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CONSULTANT CONTRACT 

RFP 11-02 MUNICIPAL GOVERNMENT SERVICES PROCUREMENT 
SUB-SECTIONS 2.1, 2.3 FINANCE & ADMINISTRATION 

 
This CONTRACT made and entered into this 25th day of July, 2011 by and between the City of Dunwoody, Georgia 
(Party of the First Part, hereinafter called the City), and JAT Consulting Services, Inc. (Party of the Second Part, 
hereinafter called the Consultant). 
 
NOW THEREFORE, for and in consideration of the mutual promises and obligations contained herein and under the 
conditions hereinafter set forth, the parties do hereby agree as follows:   
 
1. TERM: 

This contract shall commence January 1, 2012 (transitional requirements excluded.)  This contract shall be for a 
multi-year contract period ending no later than December 31, 2015.  The initial term of this Agreement shall be 
through December 31, 2012.  This Agreement shall terminate absolutely and without further obligation on the part of 
the City on December 31 of each succeeding and renewed year, as required by O.C.G.A. §36-60-13, as amended, 
unless terminated earlier in accordance with the termination provisions of this Agreement.  This Agreement may be 
automatically renewed on an annual basis for two (2) additional twelve-month terms.  This Agreement may be 
renewed for a 3rd additional twelve-month term based upon the terms of this Agreement without the necessity of a 
new Request for Proposal upon prior approval by the Dunwoody City Council.  

 
2. ATTACHMENTS: 

Copies of the Consultant's proposal, including all drawings, specifications, price lists, Instructions to Proposers, 
General Conditions, Special Provisions, and Detailed Specifications submitted to the City during the Proposal process 
(hereinafter collectively referred to as the "Bid Proposal") are attached hereto (Exhibit A) and are specifically 
incorporated herein by reference.  In the event of a conflict between the City's contract documents and the Bid 
Proposal, the City's contract documents shall control. 

 
3. PERFORMANCE: 

Consultant agrees to furnish all skill and labor of every description necessary to carry out and complete in good, firm 
and substantial, workmanlike manner, the work specified, in strict conformity with the Bid Proposal.  This contract is 
for the performance of Sub-Section 2.1 AND 2.3 (Finance & Administration) of the RFP and all relevant and related 
items in Exhibit A.  

 
4. PRICE: 

As full compensation for the performance of this Contract, the City shall pay the Consultant for the actual quantity of 
work performed.  The fees for the work to be performed under this Contract are detailed in Exhibit A. The City agrees 
to pay the Consultant following receipt by the City of a detailed invoice, reflecting the actual work performed by the 
Consultant.   

 
5. INDEMNIFICATION AND HOLD HARMLESS: 

CONSULTANT agrees to protect, defend, indemnify, and hold harmless the CITY, its mayor, council members, 
officers, agents and employees from and against any and all liability, damages, claims, suits, liens, and judgments, for 
whatever nature, including claims for contribution and/or indemnification, for injuries to or death of any person or 
persons, or damage to the property or other rights of any person or persons to the extent arising out of and attributed 
to the negligent errors, acts, or omissions of the CONSULTANT.  CONSULTANT's obligation to protect, defend, 
indemnify, and hold harmless, as set forth hereinabove shall include any matter arising out of any patent, trademark, 
copyright, or service mark, or any actual or alleged unfair competition disparagement of product or service, or other 
business tort of any type whatsoever, or any actual or alleged violation of trade regulations. 

 
CONSULTANT further agrees to protect, defend, indemnify, and hold harmless the CITY, its mayor, council 
members, officers, agents, and employees from and against any and all claims or liability for compensation under the 
Worker's Compensation Act arising out of injuries sustained by any employee of the CONSULTANT. 

 
 



 
6. TERMINATION FOR CAUSE: 

The CITY may terminate this Contract for cause upon thirty (30) days prior written notice to the Consultant of the 
Consultant's default in the performance of any term of this Contract.  Such termination shall be without prejudice to 
any of the CITY's rights or remedies provided by law. 

 
7. TERMINATION FOR CONVENIENCE: 

The CITY may terminate this Contract for its convenience at any time upon 30 days written notice to the Consultant.  
In the event of the CITY's termination of this Contract for convenience, the Consultant will be paid for those services 
actually performed.  Partially completed performance of the Contract will be compensated based upon a signed 
statement of completion to be submitted by the Consultant, which shall itemize each element of performance.  

 
8. CONTRACT NOT TO DISCRIMINATE: 

During the performance of this Contract, the Consultant will not discriminate against any employee or applicant for 
employment because of race, creed, color, sex, national origin, age, or disability, which does not preclude the 
applicant or employee from performing the essential functions of the position.  The Consultant will also, in all 
solicitations or advertisements for employees placed by qualified applicants, consider the same without regard to race, 
creed, color, sex, national origin, age, or disability, which does not preclude the applicant from performing the 
essential functions of the job.  The Consultant will cause the foregoing provisions to be inserted in all subcontracts for 
any work covered by this Contract so that such provision will be binding upon each subconsultant, providing that the 
foregoing provisions shall not apply to contracts or subconsultants for standard commercial supplies of raw materials. 

 
9. ASSIGNMENT: 

The Consultant shall not sublet, assign, transfer, pledge, convey, sell or otherwise dispose of the whole or any part of 
this Contract or his right, title, or interest therein to any person, firm, or corporation without the previous consent of 
the City in writing. 

 
10. WAIVER: 

A waiver by either party of any breach of any provision, term, covenant, or condition of this Contract shall not be 
deemed a waiver of any subsequent breach of the same or any other provision, term, covenant, or condition. 

 
11. SEVERABILITY: 

The parties agree that each of the provisions included in this Contract is separate, distinct and severable from the other 
and remaining provisions of this Contract, and that the invalidity of any Contract provision shall not affect the validity 
of any other provision or provisions of this Contract. 

 
12. GOVERNING LAW: 

The parties agree that this Contract shall be governed and construed in accordance with the laws of the State of 
Georgia.  This Contract has been signed in Dekalb County, Georgia. 

 
13. MERGER CLAUSE: 

The parties agree that the terms of this Contract include the entire Contract between the parties, and as such, shall 
exclusively bind the parties.  No other representations, either oral or written, may be used to contradict the terms of 
this Contract. 
 

14. TRAVEL COST REIMBURSEMENT 
Consultant is subject to the City of Dunwoody travel policy for all requests made for travel cost reimbursement. 

 
15. OWNERSHIP OF INTELLECTUAL PROPERTY 
 The City shall own all intellectual property produced under and for this contract. 
 
 
 
 (Signature Next Page) 



DUNWOODY, GEORGIA 
 
IN WITNESS WHEREOF, the parties hereto, acting through their duly authorized agents, have caused this 
CONTRACT to be signed, sealed and delivered. 
 

DUNWOODY, GEORGIA 
 
 By:                

Ken Wright, Mayor 
City of Dunwoody, GA 

  
 ATTEST: 
 
                          
 Signature 
            
 Print Name 
 City Clerk 
  
 
 
 APPROVED AS TO FORM: 
           
 Signature 
 Dunwoody Staff Attorney 
 
CONSULTANT:  
 
BY:         

Signature 
   
Print Name 
  
Title  
 
 
ATTEST: 
 
          
Signature 
          
Print Name 
Corporate Secretary 
(Seal) 
 
 
  

 
 
 

 
 
 



  



EXHIBIT E : DETAIL COST  INFORMATION REVISED JULY 13, 2011
Dunwoody RFP 11-02: Finance and Administrative Services Note: Revised input July 5, 2011 shown in GREEN
Prime Consultant: JAT Consulting Services, Inc. Note: Revised input July 13, 2011 shown in RED
Subconsultant:  Calvin, Giordano & Associates, Inc.

III. SUMMARY OF COSTS

Total

2012 2013 2014 2015 2012-2015

JAT Consulting Services, Inc. 822,507$    822,507$    822,507$           822,507$        3,290,029$ 
Calvin, Giordano & Associates, Inc. 427,489$    427,489$    427,489$           427,489$        1,709,957$ 

1,249,997$ 1,249,997$ 1,249,997$        1,249,997$     4,999,986$ 

Page 3 of 3
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Fee for Each Contract Year
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Letter of 
Transmittal

RFP  11 ‐02
S e c t i o n   C o n t e n t s

May 23, 2011

OUR MISSION: The City of Dunwoody will provide quality services to its 

citizens and support the largest economic engine in the southeast by planning 

in a careful and thoughtful manner. The City of Dunwoody will be inventive, 

transparent and embrace responsible progress, tempered by the city’s rich 

history and strong desire to maintain a close and vibrant community 

atmosphere that values family life and the entrepreneurial spirit. The City of 

Dunwoody will continue to support and nurture a community dedicated to the 

preservation of family, education, religious institutions, and the environment. 
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• PRIME CONSULTANT 

 JAT Consulting Services, Inc. 

• SUBCONSULTANT 

 Calvin Giordano & Associates, Inc. 
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OUR MISSION: The City of Dunwoody will provide quality services to its 

citizens and support the largest economic engine in the southeast by planning 

in a careful and thoughtful manner. The City of Dunwoody will be inventive, 

transparent and embrace responsible progress, tempered by the city’s rich 

history and strong desire to maintain a close and vibrant community 

atmosphere that values family life and the entrepreneurial spirit. The City of 

Dunwoody will continue to support and nurture a community dedicated to the 

preservation of family, education, religious institutions, and the environment. 
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Founded in 1994, JAT Consulting Services, Inc. (JAT) answers the need for high quality, professional 

assistance that increases efficiency, productivity, and cost-effectiveness. JAT serves clients throughout the 

United States and is particularly well known in the Southeast. Our clients range in size from as small as four 

employees to as large as 2,000. JAT has been recognized by the Cobb County, Georgia, Chamber of 

Commerce as one of the Top 25 Small Businesses of the Year for successful growth, innovative services, 

and contribution to community projects. 

 

JAT currently has a skilled professional team of 26 employees with over 75 years of combined experience 

with public agencies, PM/CM consultants, engineering and architectural firms, and contractors. Our wide-

ranging technical expertise includes accounting, financial analysis, office engineering, administrative services, 

grant administration, and contract and project management. JAT professionals are able to integrate 

seamlessly into a client's workplace. We emphasize smooth, efficient procedures and processes that 

incorporate cross-training and a fully integrated team. 

 

JAT offers a complete spectrum of infrastructure operational services for municipalities. JAT recognizes the 

diversity of management styles and structures within organizations and tailors all services to answer specific 

operational needs. Our personnel operate as extended staff with a dedication and professional commitment 

to the municipality and its citizens. We have provided significant finance and administrative services to the 

cities of Atlanta, Dunwoody, and Sandy Springs, as well as to Fulton and Cobb counties. 

 

JAT staff played an integral role in getting the City of Dunwoody up and running in the exceptionally short 

time frame of a few weeks. JAT created the City’s communication/reception to efficiently direct calls to 

proper departments and serve all Dunwoody citizens. With our turn-key expertise and assistance, the City 

has minimized its operating and overhead costs while providing a high level of service to their citizens. JAT 

currently is responsible for the City’s accounting, purchasing, and revenue collection operations. JAT also 

provides administrative assistance, including receptionist services and support for all City Council operations.    

JAT also has provided essential financial services to the newly incorporated City of Sandy Springs, including 

startup, operations, and management of all finance, budget, and purchasing activities. 

 

Additionally, JAT has served as Financial Program Consultant to Hartsfield-Jackson Atlanta International 

Airports $6.7 billion Capital Improvement Plan for over ten years starting in year 2000.  This program includes 

construction of a new runway, an off-site rental car facility, a new international terminal, as well as renovation 

and expansion of the existing terminal complex.  JAT staff serves as an extension to the City of Atlanta 

Department of Aviation. 

 

 “JAT’s commitment to quality client service has been an integral part of the ASG Joint Venture Team’s 

success and is a factor in the renewal of the contract by the City of Atlanta.” 

- Daniel A. Guill, P.E., ASG Joint Venture Board Member 

 

At this time, JAT Consulting Services, Inc. does not have any pending litigation, nor have we had any 

litigation over the last 17 years.   
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With over 30 years of experience in financial office management and process administration, Ms. Tuttle 

possesses wide-ranging technical expertise in accounting, financial analysis, and administrative operations. 

Ms. Tuttle knows the City of Dunwoody well.  She provided management oversight for the newly 

incorporated City in finance and purchasing operations, including a lead role in start-up activities for the 

creation of the City’s operational infrastructure and the development of policies, procedures, and operations.  

Ms. Tuttle has also served as Principal in Charge of operations and management of all finance, budget, and 

purchasing activities for newly incorporated City of Sandy Springs, as part of the privatization of services 

under CH2MHill. Notably innovative, Ms. Tuttle is particularly proficient in analyzing client needs and resource 

management. Jo Ann is an experienced trainer, highly skilled in providing effective sessions in finance, 

accounting and business operations.  

 

Laura Cook has worked extensively within municipal and county government and has an in-depth knowledge 

of the City of Dunwoody’s organizational structure. She was responsible for key initiatives that resulted in the 

newly formed City being the quickest start-up of a new municipality on record. She performed office 

manager duties for the City’s temporary offices, municipal court, and permanent offices. Ms. Cook 

processed business license renewals for all existing businesses within the City and began revenue receipt. 

She served as Acting City Clerk and temporary Assistant Clerk of Courts to expedite clerical and financial 

operations. Ms. Cook’s strong administrative skills extend to a wide range of functions, including invoice 

compliance processing, billing, change orders, pay requests, pay estimates, revenue collection and court 

services. Laura possesses extensive expertise in bid processing, contract administration, contract 

compliance, and financial and job status report preparation. 

 

We are pleased to include Calvin, Giordano & Associates (GCA), as a subconsultant to JAT, in our submittal. 

CGA brings added value to the City with more than twenty years of municipal service experience.  A 

synopsis of their corporate curriculum vitae is provided on the following page. 

 

As a team, we offer the exclusive benefit of continuity by the ability to maintain engagement of the incumbent 

staff, at the discretion of the City, and proceeding with “business as usual.” There would not be transition 

issues which are certain to occur with the implementation of a consultant and staff that do not have 

knowledge of the policies and procedures in place, nor the culture of the City departments. 

 

JAT and CGA have dedicated back office personnel that will support the finance and administration staff 

positioned at the city premises.  Jo Ann Tuttle and Laura Cook of JAT will ensure quality control of all 

process, procedures, performance, and reporting for administrative assistance, receptionist, accounting, 

budgeting, and purchasing services. George Keller and Roma Rowland of CGA will ensure quality control of 

all process, procedures, performance, and reporting for revenue control, human resources, budgeting and 

risk management services as well as providing support efforts as needed.   
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Calvin, Giordano & Associates, Inc. (CGA) is a multi-disciplinary firm that has been conducting business in 

Florida and Georgia for more than seventy-six (76) years.  In 1937, the company started as a small, two-

person surveying firm. By the mid-1970’s, the services expanded to include engineering.  Today, with over 

two hundred (200) employees, CGA provides a broad range of services, including: 

 Public Administration / Management  Landscape Architecture 

 Finance and Administration Services  Planning and Zoning 

 Traffic Engineering   Governmental Services / Code Enforcement 

 Construction Management Services   Construction Engineering Services 

 Building Code Services  Geographic Information Systems (GIS) 

 Utility and Maintenance Services  Environmental Services / Indoor air quality 

CGA has provided professional consulting services to various jurisdictions throughout Florida and Georgia 

including the counties of Orange, Palm Beach, Martin, Osceola, Polk, and Fulton. We have also supported 

municipal jurisdictions such as Atlanta, Dunwoody, Sandy Springs, College Park, Roswell, Hallandale Beach, 

Hollywood, Lauderhill, Miami Springs, Miramar, North Lauderdale, North Miami, North Miami Beach, 

Pembroke Pines, Riviera Beach, Sunny Isles Beach and Weston many of which have been repeat clients for 

more than twenty (20) years. 

The assembled team has more than 30 years of experience working in municipal and county government, as 

well as representing private sector clients in municipalities and counties throughout the state of Florida and 

Georgia.  CGA will call upon this array of knowledge to fulfill the Finance and Administrative needs of City. 

 

Our pioneering efforts have been showcased in such prestigious journals as Public Administration Review, 

Public Management (publication of the International City Managers Association), and HR News (publication of 

the International Public Management Association for Human Resources).  Our long term relationship with 

numerous governmental entities demonstrates that we provide quality service and exceptional solutions time 

and time again.  CGA understands the organizational structure and delicate balance between the citizens, 

electorate, elected officials, administration, staff, labor unions, and contractors involved in operating a 

jurisdiction because that is our business.  

CGA’s corporate resources of over 200 professionals are based in five offices in Florida and Georgia. 

CGA is proud to recognize the recent opening of its local Dunwoody office at 4151 Ashford Dunwoody 

Road, Suite 120, Ashford Perimeter Center.   CGA’s back office support spans over a dozen varied 

professional disciplines, with heavy concentration in local government public administration.  The company 

president and several staff members are former City Managers/Asst. City Managers spanning the last three 

decades.  During this same timeframe, CGA has become a leader in the provision of contract government 

services; both for new start up cities, and existing jurisdictions modifying service delivery.   The depth of 

resources needed to support unexpected service needs exists with CGA and has been demonstrated on 

numerous occasions with the City of Dunwoody. 
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2.3  FINANCE AND ADMINISTRATIVE SERVICES 

2.3.1  General Requirements ......................................................  

2.3.2  Administrative Assistance and Reception 

2.3.3  Administrative Assistance to City Clerk 

2.3.4  Accounting 

2.3.5  Budgeting Services 

2.3.6  Revenue Control 

2.3.7  Purchasing Services 

2.3.8  Human Resources 

2.3.9  Risk Management 
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OUR MISSION: The City of Dunwoody will provide quality services to its 

citizens and support the largest economic engine in the southeast by planning 

in a careful and thoughtful manner. The City of Dunwoody will be inventive, 

transparent and embrace responsible progress, tempered by the city’s rich 

history and strong desire to maintain a close and vibrant community 

atmosphere that values family life and the entrepreneurial spirit. The City of 

Dunwoody will continue to support and nurture a community dedicated to the 

preservation of family, education, religious institutions, and the environment. 
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As the incumbent consultant for the City of Dunwoody, the JAT Team has an excellent grasp of the scope of 

services required.  Our Team was in place at the forefront of the City’s beginnings.  Our accounting staff was 

responsible for putting processes and procedures in place to set up and run the Finance and Administration 

Department prior to the hiring of the City’s Finance Director.  We developed monthly financial statements and 

procured financing for the City’s startup funding needs in the form of operating leases.  We tracked cash 

flows to ensure that the City remained solvent. We set up online banking and credit card processing, 

accounts payable and payroll processes, cash handling and collections processes.  We received the 

Government Finance Officers Association’s (GFOA) Certificate of Achievement for Excellence in Financial 

Reporting awards for both our 2009 and 2010 CAFRs. We received the GFOA Distinguished Budget 

Presentation Award for our 2010 budget document.   

