07
	Aug-07
	Sep-07
	Oct-07
	Nov-07
	Dec-07
	Jan-08
	Feb-08
	Mar-08
	Apr-08
	May-08
	Jun-08
	TOTALS 
	 % TOTAL 

	WATER BILLS 
	54,263
	56,780
	50,174
	56,446
	53,590
	49,008
	54,777
	49,862
	52,794
	53,195
	50,759
	51,759
	633,407
	26.72%

	REAL ESTATE 
	812
	67
	105
	43,132
	61,757
	109,663
	9,030
	10,708
	32,213
	82,914
	2,646
	5,535
	358,582
	2.39%

	BUS. TAX REGISTRATION 
	2,399
	2,321
	1,709
	2,407
	1,898
	1,784
	23,467
	43,878
	5,737
	3,930
	3,503
	2,802
	95,835
	2.10%

	PAYROLL TAX 
	7,859
	2,667
	1,084
	1,649
	790
	743
	2,222
	12,631
	1,340
	1,826
	1,069
	931
	34,811
	0.19%

	DELINQUENT REVENUE 
	2,268
	2,190
	2,461
	2,695
	2,700
	2,756
	3,123
	3,222
	3,327
	3,327
	3,415
	3,300
	34,784
	0.01%

	LICENSE 
	2,912
	1,626
	1,660
	1,462
	1,638
	5,318
	5,791
	2,312
	3,246
	4,142
	1,374
	1,438
	32,919
	0.00%

	RE SUPPLEMENTAL 
	2,705
	744
	1,048
	1,861
	3,643
	5,727
	1,146
	2,254
	1,973
	6,197
	1,485
	3,254
	32,037
	2.59%

	UNSEC. PROPERTY TAX 
	6,424
	11,180
	2,270
	1,231
	458
	390
	417
	314
	272
	267
	2,135
	2,797
	28,155
	0.42%

	PUBLIC TRANSPORT 
	2,130
	2,134
	1,464
	2,017
	1,763
	1,592
	1,924
	1,753
	1,764
	2,009
	1,714
	1,916
	22,180
	0.52%

	RESIDENT ID CARDS 
	1,300
	1,470
	809
	750
	707
	555
	586
	613
	840
	1,230
	1,159
	1,253
	11,272
	0.16%

	ALARM 
	608
	810
	669
	819
	1,097
	1,442
	1,271
	611
	826
	662
	611
	669
	10,095
	0.00%

	PASSPORT 
	1,193
	997
	573
	722
	563
	797
	751
	691
	1,148
	856
	744
	955
	9,990
	7.14%

	PARKING TAX 
	691
	579
	490
	627
	547
	647
	541
	679
	597
	608
	398
	529
	6,933
	0.01%

	MISCELLANEOUS ACCT 
	126
	125
	2,401
	1,379
	208
	255
	285
	275
	211
	282
	248
	235
	6,030
	0.00%

	CREDIT CARD FEE 
	24
	8
	8
	230
	519
	2,307
	65
	87
	346
	1,925
	46
	114
	5,679
	0.32%

	HOTEL TAX 
	565
	475
	387
	528
	467
	426
	502
	522
	419
	577
	336
	469
	5,673
	2.59%

	TAX REDEMPTION 
	638
	537
	645
	689
	322
	393
	231
	274
	145
	209
	114
	162
	4,359
	0.02%

	UPP SUPPLEMENTAL 
	133
	96
	98
	287
	342
	396
	170
	167
	188
	309
	153
	207
	2,546
	2.45%

	UTILITY TAX 
	221
	175
	198
	189
	170
	171
	187
	169
	176
	180
	185
	146
	2,167
	0.06%

	VOLUNTARY ART FUND 
	0
	0
	0
	272
	296
	458
	50
	36
	112
	281
	2
	1
	1,508
	47.20%

	ECO VIOLATION 
	88
	70
	49
	38
	53
	50
	54
	52
	68
	111
	90
	134
	857
	1.65%

	SWIMMING POOL TICKETS 
	86
	127
	70
	62
	49
	50
	46
	50
	60
	61
	60
	74
	795
	0.74%

	EMERGENCY 
	62
	65
	69
	70
	64
	63
	54
	66
	63
	65
	62
	68
	771
	0.00%

	ADMIN. FEE-BUS CITATIONS 
	38
	28
	29
	12
	31
	11
	28
	39
	49
	19
	12
	29
	325
	0.00%

	UPP LIEN FEE 
	78
	54
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	132
	0.84%

	ROOFERS FEE 
	2
	1
	3
	1
	3
	46
	19
	4
	3
	3
	3
	1
	89
	0.75%

	DEVELOPMENT IMPACT FEE 
	5
	7
	1
	2
	0
	4
	0
	0
	1
	1
	1
	3
	25
	0.06%

	STADIUM TAX 
	2
	2
	2
	3
	3
	2
	3
	2
	0
	1
	1
	3
	24
	0.06%

	RET. SALES & LOC. TRANS. 
	2
	2
	2
	2
	2
	2
	2
	2
	2
	2
	2
	2
	24
	0.00%

	GROSS RECEIPTS TAX 
	5
	0
	1
	- 
	2
	0
	- 
	1
	1
	0
	- 
	1
	11
	0.00%

	AIRPORT PARKING 
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0.00%

	CITYWATCH 
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0.11%

	UPP ADMIN FEE 
	0
	0
	0
	0
	0
	0
	0
	 
	 
	0
	0
	0
	0
	0.45%

	WORKING FAMILY CREDIT 
	0
	0
	0
	0
	0
	0
	0
	0
	 
	 
	0
	0
	0
	0.42%

	GRAND TOTAL 
	87,639
	85,337
	68,479
	119,582
	133,682
	185,056
	106,742
	131,274
	107,921
	165,189
	72,327
	78,787
	1,342,015
	100.00%


Appendix 2.2:  Cashier Section Incoming Mail Items Processed July 2007 – June 2008 -- Monthly Revenue
	Business Area
	July-07
	Aug-07
	Sep-07
	Oct-07
	Nov-07
	Dec-07
	Jan-08
	Feb-08
	Mar-08
	Apr-08
	May-08
	Jun-08
	TOTALS
	% Tot Rev

	REAL ESTATE 
	4,410,560
	606,900
	986,111
	83,113,665
	186,776,937
	506,837,757
	30,956,353
	32,185,498
	139,832,097
	431,756,305
	10,702,370
	20,836,594
	1,449,001,145
	48.445%

	PAYROLL TAX
	84,049,144
	16,696,623
	4,032,289
	54,022,186
	5,200,836
	3,345,964
	8,334,395
	123,646,918
	7,683,981
	52,925,416
	14,220,279
	6,718,083
	380,876,116
	12.734%

	WATER BILLS
	26,315,057
	30,917,096
	26,687,405
	29,247,826
	24,892,153
	24,228,022
	22,900,965
	21,950,498
	22,917,536
	22,550,185
	23,653,350
	28,899,163
	305,159,254
	10.202%

	HOTEL TAX
	19,391,743
	19,708,798
	20,044,470
	22,910,136
	23,938,341
	18,479,194
	13,113,087
	13,863,540
	16,475,252
	18,450,203
	14,927,659
	21,450,840
	222,753,264
	7.447%

	RET. SALES & LOC. TRAN.
	9,517,300
	12,689,800
	14,837,107
	9,618,800
	12,861,200
	15,097,343
	10,770,000
	14,359,900
	13,437,411
	9,379,300
	12,505,700
	14,172,932
	149,246,792
	4.990%

	UPP. PROPERTY TAX
	14,559,560
	70,233,101
	1,464,553
	3,816,160
	881,295
	607,929
	825,162
	1,050,374
	246,412
	382,590
	659,585
	2,936,196
	97,662,916
	3.265%

	UTILITY TAX
	7,480,127
	8,236,654
	7,548,219
	7,011,415
	8,584,817
	5,514,566
	6,567,072
	4,164,393
	9,282,724
	6,668,621
	6,586,675
	6,821,128
	84,466,410
	2.824%

	RE SUPPLEMENTAL
	8,344,015
	3,409,536
	2,701,419
	2,953,485
	9,285,948
	13,079,723
	2,301,056
	4,191,462
	3,679,105
	14,313,360
	3,930,929
	7,985,309
	76,175,346
	2.547%

	PARKING TAX
	5,695,452
	5,210,932
	5,435,771
	5,328,013
	4,983,807
	5,191,563
	4,760,973
	5,267,446
	4,502,388
	5,124,902
	3,571,726
	6,570,549
	61,643,521
	2.061%

	DEVELOPMENT IMPACT FEE
	13,055,910
	23,541,376
	13,924
	5,818,692
	0
	77,464
	0
	0
	428,807
	20,250
	500,124
	6,774,990
	50,231,537
	1.679%

	EMERGENCY
	3,121,206
	3,428,056
	3,555,007
	3,842,742
	2,215,580
	4,473,576
	3,554,499
	3,835,528
	3,438,218
	3,571,717
	3,582,151
	3,580,346
	42,198,625
	1.411%