 

Through expert service and innovative methods, JAT ensures the smoothest operation of critical business 

functions. Using the best practices of the industry, JAT tailors systems and procedures to explicitly answer 

your needs.  We have the resources and expertise to help local governments operate at a lower cost while 

providing a high level of service to their citizens. 

 

We understand the services delivery, work activities and deliverables.  Our current culture is a seamless, 

transparent integration of our staff with the City staff. We have established great working relationships with 

our clients.   

 

We provide employees that are proficient with the software utilized by the Finance and Administrative 

Department. We provide employees with the appropriate experience, training and expertise to effectively and 

efficiently fulfill the needs of the City.  Our Accounting Manager is a Certified Public Accountant (CPA) with 20 

years experience in state and local government. Our Staff Accountant has a degree in accounting with over 

20 years experience in local government. We provide employees with professional development 

opportunities which keep their skill sets current and provide opportunities to network with industry peers.   

 

(Select good people, feed them well, keep them happy and make sure they are trained.) 

 

As a new City, Dunwoody has the advantage of being able to embrace new technology and new ideas.  

Without having a vast amount of institutional history, we have the flexibility to change processes and 

procedures quickly to take advantage of efficiencies that may be gained implementing new technologies or 

processes.  From the start, our processes have evolved and continue to evolve into more efficient, more 

effective routines.  Both the city and consulting staff embrace new ideas and welcome suggestions, new 

ideas or improvements to our current processes.   

 

Networking with industry peers, professional development and other means expose us to ideas and 

innovations being used in our sister governments.  We recognize that even a small change to a procedure 

can result in greater efficiencies.  Our consultants use their experience and expertise to research and 

evaluate every aspect of new technologies or new technical requirements.  We work closely with City staff on 

a day to day basis.   
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For improvements requiring city funding and approval, a written recommendation memo will be submitted 

after sufficient research and evaluation have been completed.  Once the improvement has been approved 

through the appropriate channels, a detailed implementation plan will be developed encompassing 

stakeholder and customer communications, infrastructure preparation, data conversion, system roll out, 

training, change management, business process reengineering, help desk procedures, change request 

procedures, and problem resolution procedures.  

 

Organizations need good management-staff relations in order to function at a high level. Our consultants 

strive toward maintaining excellent working relationships with City staff and other onsite consultants at every 

staffing level.   

 

At the same time, our consultants are cognizant of the stipulations concerning communications with the 

Mayor, City Council, Director of Finance and media services only through the City Manager or designee, 

unless otherwise authorized.              

 

As the incumbent, the award of this contract will result in few transition issues for the Accounting section at 

the beginning of the contract period.  Our primary focus for the transition period will be on developing key 

performance indicators as stipulated in the general requirements and augmenting the services currently 

provided, such as the preparation of a Popular Annual Financial Report.   

 

For the ending transition period, our firm will work with City staff to develop a Business Continuity Plan (BCP) 

to prepare the Finance and Accounting Department for any transitional issues related to the change in 

consultant contracts.  While a business continuity plan is typically considered a tool for staying in business in 

the event of a disaster, its usefulness can be extended beyond just that.   

 

Though complex, a BCP manual is a critical tool used to outline a secondary work site, technical 

requirements and readiness, regulatory reporting requirements, work recovery measures, the means to 

reestablish physical records, the means to establish a new supply chain, or the means to establish new 

production centers.  A BCP, crisis management, and disaster recovery planning are integral and necessary 

components for an organization's overall risk management.   

 

At its simplest, the Business Continuity Plan identifies core business processes, defines roles and assigns 

responsibilities, and prioritizes functionality within the entity.  It evaluates operational risks and provides 

mitigation strategies based on impact analysis. It also establishes procedures for succession of management 

and/or employees, which makes it an ideal tool to use during the transition period.   The Business Continuity 

Plan will provide the essential framework for transitioning from the current set of consultants to a new team in 

the event the contract is not awarded to the JAT Team. 

 

Our employees comply with the established policies of the Sustainability Commission, such as the No-Idling 

Policy, Lights Off-Power Down Policy and the City Purchasing Policy. In addition, our employees are 

encouraged to utilize public transportation such as MARTA and GRTA or carpool whenever possible.  At 

present, 20% of our team either carpool or use public transportation on a regular basis.   
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2.3.1  General Requirements  

 
Contractors responding to the Finance and Administrative scope of work shall perform the following services: 

 

2.3.1.1 Identify and perform Finance and Administrative assistance where the firm reasonably 

anticipates needs, which are not specifically set forth below. 

Our Team is sincerely committed to our professional responsibilities and performance in providing all aspects 

of Finance and Administration.   Each individual staff member understands the essential functions and high 

priority of our service to the City.  We are instilled with motivation and pride to look forward, plan ahead, 

prevent problems, and approach the City’s business in a proactive style at all times identifying and 

performing the responsibilities not specifically outlined below but are a necessary function in providing 

Finance and Administration services. 

 

2.3.1.2 Provide the City with a primary contact who shall be available to the City in person or by 

telephone on a twenty-four (24) hour basis, seven (7) days per week. 

JAT Consulting Services is a local firm with an office located in Cobb County and all JAT employees are 

located within the Metropolitan Statistical Area.  Our team Project Manager for the City of Dunwoody is Laura 

Cook and is available in person or by telephone on a twenty-four (24) hour basis, seven (7) days a week.  Jo 

Ann Tuttle, President of JAT Consulting Services will also be made available to the City of Dunwoody.  The 

identification of a secondary contact is provided so that constant coverage will be maintained in the event 

that the first contact is unavailable.  

 

2.3.1.3 Provide supervision of Contractor(s) providing Finance and Administrative Services to ensure 

that all contractual requirements are performed effectively and efficiently.  The City Finance Director 

will provide day-to-day operational supervision for department staff. 

The Project Manager will be responsible for the supervision of the Contract staff providing Finance and 

Administrative Services ensuring all contractual obligations and requirements are performed effectively and 

efficiently.  The Project Manager understands that the City Finance Director will provide the day-to-day 

operational supervision for the department staff.  As the internal structure of the City continues to evolve our 

team will be diligent in the evaluation of existing policies and procedures ensuring that any inefficiencies or 

uneconomical practices are identified.  Our team will document any issues, collaborate with all shareholders, 

and provide a recommendation to include a comprehensive work plan to the Finance Director. 

 

2.3.1.4 Provide additional staffing resources on an as needed basis to support the City, such as 

during financial audits.    

Our team’s close relationship with the City staff provides knowledge and experience to procure additional 

staffing resources as needed to support the City during such times that workload is increased by seasonal or 

specific events.   
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2.3.1.5 Provide employees that are proficient with the software utilized by the Finance and 

Administrative Department. This, at a minimum, includes the Microsoft Office Suite.     

Our proposed staff is knowledgeable in all software as well as equipment currently utilized by the City of 

Dunwoody.  The accounting staff utilizes the Tyler modules on a daily basis for multiple accounting functions.    

The Assistant to the City Clerk utilizes the Sire modules for the production of agendas, meeting minutes, 

records management, open records requests and she is knowledgeable in the operation of the audio visual 

equipment in the City Council Chambers.  The Receptionist and all Administrative Assistants are fully capable 

of operating the main switchboard in the front receiving area.  All our staff are proficient in Microsoft Office 

Suite. 

 

2.3.1.6 Provide services under the direction of the City Finance Director or designee. The Finance 

Director is a City employee. 

Our team will provide services under the direction of the City Finance Director or designee.  These services 

will include but is not limited to the production of monthly financials statements, accounts payable and 

payroll processing, accounts receivable, cash handling and collections process, budget preparation and 

monitoring, and processing business licenses and excise taxes.  As well as the Human Resources and 

Assistant to the City Clerk functions. 

 

2.3.1.7 Adhere to all established internal controls and procedures. 

The City of Dunwoody has implemented a system of internal controls in accordance with GAAP, GASB 

pronouncements and industry best practices surrounding cash, payroll, revenues, and expenditures and 

Human Resources to safeguard the assets of the City.   Our staff is knowledgeable and has played an 

integral part in the establishment of the current procedures and internal controls and they will continue to 

maintain a strict adherence to these controls. 

 

2.3.1.8 Perform roles related to facility management including, but not limited to, small repairs at City 

Hall, maintenance of building equipment such as door locks and key assignments and coordination 

with property management. 

The Administrative Assistant will perform roles related to facility management including, but not limited to, 

small repairs at City Hall, maintenance of building equipment such as door locks and key assignments and 

coordination with the property management.  Our approach to this task will be systematic in that a record 

log will be maintained to include dates and status of each item so that any necessary follow-up can be 

made.  A relationship with the property managers will be established along with all contact information. 

 

2.3.1.9 As it relates to Finance and General Administrative Services functions, track, maintain and 

report on key performance indicators established by the City in consultation with the Contractor in a 

timely manner. 

The Project Manager will be responsible for monitoring the established performance metrics for each of the 

service functions related to the Finance and General Administrative services.  She will work closely with each 

staff member utilizing a performance metrics matrix to record the progress of each respective service line 

(deliverable).  Open and constant communication with the individual staff members will be crucial to ensuring 
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all key performance indicators reflect a high level of excellence.  Our staff members will be made aware of the 

performance metrics and how they relate to their roles and responsibilities.  Reports will be compiled and 

provided to the Finance Director in a timely manner. 

 

 

2.3.2 Administrative Assistance and Reception 

 
Our administrative assistants have provided the City of Dunwoody with administrative support since the 

incorporation of the City in 2008.  During this time the administrative staff has contributed to the 

establishment and development of procedures as well as the culture that is now in place.  With the City’s 

growing internal infrastructure our administrative staff will continue to evolve to meet the ever changing needs 

of the City.  Our approach to the administrative functions is to assign primary roles with secondary and 

shared responsibilities.   All administrative assistants will have the skills and expertise to function within their 

respective role and will be trained to support or provide coverage for many of the other administrative 

responsibilities.  This cross training approach is beneficial in providing the needed assistance caused by a 

seasonal flux of operations such as Business License renewal.   The administrative staff will regularly assist 

each other with training opportunities and develop a step-by-step guide for their responsible tasks to be 

utilized by the other administrative assistants when performing secondary responsibilities. 

 

JAT shall provide the following services: 

 

2.3.2.1 Provide dedicated clerical and administrative support for the office of the City Manager, as 

well as clerical and administrative support for elected officials and the City Finance Director. 

Clerical and administrative support for the City Manager, elected officials, and City Finance Director will be 

provided by a dedicated administrative assistant to include but not limited to preparation of correspondence, 

expense reports, travel arrangements, and special task assignments.  A proactive approach will be taken 

with all tasks in order to provide the highest level of assistance.  This will include a clear understanding of the 

assignment and schedule, collaboration with other staff members, compilation of research, and the 

preparation of draft responses for review. 

 

2.3.2.2  Receive and screen visitors and telephone calls at the reception station to be staffed by the 

firm at all times during the City’s business hours (currently 8am – 5pm except for holidays), providing 

first-tier responses to customer inquiries. 

A dedicated receptionist will be assigned to fulfill the responsibilities of receiving and screening visitors and 

telephone calls during the City’s business hours of Monday through Friday from 8:00 am to 5:00 pm.  Daily 

breaks and lunch relief for this position will be provided by the other onsite administrative staff on a rotating 

schedule.  At times of illness or vacation, additional experienced staffing resources will be made available to 

provide coverage for the receptionist position.   This will allow the other administrative assistants to provide 

uninterrupted services to their respective primary roles and responsibilities. 

2.3.2.3 Ascertain the need of visitors and callers, and direct the person to the proper department or 

person within the municipality to meet his/her needs. 
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The receptionist will possess the skills and understanding of the City’s departmental roles and responsibilities 

in order to discern the nature of a phone call or visit and direct the citizen or business to the appropriate 

department or individual in a courtesy, timely and accurate manner.   

 

2.3.2.4 Collect and sign for all incoming and outgoing mail or express packages and maintain a log 

of packages, monetary receipts, carrier, sender, and recipient. 

The receptionist will collect and sign for all incoming and outgoing mail during the course of the business 

day.  Incoming mail will be sorted and delivered to the appropriate recipients before the close of the business 

day. Designated packages and mail will be recorded in a daily log in order to provide any needed monitoring 

of accounts receivable funds for proper internal controls.   

 

2.3.2.5 Maintain and post calendars and agendas for the City Clerk, City Manager, Mayor and City 

Council as well as other City boards, commissions and teams. 

Administrative staff will be responsible for the maintenance and posting of calendars and agendas for the 

City Clerk, City Manager, and City Council as well as other various City boards and commissions.  This 

information will be maintained by the administrative staff relative to their respective assignments.  Also 

relative calendars, agenda, and meeting minutes will be posted on the City website as directed by the City 

staff and all City procedures will be followed in posting this information. 

 

2.3.2.6 Coordinate travel arrangements as required under the City’s travel policy for the City 

Manager, Mayor, City Council, and other staff as necessary. 

Administrative staff will be responsible for the coordination of travel arrangements for the City Manager, 

Mayor, City Council, and other staff as necessary.  Administrative staff will make sure that the City travel 

policy is followed and all travelers are informed of the documentation needed for the submission of expense 

reports to the accounting department. 

 

2.3.2.7 Provide dedicated administrative support and services to the City Manager to provide relief 

from the management of administrative details. Screen visitors and callers to minimize unproductive 

and/or unnecessary interruptions. 

A dedicated administrative assistant will be assigned to the City Manager in order to provide all needed 

administrative support to assist with all of his day-to-day clerical needs.  This administrative assistant will 

have the necessary understanding of the City Manager’s role and responsibilities in order to screen all visitors 

and callers minimizing any unproductive or unnecessary interruptions.  The administrative assistant will 

coordinate with the City Manager on a daily basis to keep abreast of the critical issues that will need his 

immediate attention. In conjunction with maintaining the City Manager’s calendar, the administrative assistant 

will be able to locate and forward or notify him of important calls and/or visitors that need his immediate 

attention. 

 

2.3.2.8 Compose correspondences and respond to general inquires on behalf of the City Manager. 

A dedicated administrative assistant will work with the City Manager in composing correspondence in order 

to respond to  general inquires.  The administrative assistant will take a proactive role in developing draft 
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responses and providing any relative resource information in order to assist the City Manager with a formal 

response.  This would also include collaboration with other departments and any internal or external 

research.  

 

2.3.2.9 Type, proofread, edit and format meeting transcriptions and other formal correspondence. 

All administrative assistants will be made available to work with any City staff to provide clerical needs related 

to the production of written correspondence to include preparation of drafts, meeting minutes, newsletters, 

publications, and any other form of correspondence requested.  All administrative staff are knowledgeable in 

MS Office Suite. 

 

2.3.2.10 Attend all City Council meetings and hearings and other meetings, as directed by the City 

Manager or designee.   

Any member of our team, on-site or back office support, will be made available to attend all City Council 

meetings, hearings, or any other meetings as directed by the City Manager or designee.  Our staff is fully 

aware of the need to maintain a flexible schedule in order to be in attendance as requested.  Our staff will be 

well prepared for any Council Meeting as needed by any of their respective Department Heads in order to 

provide support for specific agenda items.  Furthermore, the Assistant to the City Clerk will arrange her 

working schedule as directed by the City Clerk to attend required meetings and produce any meeting 

minutes. 

 

2.3.2.11 Respond to all inquiries as directed. 

The administrative assistants will be able to provide responses to inquires as directed.  All responses will be 

researched, drafted, proofed and presented to the respective City Staff member if needed.  The 

administrative assistants will be able to respond directly to those inquires relative to their primary roles. 

 

2.3.2.12 Provide and maintain access to data to other City contract providers as necessary. 

It is understood that the City operates as a public private partnership with private firms providing a majority of 

the services for the City.  Our administrative assistants have the experience and ability to work within a 

complex matrix of consultants providing the necessary information or assistance as needed.  Our team 

understands that all individuals working within the City are a team and play an integral part in providing the 

residents and businesses of the City of Dunwoody with a high level of customer service and will provide any 

needed data in a timely manner. 

 

2.3.2.13 Identify and perform other administrative assistance and reception where the firm 

reasonably anticipates needs, which are not specifically set forth above. 

The administrative assistants are experienced and will be able to provide other administrative assistance and 

reception such as; scheduling of the City Council Chambers for the use by citizens, utilization within other 

departments as needed to complete a task, providing support to organize City sponsored activities, as well 

as any assistance needed by the Municipal Court. 
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2.3.3 Administrative Assistance to the City Clerk  

 
The administrative assistant proposed for this position is currently in her second year of providing clerical and 

administrative support to the Dunwoody City Clerk.  Her knowledge and experience clearly define her ability 

to perform the required tasks and her attention to detail and instructions is reflected in her excellent quality of 

work.  She is already familiar with the established policy and procedures as well as all applicable software 

and equipment necessary to perform duties of the City Clerk.  As part of the administrative staff her 

secondary responsibilities include providing the relief for the receptionist and assisting with Business License 

and Municipal Court tasks.    

 

2.3.3.1 Provide dedicated, full-time, on-site clerical and administrative support for the office of the 

City Clerk. 

Our team will provide a dedicated full-time administrative assistant to provide on-site clerical and 

administrative support to the office of the City Clerk.  This individual has the experience and skill set to 

provide all the needed assistance to the City Clerk as well as act on her behalf during her absence.    

 

2.3.3.2 Maintain and administer the City’s system of archiving documents, records, and contracts for 

all City departments at the direction of the City Clerk, protecting the integrity of all public records in 

accordance as set forth in the Official Code of Georgia Annotated (OCGA).  

The administrative assistant will follow all provisions to securely maintain and administer the City’s system of 

archiving documents, records, and contracts for all City departments protecting the integrity of all public 

records in accordance with OCGA.   Current experience with the records management plan for the City of 

Dunwoody and the Sire document management software will enable the administrative assistant to 

accurately and effectively file and retrieve documents electronically and in hard form.     

 

2.3.3.3 Maintain and administer the City’s document imaging system and records retention 

management. 

The administrative assistant will maintain and administer the City’s document imagining system and records 

retention management by utilizing the Sire modules currently in place.  The administrative assistant has the 

skills and experience to scan and file all records accurately and efficiently with this software and is familiar 

with the file structure and the processes already in place.   

 

2.3.3.4 Format, print, route and store ordinances, and resolutions for the City Clerk. 

The administrative assistant will format, print, route, and store ordinances, and resolution for the City Clerk as 

directed.  The administrative assistant has the ability and experience to correctly and accurately develop, 

format, and route vital documents for the City Clerk as directed.  Understanding that these documents will 

become legislation once presented and passed by the City Council, our administrative assistant will 

approach this task with extreme attention to detail.  Validating all information and obtaining all required 

reviews in a timely manner will be a priority in order to meet any required deadlines.  Once ordinances and 

resolutions are passed by the City Council these documents will be scanned and filed utilizing the 

appropriate Sire module and the hard copies will be deposited in the vital records room. 
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2.3.3.5 Respond appropriately to open records requests on behalf of the City as directed by the City 

Clerk. 