	TAX REDEMPTION
	3,527,753
	2,859,764
	5,236,496
	3,673,015
	2,012,134
	2,271,766
	1,499,512
	1,808,787
	1,180,330
	1,138,346
	858,646
	1,713,869
	27,780,418
	0.929%

	DELINQUENT REVENUE
	723,165
	775,913
	754,913
	955,095
	809,392
	888,774
	818,067
	1,271,685
	947,991
	931,085
	1,092,585
	993,436
	10,962,101
	0.366%

	BUS. TAX REGISTRATION
	294,708
	338,877
	202,504
	227,895
	213,661
	174,763
	2,251,616
	4,083,443
	656,576
	413,911
	403,756
	341,079
	9,602,788
	0.321%

	LICENSE
	1,020,401
	335,336
	375,337
	236,986
	283,778
	655,390
	1,341,765
	698,436
	1,392,500
	2,172,638
	347,883
	393,961
	9,254,412
	0.309%

	UPP SUPPLEMENTAL
	206,475
	347,364
	207,791
	1,393,281
	397,055
	672,599
	324,569
	167,876
	275,884
	634,933
	153,129
	562,089
	5,343,046
	0.179%

	ALARM
	98,110
	94,017
	104,963
	121,128
	167,715
	189,420
	338,124
	98,605
	1,069,401
	93,557
	621,979
	95,853
	3,092,871
	0.103%

	STADIUM TAX
	399,415
	163,227
	162,430
	152,370
	24,649
	5,641
	1,175,495
	42,521
	0
	19,709
	134,471
	166,944
	2,446,871
	0.082%

	MISCELLANEOUS ACCT
	414,888
	261,932
	36,860
	-5,156
	-229,847
	16,510
	73,508
	13,721
	58,115
	-64,744
	36,641
	233,018
	845,444
	0.028%

	PUBLIC TRANSPORT
	61,679
	62,425
	42,944
	61,586
	56,043
	47,892
	58,836
	55,636
	53,088
	61,843
	53,839
	56,735
	672,546
	0.022%

	RESIDENT ID CARDS
	54,502
	62,215
	35,857
	33,440
	31,540
	24,702
	26,030
	27,360
	37,625
	54,960
	51,750
	56,045
	496,026
	0.017%

	CREDIT CARD FEE
	1,524
	433
	877
	17,336
	41,591
	174,161
	6,489
	6,142
	24,416
	147,312
	3,207
	9,947
	433,435
	0.014%

	PASSPORT
	35,790
	29,910
	17,190
	21,660
	16,890
	23,910
	22,500
	17,335
	28,700
	21,400
	18,600
	23,825
	277,710
	0.009%

	ECO VIOLATION
	12,363
	10,965
	6,020
	5,165
	6,885
	6,965
	7,473
	6,713
	8,725
	12,790
	9,825
	15,595
	109,483
	0.004%

	UPP ADMIN FEE
	2,940
	2,239
	23,590
	27,541
	13,254
	7,745
	5,844
	7,168
	3,657
	4,383
	3,559
	2,170
	104,091
	0.003%

	VOLUNTARY ART FUND
	0
	0
	0
	14,562
	13,501
	19,003
	2,019
	1,352
	3,505
	9,010
	160
	50
	63,162
	0.002%

	CITATIONS-ADM. FEE - BUS
	1,525
	1,509
	2,163
	300
	2,484
	400
	1,391
	5,286
	4,750
	37,057
	1,125
	3,309
	61,299
	0.002%

	SWIMMING POOL TICKETS
	3,468
	6,100
	2,933
	2,854
	2,477
	2,243
	2,167
	2,257
	2,784
	3,075
	2,734
	3,439
	36,531
	0.001%

	GROSS RECEIPTS TAX
	12,421
	0
	100
	0
	131
	0
	0
	165
	431
	0
	0
	250
	13,498
	0.000%

	UPP LIEN FEE
	858
	594
	484
	968
	1,330
	935
	1,529
	1,933
	1,111
	1,353
	929
	693
	12,717
	0.000%

	ROOFERS FEE
	60
	60
	90
	210
	210
	7,080
	2,250
	390
	270
	150
	180
	30
	10,980
	0.000%

	AIRPORT PARKING
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0.000%

	CITYWATCH
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0.000%

	WORKING FAMILY CREDIT
	0
	0
	0
	0
	0
	0
	0
	0
	
	0
	0
	0
	0
	0.000%

	GRAND TOTAL
	202,812,118
	200,031,751
	94,519,816
	234,623,355
	283,485,787
	602,123,000
	112,042,743
	232,832,369
	227,673,788
	570,835,616
	98,635,545
	131,418,467
	2,991,034,356
	100.000%


Appendix 3 – Features of Work Flow and Document Management
The workflow product should include the following features.  In the columns titled Compliance, indicate (A) Fully Supports; (B) Partially Supports; or (C) Does Not Support, and explain as necessary.  Additional features may be added as necessary.

	Feature
	Compliance
	Feature
	Compliance

	a. Web-accessible.
	
	b. Multiple serial (in-line) and parallel (simultaneous) work flow steps.
	

	c. Multilevel approval capability based on conditional logic.
	
	d. Ability to automatically move forward in the workflow, and to revert to previous steps.
	

	e. Statistical and status reporting
	
	f. Support for Business Intelligence – KPI’s
	

	g. Provides a viewable workflow life cycle from start to finish, with current step indicated.
	
	h. Ability to automatically assign transactions to work groups or individuals, with manual override capability.
	

	i. Automatic, rules driven e-mail notification and alarm capability.  Manual initiation of   e-mail with embedded links.
	
	j. Complete identification metadata for each item.  Allows for multiple components and can be extended as package moves from step to step.
	

	k. Allows ancillary, associated tasks to be spawned or manually initiated.
	
	l. Easy-to-use method of attaching documents or pasting screen prints into the workflow without having to print, scan and attach.
	

	m. Retains a history of changes and operator meta data as packet moves through work flow.
	
	n. Ability to utilize drop-down value selection, to derive information from tables, to perform rules-based calculations.
	

	o. Ability to link packets together due to any relationship.  E.g., one check to pay for multiple taxes; overpayment in one area made available to another payment type.
	
	p. Flexible standard and ad hoc search capabilities.  Ability to save and alter searches and make them available for general usage or usage limited to section, workgroup or individual.
	

	q. Ability to override process or allow waivers based on authorized user entry.
	
	r. Comprehensive security logon and permissions.
	

	s. Comprehensive online Help.
	
	t. Ability to export data to Excel or FTP file.
	

	u. 
	
	v. 
	

	w. 
	
	x. 
	

	y. 
	
	z. 
	


Appendix 3 – Features of Work Flow and Document Management (Continued)
The Document Management System (DMS) should include the following features.  In the columns titled Compliance, indicate (A) Fully Supports; (B) Partially Supports; or (C) Does Not Support, and explain as necessary.  Additional features may be added as necessary.
	Feature
	Compliance
	Feature
	Compliance

	a. Web-accessible.
	
	b. Standard Architecture (not proprietary)
	

	c. Highly rated for Usability: Ease of use in filing, indexing, retrieval and viewing.
	
	d. Viewing features include preview, open in native application (Adobe, MS Office, etc.)
	

	e. Annotation with tic marks, stamps, signatures, notes, etc.
	
	f. Distribution via email, fax, print, publish to pdf, post to portal
	

	g. Adequate ability to integrate with current digital scanning devices, Workflow engine, TTX applications and transaction processing systems.
	
	h. Records Management features: security; rules-based retention, archival and elimination; audit trail includes what documents were viewed, filed, edited, printed, e-mailed, etc.
	

	i. Linkage of documents into related packets that can be accessed as a group.
	
	j. Flexible Security and document check out/check in, and version control.
	

	k. Sophisticated search capabilities.
	
	l. Customizable  and Scalable
	

	m. 
	
	n. 
	

	o. 
	
	p. 
	

	q. 
	
	r. 
	

	s. 
	
	t. 
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Figure 6, OPEX 3690i


Rapid Extraction Desk and Scanner





Figure 8 – NCR 7731 Remittance Processing Workstation





Figure 7 - NCR 7780 Processing Transport System





Appendix 1 – OPEX, Cashiering, Teleform/Alchemy Processing





Software & Hardware 


Utilized in TTX Payment Process.





SOFTWARE:


MS Windows 2003; MS Access and MS Office


UNIX and Oracle Database


NetVantage ItemAge© – Cashiering and remittance application and imaging system for payments processed.


Cardiff’s Autonomy Teleform v. 10 – for processing business tax statement images


Captaris’ Alchemy 8.5 – Imaging system for business tax statements only. 


Rumba and Extra! – for mainframe and AS/400 connectivity.


PC Charge – PC based credit card authorization and processing





HARDWARE:


Opex AS3690i – for mail extraction with image capture.


Opex Model 50 – for mail extraction


NCR 7780 – for remittance processing


NCR 7731 – Cashiering window remittance processing (OCR, check reader, front image capture and receipt printer).


Canon DR9080 – duplex scanner for processing business tax statements.