The administrative assistant understands the Open Records Act as well as Georgia’s Sunshine Laws and 

has experience in responding to open records requests as directed by the City Clerk.  Familiarity with the 

established City of Dunwoody procedures and an understanding of the review process enables a quick and 

accurate response to requests while maintaining all applicable rules and regulations for disclosure and 

redactions.      

 

2.3.3.6 Duplicate and distribute materials for City meetings. 

It will be the responsibility of the administrative assistant to duplicate and distribute materials for the City 

Council Meetings as well as various other meetings such as the Design Review Advisory Committee and 

Community Council.   The administrative assistant is familiar with the current Sire software modules utilized 

to produce the needed materials.    

 

2.3.3.7 Organize and store City contracts as directed by the City Clerk. 

The administrative assistant will be responsible for the organization and storage of the executed City 

contracts.  Familiar with all the regulations and procedures associated with the filing of vital records, the 

administrative assistant will be able to accurately and efficiently file as well as retrieve all City Contracts.   

 

2.3.3.8 Post public notices as directed. 

The administrative assistant will be responsible for posting public notices for various City meetings at 

specified locations prior to start of the meeting.  It is also understood that the Legal Organ for the City of 

Dunwoody will need to be notified of the City Council Meetings as well as any mandated publications of 

announcements for specific meetings or hearings. 

 

2.3.9 Ensure compliance with all open records and open meeting laws as set forth in the OCGA and 

assist the City Clerk during meetings by taking attendance and recording motions and votes.  The 

dedicated staff for the City Clerk is expected to attend all City Council meetings. 

The administrative assistant will assist the City Clerk at all City Council meetings ensuring compliance with all 

open records and open meeting laws as set forth in the OCGA.  The administrative assistant will be 

responsible for the distribution of agenda materials to the Mayor and City Council, provide copies of the 

agenda and comment cards for the public, prepare audio and visual equipment, and manually recording 

meeting minutes to include the attendance and motions and votes of the City Council.   

 

2.3.3.10 Perform City Clerk’s responsibilities upon the City Clerk’s absence. 

It is understood that the administrative assistant will be called upon during the absence of the City Clerk to 

perform the responsibilities of the City Clerk.  The administrative assistant has the experience and ability to 

provide all the necessary coverage to include the preparation and distribution of City Council agenda, 

participating in the Council meetings, and recording the meeting minutes utilizing the Sire software module.  
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As well as responding to open records requests with the assistance of the City Attorney and  attending 

Departmental meetings to summarizing City Council decisions from the previous Council meeting as well as 

discuss the agenda items for the next Council meeting. 

 

2.3.3.11 Assist in the coordination of municipal and special elections, disclosure requirements, and 

qualifications, including, but not limited to, addressing polling station issues, preparation of ballot 

questions, or any other related issues arising from election matters. 

The administrative assistant will assist in the coordination of municipal and special elections, disclosure 

requirements, and qualifications including but not limited to addressing polling station issues, preparation of 

ballot questions, or any other related issues arising from election matters.  Current knowledge and strict 

adherence to the City of Dunwoody Charter and Chapter 2 of Title 21 OCGA, Georgia Election Code along 

with the direction of the City Clerk will serve as a guide for the administrative assistant so that all applicable 

rules, laws, and regulations are maintained during an election.  

 

 

2.3.4  Accounting   

 

The Consultant shall provide the following services: 

 

2.3.4.1      Provide a full-time, on-site Accounting Manager, approved by the City, with full 

responsibility to manage all Accounting staff necessary and proper to perform the services, duties, 

and responsibilities set forth. The Contractor shall not replace the approved Manager without written 

approval of the City, which approval will not be unreasonably withheld. 

Our current Accounting Manager is a Certified Public Accountant (CPA) with twenty (20) years of experience 

in state and local government.  This individual will manage all Accounting staff to ensure that the 

performance of all services and responsibilities are being met.  JAT’s Project Manager will meet with the 

Accounting Manager on a regular basis. 

 

2.3.4.2      Maintain all financial records for the City and component units and joint ventures of the 

City in accordance with applicable laws, guidelines, standards and best practices for municipal 

accounting, including, but not limited to, General Accepted Accounting Principles (GAAP), 

pronouncements of the Governmental Accounting Standards Board (GASB), best practices and 

advisories of the Governmental Finance Officers Association (GFOA) and the City’s accounting 

manual. 

The City of Dunwoody has implemented a system of internal controls in accordance with GAAP, GASB 

pronouncements and industry best practices surrounding cash, payroll, revenues and expenditures and 

information technology to safeguard the assets of the City. Employees are under the direction and 

supervision of the City employees and City Council, and adhere to the policies and procedures set forth and 

approved by the City Council. 

 

2.3.4.3 Produce and deliver to the City Finance Director in timely manner any and all financial 

information and reports as requested by the City Finance Director. 
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Financial reports are produced on a monthly basis by the Accounting Manager in accordance with the 

requirements of the City Charter and the City Finance Director.   Revenues and expenditures are reported on 

a modified accrual basis.  The reports include budget comparisons as well as prior year comparisons. The 

reports are reviewed by the Finance Director and then presented to Council once per month. The 

Accounting Manager provides ad hoc reports to the City Finance Director and other department heads upon 

request.   

 

2.3.4.4 Assist in developing and implementing the policies and procedures established by the City 

Finance Director for the withdrawal/transfer and disbursement of City funds, promotion of internal 

controls and reporting of financial information. 

Good internal control procedures are of necessity linked closely with good accounting control and 

accounting procedures.  Self-determination of accountability is a cardinal violation of the principles of internal 

control; therefore, any adequate system of internal control should provide that no individual keep the entire 

record of a transaction.  The City of Dunwoody has implemented policies and procedures and a system of 

internal controls in accordance with GAAP, GASB pronouncements and industry best practices surrounding 

cash, payroll, revenues and expenditures and information technology to safeguard the assets of the City.  

We will continue to update and improve these policies and procedures on a regular basis.  

 

2.3.4.5 Process all invoices presented with proper approval for payment; process only invoices 

presented with proper approval.  

Cash Disbursements are made exclusively by the finance department.  Disbursements are made based on 

appropriate documentation.  Check Requests are required for non-repetitive payments and for purchases 

not requiring a purchase order. 

 

2.3.4.6 Promptly identify and pay all City bills and obligations, including payroll, in accordance with 

Georgia law and sound business practices. 

The City has Accounts Payable policy and procedures that ensure that expenditures are reported and paid in 

the appropriate period and in accordance with Georgia law and sound business practices.  Payroll is 

processed by ADP based on reports sent in from the City.  Employees are paid bi-weekly; however, the 

Mayor and City Council are paid monthly.  Payroll tax returns and W-2s are prepared by ADP.  The Staff 

Accountant has primary responsibility for processing the payroll. 

 

2.3.4.7 Properly code and record all financial transactions of the City under the direction of the City 

Finance Director. 

We will ensure that all financial transactions of the City have been properly coded and recorded under the 

direction of the City Finance Director.  

 

2.3.4.8 Prepare and review journal entries, direct pays and wire transfers. 

At the present time, journal entries are made on a regular basis to post the payroll based on the reports from 

ADP.  A standard journal entry template form is used.  Most other manual journal entries are to correct miss-

postings that have occurred. We will strive to minimize the manual journal entries.  These entries are usually 
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made by the Accounting Manager.  Once the data entry is complete, the edit list is run and is checked for 

accuracy by the Staff Accountant.  After this is verified, the entry is posted to the general ledger by the 

Finance Director.  The only interbank transfers are made between the Court Services, Hotel Motel and 

Concentration accounts.  The Accounting Manager (JAT) and the Staff Accountant (JAT) can authorize these 

types of transfers that go between bank accounts.  They cannot authorize any transfers of money outside 

the bank.  Only the City Manager (City) and Finance Director (City) are authorized to transfer money outside 

the bank. 

 

2.3.4.9 Maintain capital asset records. 

The City has various assets, mainly infrastructures, which were donated from DeKalb County as part of the 

split into a new City.  The City also owns all of the parks within the city limits.  We will continue to maintain 

these records in the Tyler Incode Fixed Assets module by the accounting staff.  

 

2.3.4.10   Maintain accounting subsidiary ledgers and supporting schedules to support account 

balances in the general ledger. 

Subsidiary records and control accounts are necessary to properly account for assets and liabilities 

and to analyze revenues and expenditures. All subsidiary ledgers and supporting schedules will be verified 

monthly with the account balances in the general ledger to confirm accuracy. 

 

2.3.4.11   Maintain cash and investments in accordance with approved investment policies and 

applicable laws. 

The City currently maintains the following bank accounts:  Concentration, Disbursement (ZBA), Payroll (ZBA), 

Bonding Escrow, HOST Account, Court Fund, Hotel/Motel, State Seized Restricted, State Seized 

Unrestricted and Federal Seized Funds.  All of these accounts are maintained at Sun Trust Bank.  All of the 

fund accounts are treated in accordance with approved investment policies and applicable laws.  

 

2.3.4.12   Identify and maintain records and accounting for all grants and capital projects. 

The City currently receives several grants from federal, state and local sources. The policy requires that all 

grants applications are reviewed by the accounting department and approved by the Council before being 

submitted to the grantor agency.  It also requires any other grant correspondence such as reimbursement 

requests and extensions to be reviewed by the accounting department.  The policy states that such reviews 

are to be handled by the Accounting Manager, with periodic assistance by the Finance Director. We have 

implemented project accounting to assist with the record keeping for capital projects, grants, certain 

expenditures by category and certain expenditures by department.  The Accounting Manager has 

responsibility for maintaining the projects. 

 

2.3.4.13   Prepare responses for surveys for other governmental agencies and authorities as directed 

by the City Finance Director. 
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We will prepare responses to surveys for other government agencies and authorities as directed by the City 

Finance Director. 

 

2.3.4.14   Assist the City Finance Director and City Clerk with contract administration and supervision 

of contracts and agreements. 

Both our Accounting Manager and our Purchasing Manager possess demonstrated knowledge and 

expertise in contract administration and will continue to assist in the supervision of the various contracts and 

agreements.  

 

2.3.4.15   Assist the City Finance Director with obtaining financing when necessary. 

The Accounting Manager, with assistance from JAT’s Project Manager, will gather documents and 

information for purposes of obtaining financing as necessary.  Current staff was instrumental in providing 

assistance when the City obtained the note payable from BB&T through GMA to purchase the police 

vehicles and other types of public safety equipment at the beginning of the City start up.   

 

2.3.4.16   Prepare monthly financial reports for the City Finance Director’s review in order to 

distribute to City Council by the end of the following month. 

Monthly financial reports will be completed and verified in a timely manner in order to allow for adequate 

review by the City Finance Director prior to distribution to the City Council by the end of the following month.  

 

2.3.4.17   Identify and analyze financial trends and variances and report them to the City Finance 

Director. 

We will identify and analyze financial trends and variances on a monthly basis and provide a written report to 

the City Finance Director. 

 

2.3.4.18   Compile operating and financial data to assist with the preparation of the annual budget. 

Our Team will assist in the gathering of financial data and reports that are necessary for the preparation of 

the annual budget.   Actual cost reports are provided to each department that has budget estimates and 

actual budget expenditures for their use in budget preparation.  Also, we are available to work with each 

department on an individual basis as needed.  

 

2.3.4.19   Prepare all required annual reports including the City’s Comprehensive Annual Finance 

Report (CAFR) to be delivered to the Department of Audits within the requirements and deadlines 

established in OCGA. 

The CAFR is a detailed and complete financial presentation prepared in accordance with Generally Accepted 

Accounting Principles (GAAP) and audited by the County’s independent external auditors. Our team will 

continue to maintain an adequate accounting system which will provide all data necessary for the timely 

preparation of financial statements and reports.  We will be responsible for reconciliation, verification and 

completion of all annual reports including the City’s Comprehensive Annual Finance Report.  We will also 



  3.3.1.3 section 111 – response to scope of work 

rfp 11-02 

finance and administrative services

page 14 

ensure that the work efforts meet the standards of transparency and reliability of public-sector financial 

reports as well as the requirements and deadlines as established in the OCGA.  Our “Managing for Results” 

and “Operational Accountability” approach will allow us to continue to assist in improving the City’s overall 

management and performance while striving to be customer focused, results oriented and innovative in 

delivering service and strategies. 

 

2.3.4.20   Prepare a Popular Annual Financial Report (PAFR) under the requirements and guidelines 

published by GFOA and internal deadline requirements. 

The Popular Annual Financial Report (PAFR) can play an important role in making financial information 

accessible to everyday citizens and other interested parties who may be challenged by more detailed 

traditional financial reports.  The report should provide an analysis of the financial position of the City, where 

the revenues are derived that are used to operate the City, in what manner those same dollars are spent, 

and how the local economy impacts Dunwoody’s overall financial status. Our team realizes the importance of 

a strong relationship between the City Government and the community, and the goal is to clearly 

communicate the results of the financial operations of the City in a reader friendly financial publication.  

 

Our team will provide assistance to the City in running an effective and efficient government which the 

citizens can trust.  Through the hard work and dedication of Dunwoody staff, we continue moving forward in 

pursuit of improving the quality of life for the citizens and in sustaining a streamlined organization.  Together 

with the City, our team adheres to the highest standards of accounting principles to ensure full financial 

disclosure, accountability, and legal compliance.  Evidence of this is the fact that the City’s Finance & 

Administration Department has been awarded the following:  GFOA’s Distinguished Budget Presentation 

Award for FY 2010, NPI’s 15
th
 Annual Achievement of Excellence in Procurement Award for 2010, 2010 

Hermes Gold Creative Award for both the 2010 City Budget Document and the City of Dunwoody Website, 

2011 Platinum Hermes Award for the 2009 Comprehensive Annual Financial Report (digital version). We are 

honored that we were able assist the Finance Department in preparation of the reports and documentation 

for these outstanding achievements. Our team will continuously support the promotion of the City and will 

provide assistance as needed during preparation of the PAFR so that it may be used as a tool for increasing 

public confidence in City government and elected officials through straightforward, user-friendly information. 

 

2.3.4.21   Coordinate and cooperate with external auditors and provide requested information and 

reports for year-end and interim reporting. 

The City of Dunwoody undergoes an annual audit after each fiscal year ends in December.  In preparation for 

this audit, the Accounting Manager and Staff Accountant prepare reconciliations of all balance sheet 

accounts, accrue the appropriate revenues and expenditures and collect and organize the documentation 

requested by the auditors.  We also prepare responses to questionnaires and any additional questions 

posed by the auditors.   

 

2.3.4.22   Cooperate and assist grant coordinators as needed in fulfilling all obligations that 

accompany grants from various funding sources. 

As the City is receiving several grants from federal, state and local sources, our Accounting Manager with 

assistance from our Purchasing Manager will work with the grant coordinators to make sure that all 
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necessary documentation is complete before it goes out to the funding sources.  JAT’s Project Manager will 

also review and approve the final documents as necessary.  

 

2.3.4.23   Document all accounting procedures and processes as well as perform tests and walk-

throughs to ensure sound accounting procedures and processes. 

Our Team will continue to update and document all accounting procedures and processes and perform tests 

on a regular basis to ensure that all parts of the process are being adhered to. 

 

2.3.4.24   Identify and develop a staff “Super User” of the City’s financial accounting system to train 

and instruct City staff on the proper use of the software and processes. 

JAT’s Project Manager, with the assistance from specific staff will serve as the “Super User” of the City’s 

financial accounting system to train and instruct City staff on the proper use of the software and processes. 

 

2.3.4.25   Maintain a tickler file of all reports and deadlines completed by the City regularly. 

A tickler file will be maintained and monitored by the Accounting Manager on a daily basis for all reports and 

deadlines to ensure that all due dates and requests are being met.   

 

2.3.4.26   Identify and perform other accounting responsibilities where the firm reasonably anticipates 

needs, which are not specifically set forth above.   

Our team shall perform such additional duties and functions as may be prescribed or required by the city 

council or the city manager.  We will assist with compliance requirements of federal financial assistance 

programs as applicable.  We will continually strive to improve our methods by applying the latest “Best 

Practices”. It is our intent to present with full disclosure the financial position and results of operations of the 

funds and account groups in conformity with GAAP and GASB. 

 
 

2.3.5  Budgeting Services 

 

Our staff will provide the necessary budget support to the City including but not limited to: financial 

management, accounting, procurement, revenues, and expenditures, collections, forecasting, and reporting.  

It is clearly understood that Georgia law (e.g., O.C.G. G A. 36-81-2 et seq.) describes budget requirements 

for local governments within the state.  Annual operating budgets are to balance available annual resources 

(revenues, fund balances) with annual expenditures.  Current resources are to be utilized to pay for current 

expenses, not obligating future revenue sources for current expenditures.  One time fund sources are to be 

utilized for one time expenditures.  Borrowing and incurring debt is to be carefully managed and maintained 

within all GFOA standards.  Multi-year capital improvement programs will be identified, developed, and 

funded appropriately in their management and implementation. 

 

The timely and accurate provision of data to the City Manager, Finance Director, and ultimately the City 

Council, with respect to financial management, forecasting, expenditures, and reporting throughout the 

annual cycle of the City will be conducted as a high priority by our team.  Year end reporting, the preparation 
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of annual financial reports, and support for annual audits will all be conducted in accordance with the City’s 

Financial Management Program, under the direction of the City manager or designee. 

 

2.3.5.1 Comply with all requirements of the City Charter specifying the requirements of budgeting for 

the City, including, but not limited to, Sections 5.02, 5.03 and 5.04. 

Our team will comply with the specific requirements outlined in the City Charter and follow the adopted 

procedures and requirements for the preparation and execution of the annual operating and capital budget, 

including requirements as to the scope, content, and form of such budgets and programs.   Mandated 

schedules and deadlines will be met for budget submission to Council as well as advertised notification of 

the special public hearings.  Our team worked in conjunction with City Staff and other departments to 

successfully complete the yearly budget submissions, for which the City received the Government Finance 

Officer Associations (GFOA) Distinguished Budget Presentation Award for the fiscal years beginning January 

1, 2010 and January1, 2011.   

 

2.3.5.2 Comply with all requirements of the budget policy as approved or amended from time to time 

by the Mayor and City Council and recommend amendments to the policy as needed and identified. 

Having provided budget services for the past three years, our staff is knowledgeable of the City’s current 

adopted budget policy as well as all procedures utilized in the process and will continue to maintain 

compliance with all established policies.  As the City proceeds through the process of budget preparation 

our staff will continually evaluate, identify areas of improvement and make recommendations of specific 

aspects that could provide greater accuracy and efficiency in the development of the annual budgets.   

 

2.3.5.3 Assist the City Finance Director and City Manager as directed with budget preparation and 

preparation of reports and schedules. 