Epson TM-H6000II – receipt printer only for new cashiering station.


HHP TT8510 – for credit card reader and signature capture device


NCR TS215 with rear camera – check reader and OCR reader only.


Computer with dual graphic cards.


Figure 9 – TTX Payment Processing Hardware & Software
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Sheet1

		CASHIER SECTION ITEMS PROCESSED

		FY 2007/2008

		Description		July-07		August-07		September-07		October-07		November-07		December-07		January-08		February-08		March-08		April-08		May-08		June-08		TOTALS

		WATER BILLS		54,263		56,780		50,174		56,446		53,590		49,008		54,777		49,862		52,794		53,195		50,759		51,759		633,407

		REAL ESTATE		812		67		105		43,132		61,757		109,663		9,030		10,708		32,213		82,914		2,646		5,535		358,582

		BUS. TAX REGISTRATION		2,399		2,321		1,709		2,407		1,898		1,784		23,467		43,878		5,737		3,930		3,503		2,802		95,835

		PAYROLL TAX		7,859		2,667		1,084		1,649		790		743		2,222		12,631		1,340		1,826		1,069		931		34,811

		DELINQUENT REVENUE		2,268		2,190		2,461		2,695		2,700		2,756		3,123		3,222		3,327		3,327		3,415		3,300		34,784

		LICENSE		2,912		1,626		1,660		1,462		1,638		5,318		5,791		2,312		3,246		4,142		1,374		1,438		32,919

		RE SUPPLEMENTAL		2,705		744		1,048		1,861		3,643		5,727		1,146		2,254		1,973		6,197		1,485		3,254		32,037

		UNSEC. PROPERTY TAX		6,424		11,180		2,270		1,231		458		390		417		314		272		267		2,135		2,797		28,155

		PUBLIC TRANSPORT		2,130		2,134		1,464		2,017		1,763		1,592		1,924		1,753		1,764		2,009		1,714		1,916		22,180

		RESIDENT ID CARDS		1,300		1,470		809		750		707		555		586		613		840		1,230		1,159		1,253		11,272

		ALARM		608		810		669		819		1,097		1,442		1,271		611		826		662		611		669		10,095

		PASSPORT		1,193		997		573		722		563		797		751		691		1,148		856		744		955		9,990

		PARKING TAX		691		579		490		627		547		647		541		679		597		608		398		529		6,933

		MISCELLANEOUS ACCT		126		125		2,401		1,379		208		255		285		275		211		282		248		235		6,030

		CREDIT CARD FEE		24		8		8		230		519		2,307		65		87		346		1,925		46		114		5,679

		HOTEL TAX		565		475		387		528		467		426		502		522		419		577		336		469		5,673

		TAX REDEMPTION		638		537		645		689		322		393		231		274		145		209		114		162		4,359

		UPP SUPPLEMENTAL		133		96		98		287		342		396		170		167		188		309		153		207		2,546

		UTILITY TAX		221		175		198		189		170		171		187		169		176		180		185		146		2,167

		VOLUNTARY ART FUND		0		0		0		272		296		458		50		36		112		281		2		1		1,508

		ECO VIOLATION		88		70		49		38		53		50		54		52		68		111		90		134		857

		SWIMMING POOL TICKETS		86		127		70		62		49		50		46		50		60		61		60		74		795

		EMERGENCY		62		65		69		70		64		63		54		66		63		65		62		68		771

		ADMIN. FEE-BUS CITATIONS		38		28		29		12		31		11		28		39		49		19		12		29		325

		UPP LIEN FEE		78		54																						132

		ROOFERS FEE		2		1		3		1		3		46		19		4		3		3		3		1		89

		DEVELOPMENT IMPACT FEE		5		7		1		2		0		4		0		0		1		1		1		3		25

		STADIUM TAX		2		2		2		3		3		2		3		2		0		1		1		3		24

		RET. SALES & LOC. TRANS.		2		2		2		2		2		2		2		2		2		2		2		2		24

		GROSS RECEIPTS TAX		5		0		1		-		2		0		-		1		1		0		-		1		11

		AIRPORT PARKING		0		0		0		0		0		0		0		0		0		0		0		0		0

		CITYWATCH		0		0		0		0		0		0		0		0		0		0		0		0		0

		UPP ADMIN FEE		0		0		0		0		0		0		0						0		0		0		0

		WORKING FAMILY CREDIT		0		0		0		0		0		0		0		0						0		0		0

		GRAND TOTAL		87,639		85,337		68,479		119,582		133,682		185,056		106,742		131,274		107,921		165,189		72,327		78,787		1,342,015
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