Our staff will assist the City Finance Director and City Manager as directed with the budget preparation and 

preparation of reports and schedules.  Our proactive approach to providing assistance will entail a clear 

understanding of the deadlines as well as the assembly of all relative material prior to the onset of the budget 

process.  A timeline and forecast will be developed identifying the individual departments detailing historical 

information including actual YTD expenditures and revenues that will be used to produce the Performance 

Budget.  The timeline will identify scheduled meetings with the individual department heads to identify 

upcoming projects, anticipated needs, and anticipated expenditures for the coming year.  Our staff will work 

closely with each department to answer questions and provide guidance as well as any historical information 

needed to develop their performance budget. Support will also be provided to help each department to 

articulate futures goals and current accomplishments. 

 

2.3.5.4 Monitor City expenditures and prepare analytical reviews as directed. 

Our financial analyst is experienced and knowledgeable with the Tyler modules utilized to capture the City’s 

expenditures.  This knowledge enables him to monitor expenditures and prepare analytical reviews and 

reports as directed in a timely manner.   

 

2.3.5.5 Meet with department heads when directed and review preliminary budgets prior to 
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developing the final City budget.   

Our staff will meet with all department heads when directed and review preliminary budgets prior to the 

development of the final City budget.  Our approach will be to collaborate with individual departments to 

identifying a workable schedule to meet the required deadlines and provided the assistance and guidance to 

each department so they can identify their current needs and develop their detailed performance budget.   

 

2.3.5.6 Assist departments throughout the year in managing budgetary thresholds. Prepare, with 

assistance from Marketing and Public Relations, an attractive and professional annual budget book 

for submission to GFOA’s award program. The document shall include all required and suggested 

components indicated by GFOA. 

Our staff will assist the departments throughout the year to manage their budgets by maintaining current and 

accurate information within the Tyler System.  This will allow for the immediate dissemination of information 

relative to maintaining the budget thresholds.  Our staff also works with Marketing and Public Relations to 

accurately document each of the departmental goals, performance measures, previous year’s 

accomplishments, and any other data or materials needed for the development of the professional annual 

budget book which will be submitted to GFOA’s award program.   Our experienced team has contributed to 

the City’s achievement of the GFOA’s Distinguished Budget Presentation Award for the fiscal year beginning 

January 2010 and 2011. 

 

2.3.5.7 Review, maintain, and update the 5-year Capital Improvement Program budget.  

Our team will review, maintain, and update the 5-year Capital Improvement Program Budget by utilizing the 

request form developed by our current staff.  This request form is used to capture the relevant departmental 

data that will be used to compile all required information in one central location.   

 

2.3.5.8 Prepare ongoing cash flow analysis, financial reports, planning models and trend analysis to 

assist in short, and long term financial planning as directed by the City Finance Director. 

Our current staff experience with the Tyler System, as well as their knowledge of the excise taxes, franchise 

fees, and license and permits, will allow our team to prepare ongoing cash flow analysis, financial reports, 

planning models and trend analysis that will assist the sort and long term financial planning as directed by 

the City Finance Director.  We also understand that collection of 911 fees (ChatCom) is anticipated. 

 

2.3.5.9 Serve as a liaison with all City departments on budget preparation and administration. 

Our financial analyst will serve as the liaison with all City departments throughout the entire budget process 

keeping up to date on all schedules as well as the deliverables needed from each department for the 

compilation of the budget.  Assistance will also be provided to each of the departments in order to maintain 

and monitor established and approved budgets.  

 

2.3.5.10 Provide materials, schedules, and other documentation for all budget meetings, hearings 

and public meetings.   

Our financial analyst is familiar with the materials, schedules and other documentation required for all budget 
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meetings, hearing, and public meetings.  All required documentation detailing historical information as well as 

project management schedules will be collected, compiled and presented to the appropriate City staff prior 

to scheduled meetings.  Our financial analyst will also maintain a record of discussions and directives during 

these meetings and hearings for use in the continued development of the budget.   

 

2.3.5.11 Identify and perform other budget responsibilities where the firm reasonably anticipates 

needs, which are not specifically set forth above. 

Our Team is sincerely committed to our professional responsibilities and performance in the conduct of 

Budgeting Services.  Each individual staff member understands the essential functions and high priority of 

our service to the City.  We are instilled with motivation and pride to look forward, plan ahead, prevent 

problems, and approach the City’s business in a proactive style at all times identifying and performing the 

responsibilities not specifically outlined above but are a necessary function in providing Budgeting Services. 

 

 

2.3.6 Revenue Control 

 

The JAT Team understands the critical nature of identifying, collecting, and depositing, in a timely manner all 

City revenues; an essential resource for viability and operations.  Financial management responsibilities have 

been a core service of our Team members for the past two decades.  Revenue Control is viewed as an 

ongoing process, which requires ongoing review, internal and quality control in terms of:  service functions, 

written policies and procedures, controls, assignment of resources, intergovernmental relations, and 

customer service.   

 

The organization and approach to performing all service functions required under Revenue Control will be 

provided primarily by two full time dedicated on site positions.  The Financial Analyst position (Russell 

Mitchell) and the Administrative Assistant position  (Karine Roy) are the two primary positions providing the 

service functions, working under the direct supervision of the Finance Director.  Both current incumbents in 

the positions are recommended for continued service.  Cross training of the three other Administrative 

Assistant positions will also be provided for secondary service provision, absences, peak times, special 

projects, etc. Additional back office support/staffing will be provided as necessary when service volumes, 

responsibilities, or timelines require it.  Our Team has consistently provided this additional resource 

assignment when needed or requested by the City during the past three year service period. 

 

Direct interaction with the Municipal Courts staff, Police Department, and Accounting staff, especially the 

Accounting Manager, will be essential roles performed by the staff assigned to Revenue Control.  

Establishing close working relationships with other City staff involved in the payment for services, processes, 

or billings will be a priority for the Team staff in the payment, collection and deposit of revenues.  Our Team is 

now in its third year of successfully conducting the City’s Revenue Collections services resulting in 

projections having been reached or exceeded, and a balanced budget achieved and implemented. 

 

The consultant shall provide the following services: 
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2.3.6.1 Maintain and improve, where possible, the City’s processes and procedures that identify record and 

secure all City revenues. 

Our team will maintain and improve, where possible, the City’s processes and procedures that identify 

record and secure all City revenues.  Written policy and procedures are the foundation for internal controls 

and our team understands that all operations must follow the defined process during the execution of all 

activities.  We also understand that as the City evolves it will be necessary to periodically review the 

effectiveness and efficiency of the processes and make recommendations.  Written recommendations will be 

developed identifying what is already in place, justification for change, recommended changes, benefit of the 

changes, and an implementation plan.   This continuous improvement will serve to protect the integrity of the 

City’s revenues, improve services to the businesses and residents, increase efficiency and reduce operating 

expenses.    

 

2.3.6.2 Maintain all revenue control records for the City and component units and joint ventures of the City in 

accordance with applicable laws, guidelines, standards, and best practices for municipal accounting, 

including, but not limited to, General Accepted Accounting Principles (GAAP), pronouncements of the 

Governmental Accounting Standards Board (GASB) and best practices and advisories of the Governmental 

Finance Officers Association (GFOA). 

The Financial Analyst and Administrative Assistant positions dedicated to the primary responsibilities for 

Revenue Collection are current and knowledgeable, and will remain current with all guidelines, best practices 

and legal requirements.  The on the job training which has been developed over the past three years, 

working under the direction of the Finance Director, on site, has facilitated a great deal of valuable and “on 

point” knowledge. Specific GFOA, GAAP, and GASB requirements are researched and monitored by 

JAT/CGA Team members as part of our ongoing professional training, development, certifications, and 

information gathering.    Intergovernmental communication, exchange of information, professional 

associations, and training where appropriate and necessary to remain current and knowledgeable moving 

forward, will be supported and provided. 

 

2.3.6.3 Produce and deliver to the City Finance Director in a timely manner any and or all revenue control 

information and reports as requested by the City Finance Director. 

Our team will produce and deliver to the City Finance Director in a timely manner any and or all revenue 

control information and reports as requested.  The proposed staff has extensive experience utilizing Tyler 

Incode operating software and is proficient with the functions and data collection (cash collection, business 

licenses, general ledger) of the system that are needed to provide tracking, trends, and accurate information 

for the requested reports.  Our staff will make sure that they have a clear understanding of the requested 

reports, the defined information to be presented and the format, and due date of each report.  

 

2.3.6.4 Bill and collect business occupation taxes and review the calculation of fees and charges for 

accuracy. 

Our team will bill and collect business occupation taxes and review the calculation of fees and charges for 

accuracy.  Our staff has a clear understanding of the various revenue sources, the applicable requirements 

and criteria, and the City ordinances.  Our team is experienced with the NAICS codes and their relation to 
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the different business types as it relates to the assignment of the tax classifications.  Classification 

assignment is a critical function in making sure that the appropriate taxes are assessed to each business.  

This validation process will significantly reduce the number of under licensed business allowing the accurate 

collection of all fees due to the City.   

 

2.3.6.5 Cooperate with contractors auditing City revenue sources to provide reports and supporting 

documents necessary for efficient revenue audit programs. Develop and implement programs to identify 

businesses and improve compliance with the collection of occupation taxes. 

Our staff will cooperate with contractors auditing City revenue sources providing reports and supporting 

documents necessary for efficient audit programs.  Our extensive experience working with Tyler Incode will 

enable us to provide all requested information in a relevant and timely manner.  Our team will provide the 

audit contractors with any needed internal and back office support necessary in maintaining an efficient 

revenue program. 

 

Our staff will develop and implement programs to identify businesses and improve compliance with the 

collection of occupation taxes.  A written work plan outlining our method to identifying new businesses will 

be developed and submitted to the Finance Director for approval.  This work plan will include a schedule, 

detailed approach, collaboration efforts, and include a report format.   

 

2.3.6.6 Ensure no revenue is lost due to missing a deadline.  

Our team understands the impacts associated with the mandated deadlines for the collection of the various 

revenues.  Our approach entails the ability to keep our staff up to date and educated on all aspects related 

to the various revenue streams as well as their specific and individual requirements and deadlines.  

Calendars will be maintained with all specific dates to include any needed lead time.  All policies and 

procedures will be followed, ensuring that revenue collections are maximized, verified, and suffer no negative 

impacts due to timing and deadlines.  During seasonal times that create a flux increasing the workload 

additional assistance will be provided to meet all the required deadlines further ensuring that the City does 

not lose any revenue.    

 

2.3.6.7 Coordinate with local, state, and federal agencies charged with collection and disbursement of taxes, 

assessments, fees, charges and other impositions to ensure full and timely collection of all monies due to the 

City. 

Our staff understands the importance of collection and disbursement of taxes, assessments, fees charges 

and other impositions to ensure timely collection of all monies due to the City. Our approach entails the ability 

to keep our staff up to date and educated on all aspects related to the various revenue streams as well as 

their specific and individual requirements and deadlines. Our staff will maintain working relationships with the 

appropriate local, state and federal entities to coordinate the collection and receipt of all taxes, assessments, 

fees, charges and other impositions. In addition, all policies and procedures will be followed, ensuring that 

revenue collections are maximized, verified, and suffer no negative impacts due to timing and deadlines.   
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2.3.6.8 Process applications, issue designated licenses and permits and calculate related fees and charges 

appropriately. 

Our staff will process applications, issue designated licenses and permits and calculate related fees and 

charges appropriately. Our team is experienced with the NAICS codes and their relation to the different 

business types as it relates to the assignment of the tax classifications.  Classification assignment is a critical 

function in making sure that the appropriate taxes are assessed to each business.  In addition, our team is 

experienced with the city’s established fee schedules for all licenses and permits.  All policies and 

procedures will be followed, ensuring that revenue collections are maximized, verified, and suffer no negative 

impacts due to calculating charges and fees inappropriately. 

 

2.3.6.9 Collect and record revenue payments from customers for various City revenue sources while 

ensuring the customer’s account is properly credited. 

Our staff will collect and record revenue payments from customers for various City revenue sources while 

ensuring the customer’s account is properly credited. Our team is experienced with the types of revenue 

payments for various City revenue sources and understands the importance of collecting and recording them 

accurately.  All policies and procedures will be followed, ensuring that revenue collections are maximized, 

verified, and suffer no negative impacts due to incorrectly recording payments or improperly crediting 

customers’ accounts.   

 

2.3.6.10 Greet public and answer routine questions associated with collection of taxes, fees, assessments 

or other charges during established business hours. 

The Dunwoody residents and commercial customers come into contact with the Finance and Administration 

department for a number of services.  However, the revenue department has the majority of the face to face 

interactions with these residents and businesses on a daily basis.  Therefore, our staff will continuously 

maintain a level of courtesy and professionalism during each transaction either on the phone or in person.   

This is very important especially when addressing any issues or complaints with a resident or business.  Our 

staff will make sure to provide detailed explanations in a relevant and courtesy manner working diligently to 

resolve the situation.  Our team is committed to providing periodic internal training for all staff members on 

customer services and public contact throughout the life of this contract.   

 

2.3.6.11 Collect excise taxes from commercial sources and prepare reports for management review. 

Our team will collect excise taxes from commercial sources and prepare reports for management review.  

Our staff poses a clear understanding of the various excise taxes and the applicable requirements relevant to 

processing the different revenue transactions.  Utilization of the integrated accounting system will be a 

necessary component in the appropriate collection, verification, security and deposit functions performed.   

Reports of current data will be prepared and provided as requested, with no less frequency than monthly 

updates to the Finance Director for City Council and Manager review. 
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2.3.6.12 Maintain and update the City’s database of businesses within the City’s financial reporting system. 

Our team will maintain and update the City’s database of businesses within the City’s financial reporting 

system. Our team is experienced with the Tyler Incode software used to maintain the City’s database of 

businesses.  Our team understands the importance of maintaining the business database and its impact on 

the City’s revenue budget as a whole.  All established policies and procedures will be followed to ensure that 

the data is accurate and updated in a timely manner. 

 

2.3.6.13 Coordinate collection of all City-collected fees received by other departments. 

Our team will coordinate collection of all City-collected fees received by other departments. Cashier positions 

are currently operated in the Police Department, Municipal Court and Revenue.  Our team understands the 

importance of maintaining adequate internal control over cash collections.  All policies and procedures will be 

followed to ensure the safety and timely processing of City collected fees.   

 

2.3.6.14 Reconcile cash receipts collected daily and prepare daily deposits for the bank. 

Our team will reconcile cash receipts collected daily and prepare daily deposits for the bank. Cash receipts 

will be collected from the three departments each business day.  These receipts will be batched, verified and 

deposited in a timely manner.  Our team will maintain adequate separation of duties to ensure the safety and 

timely deposit and processing of all City collected fees.  All established policies and procedures will be 

followed to comply with auditing requirements as well as GAAP. 

 

2.3.6.15 Identify record and report relevant accounting performance measurements. 

Our team will identify, record, and report relevant accounting performance measurements. Our team 

understands the importance of performance measurements as a tool to measure efficiency and 

effectiveness.  We understand that the performance measurements should measure meaningful objectives.  

Reports of performance measurements will be developed and provided as requested as well as on a 

monthly, quarterly or annual basis to the Finance Director for City Council and Manager review. 

 

2.3.6.16 Document all revenue control procedures and processes as well as perform tests and walk-

throughs to ensure sound revenue control procedures and processes. 

Our team will document all revenue control procedures and processes as well as perform tests and walk-

throughs to ensure sound revenue control procedures and processes are adequate. Our team understands 

the importance of documenting processes and procedures and will continually look for avenues of 

improvement by performing periodic tests and walkthroughs.  Alternative practices will be identified, 

explored, and tested.  Recommendations will be made to the Finance Director outlining the improvement 

recommended.  New methods will be incorporated into practice, documented in the policies and 

procedures.   

 

2.3.6.17 Identify and develop a staff “Super User” of the City’s revenue control processes to train and 

instruct City staff on the proper use of the software and processes.  
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The incumbent Financial Analyst is the designated “Super User” and will serve as the primary leader and 

instructor of all related functions.  He will be responsible for training City staff on the proper use of the 

software and processes critical to the success of the City’s revenue program.   City staff will also be kept up 

to date on any changes to the system or procedures and training will be provided if applicable.  The 

Administrative Assistant will serve as the back-up, as well as the accounting staff.  

 

2.3.6.18 Review all related processes, procedures and policies at least annually for amendments and 

improvements based on circumstances and industry standard changes. 

Our team will review all related processes, procedures and policies at least annually for amendments and 

improvements based on circumstances and industry standard changes. Our team is aware that processes 

are constantly evolving to better meet the needs of the City.  As a new entity, the City has the flexibility to 

make critical changes quickly based on the needs of the situation.  Our team will review its processes 

periodically to ensure that these changes are fully documented and that the documented processes and 

procedures facilitate the controls, accuracy and efficiency of the revenue control operation. 

 

2.3.6.19 Identify and perform other revenue control responsibilities where the firm reasonably anticipates 

needs, which are not specifically set forth above. 

Our Team is sincerely committed to our professional responsibilities and performance in the conduct of 

revenue controls.   Each individual staff member understands the essential functions and high priority of our 

service to the City.  We are instilled with motivation and pride to look forward, plan ahead, prevent problems, 

and approach the City’s business in a proactive style at all times identifying and performing the  

responsibilities not specifically outlined above but are a necessary function of Revenue Control.  

 
 

2.3.7  Purchasing Services 

 

JAT will provide Purchasing Services to the City by utilizing a staff member as the Purchasing Manager.  This 

staff member will spend the time needed as the City Purchasing Manager and conduct other duties such as 

Risk Management and Grants Administration as needed by the City.  The Purchasing Manager will be 

available to City staff during regular business hours and after hours as needed.   

 

The Purchasing Manager will operate seamlessly with the City staff and to outside observers as if an 

employee of the City of Dunwoody.  This seamlessness also applies to all communication with City staff and 

others. 

 

The Purchasing Manager will make a continuous effort to improve the efficiency of the City purchasing 

process and to implement cost savings procedures for the City. 

 

As the incumbent service provider we anticipate little to no transition issues to the new contract term. 

 

The Consultant shall provide the following services:  
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2.3.7.1 Comply with all requirements of the City Charter specifying the requirements of procurement 

of the City, including, but not limited to, Sections 5.05 and 5.06. 

Our Team will continue to follow current City Ordinances, Purchasing Policy, and Purchasing Procedures 

that have been developed in accordance with the City Charter.  The Purchasing Manager will work to 

continuously improve the City’s purchasing process and procedures while keeping the controlling 

documents up to date. 

 

We have developed procedures that require all formal contracts entered into by the City to be signed by the 

City Attorney indicating review (as set forth in Section 5.05 of the Charter) 

 

2.3.7.2 Comply with all requirements of the Purchasing Policy as approved or amended from time to 

time by the Mayor and City Council as well as recommend amendments to the policy as needed and 

identified. 

We will continue to comply with all requirements of the Purchasing Policy and work with City staff to insure 

the Policy is up to date and remains relevant to the efficient operation of the City.  This work will include but 

is not limited to periodic reviews of the Purchasing Policy against actual daily operations and trends in public 

procurement “Best Practices”. 

 

2.3.7.3 Manage and maintain the requisition and purchasing process in compliance with applicable 

laws and the adopted purchasing policy. 

 

Our Team will continue to manage and maintain the requisition and purchasing process in compliance with 

applicable laws and the adopted purchasing policy.  The Purchasing Manager will work to ensure that the 

purchasing policy is up to date relevant to all applicable laws.  We will continue to communicate with the City 

Attorney regarding changes in laws effecting purchasing on a timely basis. 

 

2.3.7.4  Monitor departmental expenditures against available budget for purchases. 

We will work with City staff to obtain access to departmental budgets in order to monitor them against 

expenditures on a real-time basis.  The Purchasing Manager will ensure that user departments have 

appropriately budgeted for purchases conducted through the City’s centralized purchasing process.  This 

will include formal and informal solicitations. 

 

2.3.7.5  Maintain all purchasing records for the City and component units and joint ventures of the 

City in accordance with applicable laws, guidelines, standards and best practices for municipal 

accounting, including, but not limited to, General Accepted Accounting Principles (GAAP), 

pronouncements of the Governmental Accounting Standards Board (GASB) and best practices and 

advisories of the Governmental Finance Officers Association (GFOA) and/or the National Institute of 

Governmental Purchasing (NGIP.) 

We will continue to maintain all purchasing records in accordance with referenced criteria. This will include 

maintaining as much of a paperless environment as possible in order to support the City’s sustainability 

goals.  
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2.3.7.6 Produce and deliver to the City Finance Director in timely manner any and all purchasing 

information and reports as requested by the City Finance Director. 

We will produce and deliver any and all purchasing information and reports as requested by the City Finance 

Director on a weekly or as needed basis.  This includes but is not limited to the monthly Formal Solicitations 

Report currently produced. 

 

2.3.7.7 Identify and take advantage of all available discounts through purchases or competitive 

contracts with other governments for City purchases.  

We will continue to identify and take advantage of all available discounts through purchases or competitive 

contracts with other governments.  One example of this is the repair work being done on certain City facilities 

under the EECBG grant.  The contractors were identified as the most qualified and they agreed to provide 

the services to the City at the prices they had contracted for with a much larger local government.  

 

2.3.7.8 Prepare and maintain contracts and contract files, while also coordinating with the City Clerk 

for properly maintenance of City contracts. 

We will continue to prepare and maintain contracts and contract files.  In an effort to reduce paperwork, 

duplication procedures have been established that call for only two hard copies of formal contracts.  One 

copy is given to the vendor and the other is given to the City Clerk.  This provides for one central location for 

all City contracts and eliminates the risk of multiple copies ‘floating’ around. 

 

2.3.7.9 Manage and maintain vendor information and registration within the City’s financial reporting 

system. 

We will continue to manage and maintain vendor information and registration in the City’s Tyler InCode 

financial reporting system.  This effort will include attempts to enhance the usage of the InCode system to 

better accommodate Purchasing needs.   

 

2.3.7.10  Evaluate vendor performance, addressing vendor performance issues and removing 

vendors from eligible list when issues are not resolved. 

Our continued practice of monitoring and managing the vendor performance will be done on a regular basis.   

Work will include continuous monitoring of vendor relations to determine if and when the need may arise for 

a formal vendor complaint procedure. 

 

2.3.7.11  Manage and maintain the City’s procurement.  

JAT will ensure that the Purchasing Manager is fully trained and up to date in the latest governmental 

procurement procedures.  This will allow the Purchasing Manager to manage and maintain the City’s 

procurement in a manner consistent with industry “Best Practices”. 

 

2.3.7.12  Prepare solicitations and oversee the competitive procurement process for projects funded 

through the City. 

We will continue to work with City staff and user departments in the preparation of solicitations and 

overseeing the competitive procurement process.  Procedures have been developed and implemented that 



  3.3.1.3 section 111 – response to scope of work 

rfp 11-02 

finance and administrative services

page 26 

make this process convenient and user friendly for all staff. 

 

2.3.7.13  Coordinate, as needed, with the City Attorney on issues that may arise during the 

procurement process. 

We will continue to coordinate with the City Attorney on issues that may arise during the procurement 

process through e-mail and direct communication. 

 

2.3.7.14  Prepare, manage, and oversee competitive procurement processes, including coordination 

with other City departments. 

We will work with all City staff and user departments in preparing solicitations and overseeing the competitive 

procurement process.  Procedures have been developed and implemented that make this process 

convenient and user friendly for staff.  The Purchasing Manager works with user departments to help 

develop specifications for formal solicitations to include Purchasing Procedures developed to assist user 

departments in developing specifications. 

 

2.3.7.15  Reconcile encumbrances to the general ledger as requested by accounting.  

Our Purchasing Manager will coordinate with the Accounting Manager to reconcile encumbrances to the 

general ledger on a weekly or monthly basis.  

 

2.3.7.16  Maintain inventory of all furniture, fixtures, supplies, and equipment that do not qualify as 

capital assets. 

We will develop and maintain an inventory of all furniture, fixtures, supplies, and equipment that do not qualify 

as capital assets.  This will be accomplished by identifying and tagging all inventory items with bar codes and 

scanning them into an inventory database.  The Mobile Asset – Asset Tracking Solution with WPA1000 will 

be used to tag and maintain the inventory.   

 

2.3.7.17  Document all purchasing procedures and processes as well as perform tests and walk-

throughs to ensure sound purchasing procedures and processes. 

We will continue to update and enhance already established purchasing procedures and processes.  The 

Purchasing Manager will work with City staff and user departments to ensure that the established purchasing 

procedures and processes continue to provide for an efficient procurement process. 

 

2.3.7.18  Identify and perform other purchasing responsibilities where the Contractor reasonably 

anticipates needs, which are not specifically set forth above. 

Our Team will continue to provide exemplary purchasing services to the City in any manner necessary. 

Additionally we will continue to be proactive in the administration of the City’s Procurement Card Program.  

We have worked to increase the amount of expenditures through the program.  The expenditures through 

the program have grown over 330% in the last 17 months ($9,000 in November 2009 as compared with 

$33,500 in April 2011).  This effort reduces the administrative costs associated with processing of checks 

and also allows for the vendors to be paid in a more efficient and timely manner.  
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Other examples of some of the enhanced services that we have provided include: 

 

 Established a ‘supply cabinet’ that provides convenient access to office supplies for all staff. 

 

 Our Purchasing Manager was a key component in the award to the City of Dunwoody of the 2010 

Achievement of Excellence in Procurement by the National Purchasing Institute in just the City’s 

second (2nd) year of existence.  Dunwoody is one(1) of only eight(8) government agencies in Georgia 

and one(1) of only fifty-six(56) cities in the United States to receive the award. 

 

 Our Purchasing Manager was also a key component in the UPPCC Agency Certification Award. 

 

 Development of extensive outreach to the Dunwoody business community to include the Purchasing 

Manager conducting a breakout session at the Dunwoody Chamber of Commerce’s 2011 Business 

Expo on the topic “How to Do Business With the City.” 

 

 

2.3.8  Human Resources 

 

Our team is proud to have had the experience of creating the Human Resources Department for the City of 

Dunwoody at its inception. In the first six months as a City, at a record and rapid pace, critical decisions and 

administration of key human resources elements were made such as:  assisting in the hiring of key City staff 

positions; selecting employee benefits, including health insurance and retirement options; and, creating 

policies and procedures, including  the employee handbook. Since then, we have further refined and 

polished current practices and adopted additional responsibilities guided by and at the request of the City. 

  

Currently, we have direct responsibility for the entire operation of human resources for the City of Dunwoody 

and provide human resources management as a core service of our business. We understand the unique 

needs of the City’s 59 full time employees and 7 part-time elected employees. HR has established 

relationships with the employees of the City of Dunwoody, including those in key management roles. These 

relationships ensure a strong collaboration with the City staff whereas your human resources department is 

truly a part of the City. We will continue to provide a high quality service to the employees of Dunwoody and 

ensure that your human resources team will work with and respond to all the needs of the employees. Your 

human resources department will be a visible part of the City.  We will have an open door policy and all 

employees are encouraged to seek us out as a resource for information. 

 

 We understand that communication regarding employee issues must be handled in a timely manner and we 

will respond to requests from the City Manager and City staff within 24 hours.  The Human Resources 

Manager will check emails throughout the workday, at night and over the weekend and respond to requests 

within 24 hours. 

  

Our team would be honored to be rewarded with the opportunity to continue working closely with the City of 

Dunwoody and managing one of its greatest assets, its employees. 
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2.3.8.1 Assist the City Manager as directed with all processes to appoint, employ, and remove 

employees of the City as required by the City Charter in Section 3.04.  

HR will assist with all processes to appoint, employ, and remove employees of the City by providing direct 

support to the City Manager.  In appointing and employing of employees, HR will work closely with the City 

Manager and begin the process by meeting with the City Manager to accurately gauge the criteria that must 

be met to fill the vacancy. HR will appropriately advertise for the position, including but not limited to, the City 

website, GLGA marketplace and in collaboration with City staff will seek out any other relevant resources. HR 

will collect and screen resumes to determine top-tier candidates.  HR will conduct interviews with top 

candidates, either by phone or in person, and present recommendations to the City Manager. HR will update 

the City Manager regarding the status of the recruitment process on a regular basis. In removing employees, 

HR will work closely with the City Manager to complete all steps of the termination process.  HR will 

document all steps of the process and will be present during the separation meeting if requested. 

 

2.3.8.2 Provide a full-time, on-site Human Resources Manager, approved by the City, with full 

responsibility to perform the services, duties, and responsibilities set forth. The Contractor shall not 

replace the approved Manager without written approval of the City, which approval will not be 

unreasonably withheld.  

We will provide a full-time, on-site Human Resources Manager who is dedicated to the City of Dunwoody. 

Nicole Stojka, the incumbent Human Resources Manager, has been on-site with the City since January 2009 

and has received the City of Dunwoody Extra Effort Award for her service and dedication to the City in 2009 

and again in 2010. Ms. Stojka has been recognized for providing great customer service and performing at a 

superior level in all aspects of her position.  Ms. Stojka will continue to serve the City as the on-site Human 

Resources Manager, work in the City Hall office and follow the office schedule for City Hall staff.  She will be 

the human resources contact point for all City employees, council members, and the general public. All 

functions of HR herein and listed below will be performed on-site unless otherwise noted. In the absence of 

the HR Manager or as additional support as needed, we will provide the as-needed services. We will manage 

from the back office or on-site as requested by the City or as appropriate. 

 

2.3.8.3 Design, implement, manage and maintain the position classification and pay plans as required 

by the City Manager in City Charter Section 3.14.  

To design classification and pay plans for the City, HR will work with the services of an outside consultant, as 

selected and determined by City staff, who specializes in the creation of classification and pay plans.  HR will 

then implement, manage and maintain the plans, reviewing them at least annually. HR will prepare, maintain 

and update the allocation and position charts.  

 

2.3.8.4 Ensure proper function of recruiting, payroll, benefits and other City-specific and general law 

provided by human resources functions for City employees.  

HR will be on-site and dedicated to ensure the proper function of recruiting, payroll, benefits and other City-

specific and general law. HR will stay current with and monitor any changes in the law by regularly attending 

conferences, legal seminars, workshops, and webinars as well as reading human resources publications, 

bulletins and email communications. HR will communicate pertinent information to City staff, via email or in 
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person as necessary. 

 

2.3.8.5 Prepare all correspondence pertaining to recruitment and hiring of City employees. 

HR will prepare all correspondence pertaining to recruitment and hiring of City employees to include letter 

and email formats. HR will maximize efficiency and create standard templates for City correspondence 

pertaining to the hiring of City employees and will update, maintain and modify these templates as needed. 

 

2.3.8.6 Participate in interviews as requested and assist management in the hiring processes of City 

employees.  

HR will participate in interviews as requested, and assist management in the entire hiring process. HR will be 

responsible for writing job ads, posting jobs on the City website and collaborate with City staff to determine 

other sourcing locations. HR will conduct job fairs as necessary, receive and screen applications and 

resumes, contact applicants for further consideration, conduct phone interviews, coordinate on-site 

interviews and facilitate panel interview process as needed. HR will perform reference checks, conduct 

background checks, extend offers of employment, negotiate with candidates, and coordinate with IT and 

Purchasing for set-up for new hires.  

 

2.3.8.7 Assist new City employees in completing new hire paperwork and conducting orientation. 

Validate employee’s ability to work in the US by completing I-9 form, eVerify, and verify identification 

provided.  

HR will assist City employees in completing new hire paperwork and will conduct orientation, which will 

include a one-on-one meeting between the new employee and the Human Resources Manager. HR will 

validate all employees’ ability to work in the US by verifying employee identification, completing I-9 forms and 

verifying the data through the use of eVerify.  HR will also be responsible for the follow up of instances of 

non-verification notification by eVerify or Social Security Administration by notifying the employee with 

required documentation. HR will continue eVerify training as required. 

 

2.3.8.8 Maintain, administer, and update the City’s employee handbook and its provisions, 

emphasizing the responsibilities of the staff to be professional, patient, and responsive under all 

circumstances and other duties as well as the consequences of noncompliance.  

HR will review the employee handbook on an annual basis to ensure that it remains legally compliant and 

that any changes to City policy are incorporated. HR will ensure that all employees are informed of employee 

handbook updates and will obtain signed acknowledgement forms from all employees each time a revised 

edition of the employee handbook is published. HR will utilize electronic forms of communication wherever 

possible when publishing policies and procedures to follow the “green” approach that the City has adopted.   

In addition to outlining the policies of the City, the employee handbook also will explain the consequences of 

noncompliance.  HR will take responsibility for appropriately addressing issues of noncompliance with the 

employee handbook with each new City employee. 

 

2.3.8.9 Develop and maintain all City employee communication materials including the employee 

handbook, newsletters, bulletin boards, etc.  
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As referenced in 2.3.8.8, HR will write, maintain, administer and update the employee handbook.  HR also 

will manage and maintain all City employee communication materials, including updates to the employee 

portal website, which is the source of communication for all City employees and features the employee 

handbook, City policies, employee recognition, and other City announcements. HR will be proactive in 

updating City employee communication materials. HR will continue to use the ADP portal in place of a 

written newsletter, unless otherwise instructed, in support of having a “green” human resources department.  

HR also will manage the bulletin boards in City Hall and the Police Department to ensure that all relevant 

communications are posted and that the materials posted are appropriate.  If items are posted without HR 

knowledge, and are inappropriate, HR will take them down and talk with the person that has posted it.  

 

2.3.8.10 Perform salary surveys at least annually to establish and validate appropriate salary levels 

for positions within the organization.  

HR will perform annual salary surveys and report findings to the City Manager. Surveys will be conducted 

utilizing information collected from but not limited to sources such as the Georgia DCA Wage and Salary 

Survey, as well as data collected from other related municipalities. Additionally, surveys will be performed 

when creating new City positions or when questions are raised regarding compensation. In addition to 

performing job-specific salary surveys for Dunwoody, HR will participate in salary surveys conducted by other 

municipalities and entities throughout the year.  HR will summarize and report findings of salary surveys to 

City staff as appropriate. 

 

2.3.8.11 Create or update City employee job descriptions as the City adds, creates, deletes, or 

combines positions.  

HR will review job descriptions at least annually and will collaborate with City staff to revise and update them 

as appropriate. HR will create new job descriptions as the City adds positions and will delete outdated job 

descriptions as necessary. HR will perform job analysis reviews as needed to ensure employees are 

classified correctly and will adjust job descriptions to add, create, delete or combine positions as required. 

As updates are made to job descriptions, HR will ensure that the revised versions are published to the 

appropriate members of City management and staff.   

 

2.3.8.12 Manage the annual review process to ensure all City employees receive an annual 

performance review and merit increase if applicable. Create review documents and performance 

standards as required. Develop and implement programs to ensure that performance reviews are 

effective and provide management training on the review process.  

HR will manage the entire annual review process. This process includes but is not limited to creating 

documents, performance standards, a timeline for completion, notifying staff of the timeline, collecting 

performance evaluation forms, and ensuring that merit increases as applicable are entered into payroll.  HR 

will create and provide management training on the review process.  HR will collaborate with City staff to 

create and update the City’s Performance Evaluations and Wage Reviews Policy, the Performance 

Evaluation and Goals Manual, and the Performance Evaluation and Goals forms.  HR will review this process 

annually with City management and make appropriate revisions to the policy, process and forms each year.  

HR will review performance evaluation policies and forms annually and will revise and republish as needed. 
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2.3.8.13 Ensure the City meets requirements of all employment related laws including, but not limited 

to, the Health Insurance Portability and Accountability Act (HIPAA), Genetic Information 

Nondiscrimination Act (GINA), OSHA and applicable stands for work place safety and Patient 

Protection and Affordable Care Act (PPAACA).  

HR will ensure that the City meets requirements of all employment related laws and that policies and 

procedures are revised and implemented as necessary to remain legally compliant.  HR also will research 

and stay abreast of potential upcoming employment law changes and will prepare the City in advance as 

necessary.  Both the on-site Human Resources Manager and the back office support Human Resources 

Director are members of Human Resources Associations, such as, the Society for Human Resources 

(SHRM), SHRM-Atlanta and the Georgia Local Government Personnel Association (GLGPA) which are 

sources that provide up to date information, publications and training. 

 

2.3.8.14 Report, manages, and facilitates termination policies and procedures for City employees.  

HR will manage all termination policies and procedures for City employees.  HR will use a termination 

checklist to ensure that all necessary steps of the termination process are completed.  HR will conduct exit 

interviews and will notify City management of relevant information learned through this process. HR will 

engage City staff at any point in this process at their request, or as circumstances warrant. 

 

2.3.8.15 Manage the City employee grievance process, including EEOC complaints filed by 

employees, working with legal representation on all matters of employment litigation. 

HR will manage the City grievance process, including EEOC complaints.  HR will ensure that all preventative 

measures are taken to minimize the risk of EEOC charges against the City.  We have experience in managing 

cases of EEOC charges, including assisting with gathering information and working with legal representation.  

In the case of employment litigation, HR will work cooperatively with legal representation as well as work 

closely with relevant City staff.  

 

2.3.8.16 Maintain, administer, and update the City’s employee benefit plans. 

HR will maintain, administer and update all of the City’s employee benefit plans, including medical, dental 

and vision insurances; life insurance, accidental death & dismemberment, and short-term and long-term 

disability; flexible spending plans; three distinct retirement plans; and, supplemental insurance. HR will 

manage the annual open enrollment process and create an employee benefits booklet and a rate sheet for 

each plan year. All employees will be informed of their benefits options, and HR will provide assistance as 

needed to ensure that they are enrolled in accordance with their wishes. HR also will coordinate and update 

plans as necessary to include required plan amendments for compliance purposes. 

 

2.3.8.17 Coordinate, as needed, with the legal representation on issues that may arise with 

employees. 

HR will assist and coordinate with legal representation on any issues that may arise with employees.  HR will 

continue to utilize and maximize the free resources (as provided by GIRMA) of the law firm, Elarbee, 

Thompson, Sapp & Wilson, LLP for guidance on employee issues, forms and processes to ensure legal 

compliance. 
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2.3.8.18 Maintain the City’s wellness and health management program. 

HR will assist with the bid process, vendor selection and design of the City wellness program and be 

responsible for day-to-day management of the program.  HR will manage all employee communications 

regarding the wellness program, including wellness challenges and Health-Y Breaks. HR will continue to 

maintain and manage the program and maximize employee engagement by staying abreast of new wellness 

trends which includes but is not limited to reading pertinent human resources publications and attending 

seminars on wellness initiatives. In addition, HR will meet with the appropriate health coach to develop and 

implement new strategies and wellness challenges. HR also will pursue a grant for the City of Dunwoody in 

accordance with Section 10408 of the Patient Protection and Affordable Care Act in which small employers 

may receive grants for implementing wellness programs. 

 

2.3.8.19 Develop and deliver an annual training program to address employee issues including, but 

not limited to, workplace harassment. 

HR will meet with the Department Heads annually during the budget process to identify and develop a 

training program and annual budget for HR training for review and discussion. HR will deliver the program 

and determine the type, order, and delivery approach for the training program. 

 

2.3.8.20 Manage all City HR and medical records including the Human Resource Information System. 

HR will be responsible for keeping all HR and medical records and adhering to filing guidelines as required. 

HR will serve as the system administrator for the City’s ADP HRIS and will maximize the capabilities of the 

ADP HRIS as well as SharePoint. 

 

2.3.8.21 Respond to external requests for information on current or former employees in compliance 

with Georgia Open Records Act and in coordination with the City Clerk’s office. 

HR will be responsible for providing external requests for information, with specific information redacted as 

legally required.  Responses will be provided in a timely manner and in cooperation with the City Clerk’s 

office. 

 

2.3.8.22 Coordinate, along with Marketing and Public Relations, Citywide employee training and 

other events. 

HR will coordinate with Marketing and Public Relations on employee events such as the annual Holiday 

Awards Luncheon, the annual Employee Appreciation Lunch and Kickball Tournament. HR will provide total 

event planning for employee events which includes but is not limited to the coordination of food, venue, 

special items, and procurement of awards, trophies, certificates or any additional items as requested for 

employee recognition.  HR also will develop and manage an annual training program and coordinate with 

Marketing and Public Relations as necessary. 

 

2.3.8.23 Identify record and report relevant human resources performance measures. 

HR will identify, record and report relevant human resources performance measures to the City Finance 
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Director including but not limited to hiring/recruiting statistics, workers’ compensation/safety statistics and 

wellness data. 

 

2.3.8.24 Document all human resource procedures and processes as well as perform tests and walk-

throughs to ensure sound human resources processes procedures. 

HR will create reference materials that document procedures and processes and will conduct HR self-audits 

to ensure compliance with processes. HR will also manage annual testing on City retirement plans as well as 

the annual Section 125 non-discrimination testing. 

 

2.3.8.25 Identify and perform other needs human resources responsibilities where the firm reasonably 

anticipates needs, which are not specifically set forth above. 

HR will perform other human resources responsibilities as circumstances arise, with concurrence of City 

management. HR will act independently to monitor changes in law, policies and human resources best 

practices. HR will respond to requests from the City management and staff, as well as identify other human 

resources responsibilities, such as implementing and managing the annual Flu Vaccine Clinic. 

 

 

2.3.9  Risk Management 

 

Our team will provide total risk management services with a combination approach of management which 

will include the on-site staff from Purchasing and Human Resources and the utilization of an outside advisory 

consultant as necessary. This approach will offer the City a blend of resources and expertise to minimize risk 

and maximize City insurances. 

  

2.3.9.1 Design, implement, manage, document, and maintain a citywide risk management program. 

Our risk management team will create and be responsible for a comprehensive risk management program.  

We will review existing City risk management programs and procedures, review claims history and current 

City insurances and will make recommendations for improvements as needed. Once complete, a procedures 

manual will be created and implemented to document the program.  We will be responsible for the corrective 

actions, implementations and any additional follow-up recommendations as the result of any safety audits.  

 

2.3.9.2 Design, implement, manage, document, and maintain an organized and scheduled safety-

training program to assist departments on risk management program processes and risk-reduction 

procedures. 

Our risk management team will ensure that the City will uphold its Safety Policy by creating and 

communicating a City safety-training program. We will design, implement, manage and maintain a formal 

safety program for the City to include but not limited to, a Safety & Accident Reporting Policy as well as Risk 

Management & Loss Prevention Policy.  Policies will be documented and communicated to all staff and will 

identify the procedures, the role of City staff, and the role of employees. Policies will be created that identify 

first-aid procedures, testing, accident reporting, accident reporting routing, accident investigation, and 

follow-up procedures. Safety meetings will be conducted to review claims and suggest prevention methods. 
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We will also work with GIRMA to maximize and take advantage of the on-site safety training that is available 

through the City policy. We will utilize the expertise of BWT Risk Advisors to review the City risk management 

program, processes and procedures as needed to ensure its effectiveness. 

 

2.3.9.3 Design, implement, manage, document, and maintain a risk management claims review 

process.  

We will design, implement, document and maintain a risk management claims review process. We will also 

review current processes and meet with Department Heads as necessary to create the most efficient and 

effective process for the City. The risk management claims review process will include but is not limited to, 

logging in claims as reported, identifying departments involved, details regarding the investigation of claims 

identifying timeframes to be met and open and closed status reports. 

 

2.3.9.4 Recommend and advise the City’s Finance Director of the appropriate amounts and types of 

insurance. 

We will review amounts and types of insurance for the City and will advise and recommend changes as 

needed. We will meet with Department Heads annual to ensure amounts and types of coverage are 

accurate. We will document current amounts and types of insurance including renewal dates and update as 

needed.   

 

2.3.9.5 Assist in the procurement off all necessary insurance. 

Our risk management team will assist in procuring necessary insurance for the City. We will complete the 

data collection and applications required during the renewal process on behalf of the City as well as collect 

and prepare the information as requested for annual insurance audits. 

 

2.3.9.6 Process and assist in the investigation of insurance claims, coordinating with legal 

representation as needed. 

Our risk management team will utilize the risk management claim review process to process insurance 

claims. We will work with respective departments and conduct investigations to ensure that information is 

accurate and we will respond within a timely manner. We will coordinate with the City Attorney and/or any 

additional legal representation regarding claims investigations. 

 

2.3.9.7 Review insurance policies and coverage amounts of contractors and make recommendations 

for changes.  

We will assess current policies and coverage amounts of contractors and after review make 

recommendations for changes. All current City insurance policies will be accounted for and a record will be 

created to document renewal deadlines, the addition and deletion and modification of policies. 

 

2.3.9.8 Document all risk management procedures and processes as well as perform tests and walk-

throughs to ensure sound risk management procedures and processes.  
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Our risk management team will be responsible for the creation and documentation of risk management 

procedures and will perform tests as appropriate to ensure sound processes. We also will work with safety 

auditors as needed in walk-throughs and will be responsible for implementing follow-up recommendations.  

 

2.3.9.9 Identify record and report performance measurements relevant to risk management. 

Our risk management team will identify, record and report measurements such as safety/accident statistics 

and driving/property accident statistics as requested by City staff. 

 

2.3.9.10 Identify and perform other risk management responsibilities where the firm reasonably 

anticipates needs, which are not specifically set forth above.  

Our risk management team will identify and respond to risk management needs above and beyond what is 

listed. We will stay abreast of new risk management trends and best practices by participating in webinars 

and seminars on risk management initiatives and reading other related publications. We will also seek out 

ways in which to earn the City additional premium credits such as the Drug Free Workplace Worker’s 

Compensation premium credit. 
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OUR MISSION: The City of Dunwoody will provide quality services to its 

citizens and support the largest economic engine in the southeast by planning 

in a careful and thoughtful manner. The City of Dunwoody will be inventive, 

transparent and embrace responsible progress, tempered by the city’s rich 

history and strong desire to maintain a close and vibrant community 

atmosphere that values family life and the entrepreneurial spirit. The City of 

Dunwoody will continue to support and nurture a community dedicated to the 

preservation of family, education, religious institutions, and the environment. 
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Our Team’s staffing methodology includes multi-tasking of responsibilities among all members of the staff as 

well as providing back office support during times that current staff are away or need additional assistance 

on special projects.  We also maintain relationships with staffing vendors should we need to support the 

workloads for a more extended time within the department. 
 

Since its inception in 1994, JAT has been increasing efficiency and productivity for office and project 

operations.  With proven expertise in financial management, accounting, budgeting, and office administrative 

operations, JAT's highly trained staff played an integral role in the successful establishment of both the City 

of Dunwoody and the City of Sandy Springs. 
 

JAT and CGA’s turn-key expertise helped the City of Dunwoody to be up and running in only a few weeks. 

Our Team assisted in the development of all departmental operations and the identification of software for 

record keeping.  We created the City’s communication/reception to efficiently direct calls to proper 

departments and serve all Dunwoody citizens. 
 

Our Team has been providing a wide spectrum of services to the City of Dunwoody within the Finance and 

Administration Department. We are responsible for the City’s accounting, purchasing and revenue collection 

operations. We also assist with annual budgeting and budgeting maintenance, detailed financial forecasts 

and analyses, and determining/ procuring all necessary insurance. Our staff provides support for all City 

Council operations (the Mayor and six City Council members), including coordination of City Council 

meetings and recording/administration of meeting minutes and resolutions. The City of Dunwoody has 

received several distinctive awards during our tenure at the City: 

 

 2010 Distinguished Budget Presentation Award 

Government Finance Officers Association of the United States and Canada (GFOA) 

For meeting nationally recognized guidelines for effective budget presentation 
 

 Achievement of Excellence in Procurement Award  

National Purchasing Institute (NPI) 

In recognition of innovation, professionalism, e-procurement, productivity, and leadership in 

procurement functions 
 

 2009 Certificate of Achievement for Excellence in Financial Reporting (CAFR) 

Government Finance Officers Association of the United States and Canada (GFOA) 

In recognition of achievement of the highest standards of comprehensive annual financial reports 

in government accounting and financial reporting. 
 

 Agency Certification Award  

Universal Public Purchasing Certification Council (UPPCC) 

In recognition of commitment to professionalism in public purchasing 
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It is important to understand that within the process of providing professional services there will be 

opportunities for our staff to develop and expand their expert knowledge.  Our team considers training and 

continuing education to be critical and vital to the delivery of services to meet and exceed the needs of the 

City.  Our staff will remain active in continuing education by attending conferences and meetings, 

participating in webinars, and reading related resource publications.   Below is an abbreviated list of the 

various training sessions, webinars, memberships, and seminars our incumbent staff attended on behalf of 

the City of Dunwoody.  Our team will continue to promote the growth of the individual staff members in the 

coming years.  
 

Administrative Assistant 

Administrative Assistant Conference 

Indispensable Assistant Seminar 

University of Phoenix - Tuition Reimbursement (Marketing Classes) 

International City/County Management Association (ICMA) Membership 

ICMA Seminar 

University of Georgia - GCCMA Conference 
 

Accounting 

Southeastern Accounting Show (SEAS) 

Georgia Government Finance Officers Association (GFOA) 

GFOA CAFR Preparation 
 

Revenue 

Carl Vinson Institute - University of Georgia- Local Government Budgeting 

 

Purchasing 

National Institute of Governmental Purchasing (NIGP) Membership 

NIGP Webinar – Leadership in Environmental Design:  What is Means to the Procurement Professional 

USDA Graduate School Webinar – Ethics Compliance and Enforcement 

The Georgia Governmental Purchasing Conference & Products Expo 
 

Human Resources 

Georgia Local Government Personnel Association (GLGPA) Spring Conference 

Fisher & Phillips – Lets Us Introduce You to GINA 

SHRM-Atlanta – Beyond the Feedback:  Maximizing the Benefits of the 360 Degree Feedback Process 

SHRM- Atlanta – Strategic Talent Planning – Going Beyond the High-Potential Employee 

SHRM- Atlanta – Emotional Intelligence:  The Critical Underpinning of Leadership Success 

ADP – ADP Reporting Basics Part 1 

SHRM-Atlanta – New Non-Discrimination Rules – What You Need to Know 

SHRM-Atlanta – Conducting Background Checks on Job Applicants 

ADP – HR & Benefits – Performance Management 

Fisher & Phillips – Crisis Management for Employers 
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We propose to keep our current personnel in their positions at the City of Dunwoody. However, have no 

problem at all in making changes in staff as may be requested by the City. Our administrative assistant and 

receptionist both have over 20 years of administrative experience in a variety of office environments. With a 

high level of expertise in administrative operations and communications, they are adept at taking on tasks 

beyond their specific responsibilities and providing support as needed in changing work environments. Other 

staff members who are providing accounting and budgeting services have over 15 years of experience. They 

are skilled in all aspects of accounting and budget management and particularly proficient in practices, 

internal controls, standards, and compliance.  Our staff member currently serving as Purchasing Manager is 

highly skilled in internal auditing, procurement processes and contract administration.  Additionally, he has a 

comprehensive knowledge of regulations, ordinances, and controls that enables him to provide expert 

management of procurement and auditing activities.  
 

Resumes follow for the listed key personnel: 

 

Laura Cook  Project Manager 

Lisa Ferguson, CPA Accounting Manager 

James R. Hampton Purchasing/Risk Manager 

Nicole Stojka  Human Resources Manager 

Russell Mitchell  Financial Analyst 
 

We believe that our clients deserve informed, professional, and experienced staff at all department levels. 

Our approach is to explore the specific needs of the client and “hand-pick” employees to fill these needs.  

JAT and CGA employees join our firms for a career, not just a job.  Included among our professionals are 

former finance directors, city managers, county administrators, business managers, controllers, accountants, 

and systems managers. We provide leaders with the tools to not only perform the work requirements of their 

position, but also to offer innovative perspectives and cross-team support.  At the beginning of each year, 

we develop a list of appropriate conferences or training that we offer to the staff to make sure that they are 

up-to-date in their respective positions.  
 

Our organizational chart follows the key personnel resumes, depicting how we intend to staff the 

department. 

 
 



 
 
 
 
 
 
 
 
 
 
  

 
  

Laura Cook has over twenty years of administrative and program management 
experience working with architectural and engineering firms and within municipal 
and county governments.  Ms. Cook brings an in-depth knowledge of governmental 
office structures to municipal service projects. She is highly proficient in managing 
administrative personnel and processes. Her administrative skills encompass a wide 
range of accounting functions, including invoice compliance processing, billing, 
change orders, pay requests, and pay estimates. Ms. Cook possesses extensive 
expertise in bid processing, contract administration, contract compliance, and 
financial and job status report preparation.   

Assistant Project Manager  
JAT Consulting Services, Inc. 
City of Dunwoody, GA Privatized Services 

Currently oversees JAT personnel who are serving as City’s Accounting Manager, 
Director of Purchasing, Assistant to Court Clerk, Receptionist, and Staff 
Accountant. Responsible for key initiatives that resulted in newly formed City of 
Dunwoody being quickest new municipality start-up on record. Performed office 
manager duties for city’s temporary offices, municipal court, and permanent offices. 
Coordinated relocation and set up of permanent offices. Processed all business 
license renewals and began revenue receipt. Served as Acting City Clerk and 
temporary Assistant to Clerk of Courts, expediting clerical and financial operations. 

Project Manager 
JAT Consulting Services, Inc. 
Jacobs Project Management Company 
Cobb County, Georgia 

Assisted with development and implementation of a time tracking process.  
Responsible for providing ongoing assessments and recommendations of current 
processes in order to develop written Standard Operating Procedures.  Duties 
include the preparation of prime invoice to client, consolidating/validating time 
and expenses, compilation of invoices, reporting costs, and EBO reporting.   

Contract Administrator 
 JAT Consulting Services, Inc. 
Atlanta Services Group Joint Venture 
City of Atlanta Department of Watershed Management  

Responsible for invoice preparation for all joint venture firms and subconsultants. 
Duties include consolidating/validating time and expenses, compilation of invoices, 
project cost tracking, and check production/disbursement. Provides monthly project 
summary reports for all payments issued to joint venture firms and sub-consultants. 
In charge of EBO tracking and reports.  

EDUCATION 
DeKalb Community College 

 

COMPUTER SKILLS 
Microsoft Office 

Expedition 

MARS/G 

 

Laura Cook 
MUNICIPAL SERVICES 

 

  PERSONNEL PROFILE 



 

Program Consultant 
JAT Consulting Services, Inc. 
Montgomery Watson/Khafra Joint Venture 
Clean Water Atlanta Small Business Development Program 

Provides support services to Small Business Development Program in helping 
small, minority, and female businesses compete successfully for work on Atlanta’s 
Wastewater System Improvement Program. Assists in outreach and assessments of 
eligible firms and provides individual guidance to participants in operations 
management. 

Client Support 
Accounting 
Contract Administrator 
JAT Consulting Services, Inc.  

Provides ongoing accounting and financial management support and key monthly 
accounting services to various JAT clients. Prepares financial statements and 
produces project financial analyses. Monthly accounting services include review of 
contracts; invoice preparation and reconciliation; accounts payable and receivable 
support; payroll administration; expense tracking; and bank statement and 
general ledger reconciliation.  

Contract Administrator 
JAT Consulting Services, Inc. 
International Aviation Consultants, LLC 
Hartsfield-Jackson Atlanta International Airport Development Program 

Responsible for contract compliance and documentation of consultant and 
contractor invoices for $6.7 billion capital improvement project, Monitored 
invoice routing, ensuring that project, administrative, and program managers met 
intermediate established invoice processing schedules. Tracked and validated 
invoices/fund ability in Development Program MIS and City of Atlanta 
MARS/G financial system. Reconciled City of Atlanta MARS/G financial system 
purchase order line balances with Invoice Audit and Compliance project 
balances. Also served as contract administration liaison to City of Atlanta’s 
Department of Aviation. 
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EDUCATION 
B.B.A. Accounting 

Georgia Southwestern College 

Carl Vinson Institute 
Governmental Accounting 

 
Georgia Technology Authority 

Project Management Foundation 
Project Planning, Scheduling, & Control 

Identifying  & Managing Risks 
Recovering Failing Projects 

 
 

CERTIFICATIONS 
Certified Public Accountant 

A+ Certified Technician 

Microsoft Certified Software Engineer 
– Windows NT 4.0 & 2000 

 

AFFILIATIONS 
Georgia CIO Council 

Georgia Information Security Officers 

Georgia Business Continuity 
Professionals 

Project Management Institute 

 

Lisa C. Ferguson 
 

  PERSONNEL PROFILE 

 

With 15 years of experience in the government sector, Lisa Ferguson is a highly 
skilled, senior level executive in accounting management. She possesses significant 
accounting skills in data analysis, financial reporting, and cash and budget 
management. Ms. Ferguson’s extensive IT capabilities encompass development, 
implementation and integration of web applications with back-end systems, 
contingency planning, network security and client-server architecture. She is adept 
at applying her technological and financial expertise to improving accounting 
practices, internal controls and documentation procedures. 

Ms. Ferguson has excellent analytical skills, with a particular focus on innovation, 
problem solving and streamlining processes. She is proficient at assessing and 
developing business procedures. Her attention to deadlines and details provides 
essential professionalism to the completion of tasks and management of projects.   

Accounting Manager 
JAT Consulting Services, Inc. 
City of Dunwoody, GA Privatized Services 

Responsible for building start-up Finance Department by establishing policies and 
procedures using industry best practices. Maintains accounting records according 
to GAAP. Makes decisions concerning accounting practices and citywide 
procedures; implements payroll, benefits, and retirement systems; directs and 
oversees all finance operations, accounting, treasury, and fixed assets. Supervises, 
directs, and evaluates assigned staff. Prepares performance-based budget. Manages 
receipts/disbursements activities for the retirement fund. Manages financial 
reports, information returns, and other requisition requests for applicable local, 
state, and federal agencies and organizations. Performs investment activities for 
the city; maintains banking relationships; prepares comprehensive financial 
reports; develops long-range forecasts for financial planning and multi-year 
strategic plans. 

Chief Accountant 
CH2MHill OMI Inc. 
City of Sandy Springs Privatized Services 

Collaborated with the Assistant City Manager to produce monthly financial 
reports and served as advisor regarding fiscal operations. Responsible for research 
and resolution of accounting issues and research for special projects. Managed 
budgets for all capital projects, receipts/disbursements activities for the retirement 
fund, and financial reports. Oversaw all information returns and other requisition 
requests for applicable local, state, and federal agencies and organizations. 
Performed investment activities for the city, maintains banking relationships, and 
prepares comprehensive financial reports. Developed long-range forecasts for 
financial planning and multi-year strategic plans. 
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Accounting Manager 
JAT Consulting Services, Inc. 
City of Sandy Springs Privatized Services 

Accounting Manager for newly incorporated City of Sandy Springs as part of 
innovative privatization of services under CH2MHill. Built start-up Finance 
Department by establishing policies and procedures using industry best practices. 
Integral in decision-making for city-wide accounting practices and procedures. 
Implemented Sungard HTE Finance Plus and Sungard HTE Naviline software, as 
well as payroll, benefit, and retirement systems. Directed and oversaw all finance 
operations for accounting, treasury, and fixed assets, and Parks, Police, Revenue, 
and Community Development accounting staff. Prepared performance-based 
budget. Managed financial reports and requisition requests for applicable local, 
state, and federal agencies and organizations. Performed investment activities for 
the city and maintained banking relationships. Served as advisor to the Finance 
Director regarding fiscal operations. Developed long-range forecasts for financial 
planning and multi-year strategic plans. 

Technology Officer 
Office of Treasury and Fiscal Services  
State of Georgia 

Established IT policies and procedures, defined hardware and software 
requirements, and built an IT infrastructure. Responsible for managing 
application and development projects, as well as evaluating technologies. Provided 
training and application support for accounting, investment and other 
applications. Prepared GO bonds budget. Implemented IMS-2000 and TMS 
accounting and investment management systems, including the development of 
accounting processes, procedures, and reports. 

Accounting Manager 
Office of Treasury and Fiscal Services  
State of Georgia 

Responsible for a variety of accounting functions, including reporting of revenue 
collections data and other financial results; maintaining accounts payable ledgers 
for allotments; balancing daily cash and cash journals; balancing and distributing 
statements to allotment holders; preparation of revenue/expense, accounts 
payable and general ledger entries for mainframe software. Performed 
monthly/year-end closing processes. Instrumental in computerization of treasury 
operations. Streamlined accounting operations by automating tasks and 
eliminating redundant tasks. Designed statewide bank registry and analyzed data, 
resulting in four accepted recommendations and significant financial savings for 
the state.  

 



 
 
 
 
 
 
 
 
 
 
  

 
  

With over 12 years of experience, James Hampton is highly skilled in internal 
auditing and procurement processes. His strong analytical expertise is a reflection 
of his in-depth understanding of purchasing and financial operations. Mr. 
Hampton has a comprehensive knowledge of regulations, ordinances, and 
controls that enables him to provide expert management of procurement and 
auditing activities. He is adept at evaluating contracts, requisitions, and processes. 
An excellent communicator and facilitator, Mr. Hampton is not only proficient in 
conducting operational and compliance reviews, but also in serving as an effective 
liaison between various city departments and outside vendors/consultants. 

Purchasing Manager 
JAT Consulting Services, Inc. 
City of Dunwoody, Georgia Privatized Services 

Develops and executes all city purchasing procedures and policies. Implements 
award-winning best practices:  in 2010, the Finance Department earned the 
National Purchasing Institute’s Achievement of Excellence in Procurement 
Award. Responsible for procurement of RFPs, RFIs, bids, and LOIs, and 
procurement card, risk, property/fixed, and contract management. Counsels City 
Manager on legality, ethics, and methods of procurement in the city’s best 
interest. Manages department budgets and surplus inventory and assets. Performs 
procurement analyses and provides budget allocation assistance. Processes 
requisitions and purchase orders, maintains documentation of vehicle 
registrations, and assists with fleet management. 

Purchasing Associate 
County Purchasing Division 
Gwinnet County, GA  

Responsible for facilitation and monitoring of the procurement process, 
including review and analysis of requisitions, determining method of 
procurement, and review of bid proposals. Served as a liaison to departments to 
ensure compliance with county purchasing ordinances.  Administered award 
processes, including review of recommendations, coordination with suppliers, and 
monitoring compliance with bid specifications. Developed and administered 
purchase orders and price agreements, and ensured compliance with controls and 
ordinances. 

Senior Auditor 
County Office of Internal Audit 
Gwinnet County, GA 

Responsible for conducting operational and compliance reviews, and special 
projects as requested by management. Conducted interviews, performed research, 
analyzed data, prepared reports, and made recommendations.  As member of the 
Gwinnett County Vendor Performance Committee, reviewed complaints and 
recommended corrective actions. Served as coordinator for the Gwinnett County 
Internship Program.   

EDUCATION 
M.B.A.  

Georgia State University  

B.A. Journalism 
University of Georgia 

College of DuPage 
Associate of Arts 

 
CERTIFICATIONS 

Certified Internal Auditor, 
Institute of Internal Auditors 

Certified Government Financial 
Manager, Association of 

Government Accountants 

Certified Professional Public 
Buyer, National Institute of 

Governmental Purchasing 

 
AFFILIATIONS 

Association of Government 
Accountants 

 National Institute of 
Governmental Purchasing  

 

James R. Hampton 
 

 

PERSONNEL PROFILE 



 

Principal Auditor, Health Audits Division 
Principal Management Analyst, Performance Audit 
Operations Division  
Georgia Department of Audits and Accounts 
Atlanta, GA 

Responsible for conducting program audits to address purpose, need, effectiveness and 
efficiency, compliance with applicable laws, regulations, and policies. Analyzed and 
assessed processes to streamline operations and reduce management risk. Assessed 
contracts and contractor performance and deliverables. Promoted accountability through 
identifying benchmarks and best practices, assessing performance measures, and assisting 
in development or revision of output and outcome measures and reporting systems. 
Reviewed proposed legislation to determine the fiscal impact. Supervised project/audit 
teams. 
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NICOLE A. STOJKA 
Manager, Human Resources 

 

SUMMARY OF QUALIFICATIONS  

CALVIN, GIORDANO & ASSOCIATES, INC., January 2009 to Present 

Human Resources Manager, March 2010 to Present 
Human Resources Generalist, January 2009 to March 2010 
 
 Manage all human resources responsibilities for the City of Dunwoody 

 Create,  administer  and  update  employee  benefits  plans  and  conduct  annual  open 
enrollment 

 Implement, manage and maintain the compensation plan 

 Responsible  for  full  lifecycle  recruitment  of  management  and  non‐management 
positions 

 Implement and manage the wellness program 

 Write and publish the Employee Handbook 

 Create and manage the annual employee performance appraisal process  

 Provide  counsel  on  employee  relations  situations  and  manage  the  progressive 
discipline process, including termination of employment 

 Conduct new hire orientation and benefits education meetings 

 Create, communicate and administer policies 

 Develop and publish all employee communication materials 

 Create and manage the City’s employee events  

 Serve  as  Project  Manager  for  implementation  of  ADP’s  HR  and  Benefits  Solution 
(HRB) 

 
MACY’S SYSTEMS AND TECHNOLOGY 

Human Resources Manager II, April 2001 to December 2003 
Human Resources Manager, May 2000 to April 2001 
Human Resources Specialist, October 1999 to May 2000 

 Managed human resources responsibilities for 400‐800 employees 

 Supervised Human Resources Generalist,  College Recruiter,  and Human Resources 
administrative staff 

 Responsible  for  performance  management,  including  providing  coaching  to 
management, holding regular career planning meetings with employees, conducting 
annual  and  mid‐year  performance  Review  Boards,  and  performing  employee 
disciplinary counseling’s 

 Created  and  implemented  key  human  resources  initiatives,  such  as  automated 
annual and mid‐year performance review processes, an online employee handbook 
with electronic signature capture, and a company‐wide succession planning process 

 Managed full lifecycle recruitment process for the executive training program 

 

EDUCATION 

Bachelor of Arts in 
Psychology; Emory 
University, May 1995 
 
PROFESSIONAL 
ASSOCIATIONS 

Member of Georgia 
Local Government 
Personnel Association 
(GLGPA) and SHRM‐
Atlanta 
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 Interviewed  all  management  candidates,  executive  training  program  candidates,  and  succession 
planning promotional candidates 

 Approved all job offers 

 Created, communicated and administered policies 

 Taught professional development training classes 

 Managed multiple reductions in force and an outsourcing to a telecommunications company  

 Administered leave policies, including FMLA 

 Co‐chaired company safety teams 

 Led  new‐hire  orientation,  conducted  exit  interviews,  and  achieved  a  100% winning  track  record  in 
representing the company at unemployment hearings  

 

INDEPENDENT CONTRACTOR 

Human Resources/Recruiting 

 Recruited,  interviewed,  administered  profile  testing,  and  checked  references  for  information 
technology, marketing, and administrative positions 

 Created and updated an employee handbook and benefits summary 

 Mediated and resolved personnel issues 

 Created and implemented company policies and procedures 

 Wrote job descriptions 

 Performed compensation analyses 

 Processed payroll  

 Maintained personnel, medical, and I‐9 files 

 
 



 

RUSSELL MITCHELL 
Financial Analyst 

SUMMARY OF QUALIFICATIONS 

Recent  M.B.A.  honors  graduate  of  Columbus  State  University  program‐extremely 
driven  to  launch professional  career  in  the  financial  services  industry.   Mr. Mitchell 
has outstanding  interpersonal, communication and relationship‐building skills. He  is 
analytically focused with an ability to identify a concept or problem, draw appropriate 
conclusions,  and  make  insightful  recommendations  that  improve  processes  and/or 
positively impact the bottom line.  

PROJECT EXPERIENCE 

Tax  Site  Coordinator,  Tax  Season  2007  to  2009,  Columbus,  GA.    Began 
volunteering  in  late 2007 as an  income tax preparer while concurrently managing a 
full‐time  student  status.  Responsible  for  administering  all  functions  related  to  filing 
income  tax  returns.  This  position  required  an  advanced  knowledge  of  tax  laws. 
Identified and analyzed  tax effects on  tax returns and recommended adjustments  to 
best  suit  the  individual  and  remain  compliant  with  tax  laws.  Accountable  for 
maintaining  consumer  confidentiality  and  proper  tax  preparation.  Due  to 
accomplishments  and  commitment with  the  organization,  excelled  to  become  a  site 
coordinator  the  following  tax  season.  This  position’s  objectives  included  managing 
and  training 15 volunteers,  reviewing all  tax  returns  to  ensure  compliance with  tax 
law, resolving escalation issues, ensuring positive customer experience, and providing 
counseling on tax and financial responsibilities.  

Chattahoochee Valley is a non‐profit organization and sponsors a program that assists 
low/moderate income individuals with the preparation of income tax returns free of 
charge.  

 Assisted in bringing over $1.2 million in tax returns back into the community, 
which saved families over $150,000 in fees. 

 Obtained  an  advanced  level  of  tax  knowledge  and  certification  through  the 
IRS. 

 Donated the second highest amount of volunteer hours in the organization. 

 Recognized  for  the  ability  to  provide  excellent  customer  experience  and 
professionalism. 

Commercial  Teller,  2007,  Columbus  Bank  &  Trust,  Columbus,  GA.  As  a 
commercial  teller,  processed  customer  financial  transactions,  performed  cash 
handling  in  an  accurate  and  secure  manner,  and  balanced  cash  drawer  and  teller 
transactions within established guidelines. Success in this position required the ability 
to  meet  sales  and  referral  goals  by  identifying  and  selling  products  and  services 
beneficial to the customer’s needs. Strong interpersonal skills were essential to build 
relationships with customers. 

 Contributed to Bank’s growth by exceeding progressively challenging monthly 
sales goals throughout tenure.  

 Professionally handled sensitive commercial deposits of $150,000 or more in 
daily transactions. 

 

EDUCATION   

Masters of Business 
Administration, Columbus 
State University, Columbus, 
GA, 2009 

Award: Best Consumer 
Product Idea (Marketing 
2009), Magna Cum Laude, 
Class of 2009 
BA in Finance, Columbus 
State University, Columbus, 
GA, 2007 
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 Maintained a current knowledge of existing and new products by actively participating  in numerous 
training programs. 

Excelled  in cross‐selling and up‐selling products and services  to existing  customers  in addition  to acquiring 
new customers. 

Landscape Designer/Project Manager 2002 to 2006, RJM DESIGNS, Fayetteville, GA. From 2002 through 
2006 worked as a landscape designer and project manager for a self‐run small business. This opportunity was 
established to assist in paying for college expenses while enrolled as a full time student. The business provided 
landscape  counseling,  design,  and maintenance  services.  Projects  centered  on providing  exceptional  results 
that appeal to the wants of the client and within time and budget constraints. Excellent customer service and 
management of time and employees was vital to success in this position.  

 Grew business  from a clientele consisting of closely networked  friends and  family  to over 15 repeat 
customers.  

 Managed various projects up to $10,000 in assets.  

 Supervised laborers to assure quality results.   

Sales Manager 1997 to 2002, Andy’s Nursery, Fayetteville, GA. Entering the workforce at the start of 1997 
as a salesman at Andy’s Nursery II and excelled to a sales manager position. The position required advanced 
knowledge  of  the  nursery’s  products  and  services.  Responsibilities  included meeting  targeted  sales  quotas, 
opening  customer  credit  accounts,  maintaining  inventory,  and  tracking  and  recording  sales  and  company 
expenses.  

 Consistently exceeded sales quotas and achieved positive customer satisfaction surveys.  

 Accurately and efficiently managed company expenses and inventory levels. 
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OUR MISSION: The City of Dunwoody will provide quality services to its 

citizens and support the largest economic engine in the southeast by planning 

in a careful and thoughtful manner. The City of Dunwoody will be inventive, 

transparent and embrace responsible progress, tempered by the city’s rich 

history and strong desire to maintain a close and vibrant community 

atmosphere that values family life and the entrepreneurial spirit. The City of 

Dunwoody will continue to support and nurture a community dedicated to the 

preservation of family, education, religious institutions, and the environment. 

May 23, 2011
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• Representative Tom Taylor 

 City of Dunwoody, GA 

• David Pino 

 International Aviation Consultants, LLC 

• James L. Drinkard 

 City of Atlanta Department of Aviation 

• Dan Guill 

 Atlanta Services Group, LLC 

• John Flint 

 City of Weston, FL 

• Martin J. Gayeski 

 City of Pembroke Pines, FL 
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Project: Finance and Administrative Services, City of Dunwoody, GA 

Client:   City of Dunwoody, GA 

Contact: Representative Tom Taylor 

Tel: (404) 656-0152  

Email: tom.taylor@house.ga.gov 

Duration: 2008 - Present 

 Description 
The City of Dunwoody in DeKalb County, Georgia (Atlanta Metro Area) extended Requests for Proposals to 

provide the majority of the newly incorporated City’s operating services.  Dunwoody, a 12.1 square mile 

community of approximately 44,000 residents, was incorporated in late 2008. CGA/JAT provides the new 

city with a wide variety of administrative and financial services, including accounting, purchasing, budget 

forecasting, risk management and reporting. CGA is also administering information technology, web site 

design and management, public relations, customer service, records management, human resources, and 

administrative support for the City. 

 

 

Project: Financial Program Consultant: Hartsfield-Jackson Atlanta International Airport 
Expansion Program Management

Client/Location: Hartsfield-Jackson Atlanta International Airport, Atlanta GA 

Client Contact: David Pino, Project Director (Hartsfield-Jackson International Airport) 

Tel: (404) 530-5685 

Contract Owner: City of Atlanta, Department of Aviation 

Owner Contact: James L Drinkard, PE, Assistant General Manager, Planning & Development  

Tel: (404) 530-5611 

Email: david.pino@atlanta-airport.com 

Duration: 1999 - Present, Anticipated Completion in 2015 

Description 
As part of its master plan, Hartsfield-Jackson Atlanta International Airport has initiated a $6.7 billion capital 

improvement plan, the Hartsfield-Jackson Development Program (HJDP). As Financial Program Consultant 

for the Program Manager (IAC) of HJDP, JAT Consulting Services, Inc. is responsible for financial services for 

the expansion, including creation and implementation of a new capital invoice processing system with fully 

auditable financial information.  As a result of these efforts, all appropriated and funded invoices are paid 

within 20 business days. 
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Project: Financial Program Consultant: City of Atlanta Department of Watershed 
Management; On-call Architectural and Engineering services 

Client/Location: City of Atlanta, Atlanta, Georgia 

Contact: Dan Guill, Project Manager (Jacobs Project Management Co.) 

Tel: (678) 333-0218 

Email: Dan.Guill@jacobs.com 

Duration: 2007 - Present, Anticipated Completion in 2015 

Description 
Atlanta Services Group, LLC (ASG) provides technical, professional and other services as part of its On-Call 

Architectural/Engineering contract with the City of Atlanta, Department of Watershed Management, for 

various city projects on an as needed basis.  

 

As Contract Administrator and JV Accountant to the ASG team, JAT Consulting Services, Inc. assisted with 

development and implementation of a time tracking process and is responsible for providing ongoing 

assessments and recommendations of current processes in order to develop written Standard Operating 

Procedures.  Duties also include the preparation of prime invoice to client, consolidating/validating time and 

expenses, compilation of invoices, reporting costs, and EBO reporting as well as project cost tracking, check 

production and disbursement and monthly project summary reports for all payments issued to Joint Venture 

firms and sub-consultants.  JAT also provides Project Administration support to various project engineers, 

project inspectors, and project managers. 

 

Project: General Services: City of Weston 

Client/Location: City of Weston, FL 

Contact: John Flint, City Manager 

Tel: (954) 385-2000 

Email: jflint@westonfl.org 

Duration: 1996 - Present 

 Description 
CGA has been a full service provider for the City of Weston since its incorporation in 1996, and prior when 

the area was composed of Community Development Districts.  CGA has worked closely as a full service 

partner with the in house city staff and elected officials to help develop Weston into one of the premier 

models of contract government services in the nation.  CGA is a full service provider, delivering almost all city 

services with the exception of police and fire.  This specifically includes: Contract Administration, 

Administrative Support Services, Grants Administration, Community Development, Building Code 

Administration, Design Services, Information Technology, Project Management, and Human Resources 

support. 
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Project: General Services: City of Pembroke Pines 
Client/Location: Pembroke Pines, FL 

Contact: Martin J. Gayeski, Assistant City Manager 

Tel: (954) 437-1111 

Email: mgayeski@ppines.com 

Duration: 2009 - Present 

Description 
With the expansion of their wastewater treatment plant, the City is relocating its’ Public Services Campus 

further east to a defunct golf course site purchased by the City.  Calvin Giordano & Associates, Inc. (CGA) is 

providing engineering and landscape architecture services to the City for a proposed facility which consists 

of the construction of a two-story administrative office building, and three other buildings that function as City 

garages for maintenance and for storage. The complex will have 85,000 square feet under roof, including a 

City fueling station, and will be designed to GBC LEED “silver” standards. 
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 Executed Proposal Form 

 Acknowledgement of Addenda to RFP 

OUR MISSION: The City of Dunwoody will provide quality services to its 

citizens and support the largest economic engine in the southeast by planning 

in a careful and thoughtful manner. The City of Dunwoody will be inventive, 

transparent and embrace responsible progress, tempered by the city’s rich 

history and strong desire to maintain a close and vibrant community 

atmosphere that values family life and the entrepreneurial spirit. The City of 

Dunwoody will continue to support and nurture a community dedicated to the 

preservation of family, education, religious institutions, and the environment. 
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• Team Awards 

 GFOA Distinguished Budget Presentation (2010) 

 NPI’s Achievement of Excellence in Procurement (2010) 

 UPPCC Agency Certification Award

• Back Office Resumes 

 Jo Ann Tuttle 

 Christy Willard 

 George Keller 

 Roma Rowland 
• Incumbent Staff Resumes 

 Denise Walker 

 Adriane Creety 

 Diane Reese 

• Project Profiles 

 Hartsfield‐Jackson 
Development Program 

 City of Sandy Springs, GA 

 Atlanta Services Group 

 Clean Water Atlanta 

 Atlanta Services Group 

 City of Weston, FL 

 City of Pembroke Pines, FL 

 City of West Park, FL 

• Letters of Recommendation 

 City of Atlanta Department of Aviation 

 Jacobs/JJG 

 Clean Water Atlanta 

 City of Weston, FL 

 

OUR MISSION: The City of Dunwoody will provide quality services to its 

citizens and support the largest economic engine in the southeast by planning 

in a careful and thoughtful manner. The City of Dunwoody will be inventive, 

transparent and embrace responsible progress, tempered by the city’s rich 

history and strong desire to maintain a close and vibrant community 

atmosphere that values family life and the entrepreneurial spirit. The City of 

Dunwoody will continue to support and nurture a community dedicated to the 

preservation of family, education, religious institutions, and the environment. 



  

As Founder and President of JAT Consulting Services, Inc. Jo Ann Tuttle is a 
recognized business leader in the fields of financial, program, and contract 
management. With over 30 years of experience, Jo Ann possesses wide-ranging 
technical expertise in financial analysis, accounting, office operations, and grant 
administration.  Prior to launching JAT, Jo Ann directed corporate and field office 
management activities at Howard Needles Tammen & Bergendoff (HNTB) 
Corporation.  She has worked extensively with architectural and engineering firms 
and in the transportation industry.  
 
Notably innovative in her business perspective, Jo Ann approaches projects with 
dedication to smooth, cost-effective procedures and processes. She is particularly 
proficient in analyzing client needs and project requirements. Jo Ann is an 
experienced trainer, highly skilled in providing effective sessions in finance, 
accounting and business operations.  

PRINCIPAL IN CHARGE 
JAT Consulting Services, Inc.  
City of Dunwoody, GA  
Privatized Municipal Services 
Provides management oversight for newly incorporated City of Dunwoody, 
primarily in finance and purchasing operations. Served lead role in start-up activities 
for creation of City’s operational infrastructure. Worked with City Council and City
Manager in development of policies, procedures, and operations. 
 
FINANCIAL PRINCIPAL IN CHARGE  
JAT Consulting Services, Inc.  
International Aviation Consultants, LLC  
Hartsfield-Jackson Atlanta International Airport 
Development Program 

Responsible for financial functions of $6.7 billion capital improvement project. 
Oversees financial management operations: consultant/contractor invoice 
processing and audit/contracts administration, including intergovernmental 
agreements. Beyond project scope, also serves in this capacity for Airport Facilities. 
Directed development of fully auditable capital invoice processing system and 
developed accounting policies and procedures for the limited partnership. 

 
FINANCIAL PRINCIPAL IN CHARGE 
JAT Consulting Services, Inc.  
City of Sandy Springs, GA  
Privatized Municipal Services 

Responsible for operation and management of all finance, budget, and purchasing 
activities for newly incorporated City of Sandy Springs, as part of innovative 
privatization of services under CH2MHill. Supervision includes oversight of 
accounting, financial auditing, purchasing, travel reimbursement, records retention, 
debt and cash investment management, and collection processes. 

EDUCATION 
B.A. Business Administration 
University of South Carolina 

Advanced Studies 
Federal Procurement, 

Contract & Project Management 

 

AFFILIATIONS 
Airport Minority Advisory Council 

Consulting Engineering of Georgia 

Financial Managers Group 

Women’s Transportation Seminar 
(WTS) 

 

RECOGNITION 
 City of Atlanta  

FBE Phoenix Trailblazer Award 

Recognized by Mayor of Atlanta for 
significant contribution to  
Diversity Program success 

Women Flying High Program 
City of Atlanta  

Department of Aviation 

JO ANN TUTTLE

president 

PERSONNEL PROFILE 
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FINANCIAL PRINCIPAL IN CHARGE 
JAT Consulting Services, Inc. 
PMT Consultants Joint Venture  
Fulton County, GA Transportation Improvement Program 

In charge of financial functions for PMT Consultants Joint Venture, which 
provided program and construction management services for the implementation 
of Fulton County’s Transportation Improvement Program (TIP). Oversaw 
financial management operations of consultants and contractor invoice 
processing/auditing, contracts/compliance administration, and project cost 
allocations for $87 million TIP budget. Served on public works steering 
committee and managed EBO Program. 

 

ADMINISTRATIVE PROJECT MANAGER 

JAT Consulting Services, Inc. 
RMJ Joint Venture  
Fulton County, GA Infrastructure Program 

Managed financial services for joint venture that provided construction 
management services for Fulton County’s $1 billion Infrastructure Program. 
Supervised general project administration services for over fifty engineers from 
three firms: H. J. Russell & Company, Moreland Altobelli Associates, Inc. and 
JJG, Inc. Tracked funding and allocation costs, pay requests, documentation and 
data management, MIS, financial reports, and daily administrative 
responsibilities.   

JO ANN TUTTLE  

president 



  

Christy Willard is highly skilled in providing a variety of essential client support 
services. Experienced in accounting, contract administration, human resources, 
and minority business certification, she assists clients with thoroughness and 
efficiency. Christy’s consistent attention to deadlines and details provides the 
professionalism needed to complete tasks, both within a team environment and in 
individual initiatives. Her strong communication skills and professional 
responsiveness are an integral component of JAT’s dedication to client 
satisfaction. Christy is adept in the administrative management services necessary 
for ensuring proper support to all JAT personnel and clients.  

 

contract administrator 
JAT Consulting Services, Inc.  
JP2 Joint Venture 
City of Atlanta Department of Watershed Management 

Responsible for accuracy, documentation and contract compliance of consultant 
invoices for various task orders, including audit. Monitors invoice routing, 
ensuring that the project, administrative and program managers meet invoice 
processing schedules and contract specifications. Reconciles purchase order line 
balances with budgets for each Joint Venture firm and every subconsultant. 
Conducts both group and individual firm training sessions in invoice process 
management.  

 

small business and m/w/dbe client support 

JAT Consulting Services, Inc.  

Provides ongoing management support and key monthly accounting services to 
various JAT clients. Management support includes assistance in accounting and 
finance, management of minority business certifications, and human resources. 
Monthly accounting services include review of contracts; invoice preparation and 
reconciliation; accounts payable and receivable support; payroll administration; 
expense tracking; bank statement and general ledger reconciliation. Prepares 
financial statements and produces project financial analyses. Assists with training 
sessions for the Clean Water Atlanta Small Business Development Program; 
provides one-on-one training to small businesses and DBEs as needed. Conducts 
group training sessions on topics pertaining to business operations and financial 
management through pro bono services to civic organizations that support and 
promote small businesses and DBEs. 

 

 

 

 

 

education 

North Metro Technical College 
Accounting Degree (final year)  

Kennesaw State University  
Multiple courses in accounting & 

Peachtree Accounting Software 

 

computer skills 
Microsoft Office  

Peachtree Premium Accounting 

Quickbooks Pro 

ADP PC Payroll for Windows 

Expedition 

 

certification 

 Notary Public, Bartow County, GA 
 

association membership 

Women’s Transportation Seminar 
(WTS) Atlanta – Former Treasurer 

 

 

CHRISTY WILLARD

manager of business operations 

PERSONNEL PROFILE 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

manager of administrative services 
JAT Consulting Services, Inc.  

Supervises all office operations, including human resources, business 
development and marketing, document control and the firm’s Minority Business 
Certifications. Responsible for payroll administration. 

 
public outreach coordinator 

JAT Consulting Services, Inc.  
Cobb Community Transit Development Plan, Cobb County, GA 

Provided project support for stakeholder and Cobb Community Transit 
personnel surveys, including management of mass mailings. Served as liaison to 
the County, compiled survey responses, and developed response databases. Also 
responsible for coordination of public meeting logistics, including mass mailing of 
meeting notices and location preparations. 
 

 

CHRISTY WILLARD 

manager of  

business operations 

 

 



 
 
 
 
 
 
 
 
 
 

 

  

With 20 years of experience in the government sector, Denise Walker is highly skilled 
in all aspects of accounting services. Her depth of expertise in accounts payable and 
receivable, accompanied by close attention to deadlines and details, ensures accurate 
and efficient accounting procedures. Ms. Walker is adept at applying her 
comprehensive knowledge to improving accounting practices, internal controls, and 
documentation policies and processes. 

staff accountant 

JAT Consulting Services, Inc. 
City of Dunwoody, Georgia 

Responsible for accounts receivable and payable, payroll, and excise tax revenue 
collections administration. Duties also include business license review/ 
troubleshooting and administration of personnel benefit payments. Maintains all 
financial records for City in compliance with applicable laws, guidelines, standards 
and best practices for municipal accounting.  Produces and delivers requested 
financial information and reports to City Finance Director. Assists in developing and 
implementing the policies and procedures established by the City Finance Director. 
Processes all invoices presented with proper approval for payment. Identifies and pays 
all City bills and obligations, including payroll.  Properly codes and records all City 
financial transactions. Prepares and reviews journal entries, direct pays, and wire 
transfers. Coordinates external audit. Maintains a follow-up file of all regularly 
completed City reports and deadlines.  

accountant, assistant purchasing agent 

City of Bloomington, MN 

Responsible for General Ledger maintenance, bank reconciliation, fund accounting, 
journal entries, financial statements, and 1099 maintenance, forms, and reports. 
Performed accounts payable reconciliations and monitored department expenditures. 
Provided accounting support for travel, budgets, and capital assets. Assisted with 
Comprehensive Annual Financial Reports. Served as primary backup to Purchasing 
Agent on bid specifications/openings and issuance/closing of purchase orders. 

financial officer  

Financial Division of Accounts 
Metropolitan Government of Nashville & Davidson County, TN 

Responsible for general ledger maintenance, property tax and bank reconciliation, 
fund accounting, and journal entries. Assisted with Comprehensive Annual Financial 
Reports.  

alternate accountant 

City of Toledo, OH 
Finance Division of Accounts   

Responsibilities included General Ledger maintenance; bank, payroll and General 
Ledger reconciliation; journal entries; and fund accounting.  

EDUCATION 

B.S. Accounting 
University of Toledo 

Associates Degree  
Business Management 

University of Toledo  
Community Technical College 

 
COMPUTER SKILLS 

Microsoft Word, Excel 

CIS 

Lotus 

JD Edwards Financial System 

Ross – Reflection Financial System 

SunGard-HTE 

Great Plains 
 

Denise Walker

PERSONNEL PROFILE



 
 
 
 
 
  

accounts payable control clerk 

City of Toledo, OH  
Finance Division of Accounts   

Responsible for fund accounting, accounts receivable/accounts payable, General 
Ledger maintenance, and vendor reconciliation. 

cashier 

City of Toledo, OH  
Department of Public Utilities 

Responsibilities included accounts receivable, collection functions, and customer 
service.  

 

Denise Walker
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Ms. Reese has over 27 years of administrative experience assisting senior 
management. Through her organizational expertise, proficiency in time-
management, and problem-solving capabilities, she provides an exceptional level of 
support essential to effective management operations. Ms. Reese possesses an innate 
ability to work efficiently within management structures and office protocols, 
ensuring the proper execution of all administrative tasks. With strong 
communication and interpersonal skills, she is adept at meeting coordination, 
report and correspondence preparation, calendar and travel management, and 
handling any sensitive or confidential issues.   

Receptionist/Administrative Assistant 

JAT Consulting Services, Inc. 
City of Dunwoody, GA 

As receptionist, responsible for receiving and screening visitors and telephone calls 
during the City’s business hours, providing first-tier responses to inquiries and 
ensuring proper direction to meet visitor/caller needs. At City start-up, established 
front desk procedures and protocols and set up phone system for maximum 
efficiency. Administrative duties include mail distribution, ordering and 
maintaining office supplies, scheduling conference room, and tracking service ticket 
requests. Also provides administrative support to various City personnel as needed, 
including City Manager, Executive Assistant, Council, City Attorney, and Clerk of 
Courts.  

Executive Assistant to COO 

Liaison to Governing Board 

Cherokee Town & Country Club 
Atlanta, Georgia 

Responsibilities included monthly board meetings arrangements; all board books 
preparatory work; assisting Board President and Secretary with agenda/committee 
reports, correspondence and notices; and taking/drafting monthly board meeting 
minutes. Duties also included board election preparation; preparation of eligible 
candidates report; and coordination/preparation of annual meeting.   

Executive Assistant to President/CEO 

Impact Innovations Group, Inc. 
Atlanta, Georgia 

Provided administrative support that included heavy calendar and travel 
management, meeting coordination, screening telephone calls, reconciliation of 
corporate credit card statements, and processing of expense reports and medical 
claims. Interfaced on a daily basis with direct reports, company investors, legal 
counsel and Board of Directors, including preparations for various meetings, 
assembling of board documents, and coordination of Board and Executive Team 
dinners. Handled highly sensitive issues and documents. 

EDUCATION 

History & Literature 
University of Virginia 

 
COMPUTER SKILLS 

Microsoft Word, Excel, Outlook, 
PowerPoint 

Lotus Notes and Calendar 

WordPerfect 

 

Diane S. Reese

PERSONNEL PROFILE



 
 
 
 
 
  

Executive Assistant to Executive Vice 

President 

AFC Enterprises, Inc. 
Atlanta, Georgia 

Responsibilities included calendar management, travel arrangements, meeting 
planning, correspondence, screening telephone calls, and managing executive’s 
personal accounts with financial advisors and various boards of directors. 
Prepared expense accounts and reconciled corporate card statements, personal 
accounts, and bank statements.  Prepared for quarterly AFC Board of Directors 
meetings, including assembling of board committee matters and coordination of 
dinners and travel arrangements. Supervised assistant administrative support.   

Executive Assistant to Senior Partner 

Long Aldridge & Norman LLP 
Atlanta, Georgia 

Provided administrative support for Senior Partner/Chairman of Litigation 
Section of large full-service law firm.  Responsible for calendar management, 
travel arrangements, correspondence, timekeeping, review of client billings, 
meeting coordination, and personal accounts management, Handled highly 
sensitive issues and documents. 

Senior Secretary 

IBM Corporation 
Atlanta, Georgia 

Provided administrative support for executive level management. Duties 
included calendar management, travel arrangements, correspondence, 
timekeeping, meeting coordination, and personal accounts management, 
Handled highly sensitive issues and documents. 

 

Diane Reese 
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Adriane Creety has twenty years of administrative and paralegal experience in high 
demand office environments. She is proficient in document production, processing, 
and control, as well as records retention management.  With exceptional 
organizational and communication skills, Ms. Creety is adept at serving as a liaison 
between diverse groups and personnel.  Detail oriented, adaptable, and skilled at 
multi-tasking, Ms. Creety is an asset in ensuring efficient administrative functions 
and providing support as needed in changing work staffs.   

Assistant to the city clerk  

City of Dunwoody, GA 
JAT Consulting Services, Inc. 

Provides full-time, on-site clerical and administrative support for the City Clerk’s 
office. Maintains and administers the City’s document archive and imaging systems 
and records retention management for all departments, in accordance with the 
Official Code of Georgia Annotated (OCGA). Formats, prints, routes, and stores 
ordinances and resolutions. Duties also include responding to open records 
requests, distribution of materials for City meetings, and posting of public notices. 
Ensures compliance with all open records and open meeting laws, as set forth in the 
OCGGA, and takes attendance and records motions and votes during meetings. 
Performs City Clerk’s responsibilities upon her absence. Maintains and posts 
calendars and agendas for the City Clerk, City Manager, Mayor and City Council, as
well as other City boards, commissions, and teams. Drafts City Council Meeting 
minutes and summaries. Provides and maintains access to data by other City 
contract providers, as necessary. Periodically assists with filing at court and provides 
support for business license department. Identifies and performs additional 
administrative assistance and reception when needed. Trains temporary employees 
to use telephone system, greet visitors, and perform front desk duties. 

Paralegal 

Chamberlain, Hrdlicka, White, Williams & Martin 
Atlanta, GA 

Provided paralegal support for three firm partners, including drafting of commercial 
real estate documents, draft and analysis of agreements and due diligence materials, 
and draft of lease amendments and default letters. Duties also included 
communication and correspondence with clients, opposing counsel, title examiners, 
surveyors, and environmental engineers. Coordinated document filing with court 
clerks and composed transmittal letters to clients and Clerks of Court. 

Paralegal 

Kitchens Kelley Gaynes, P. C. 
Atlanta, GA 

Provided paralegal, secretarial, and administrative support for two firm partners and 
an associate attorney. Responsibilities included production of commercial lease 
documents, correspondence, and subpoenas. Duties also included communication 
and correspondence with clients and opposing counsel. Coordinated document 
filing with court clerks and composed transmittal letters and social correspondence 
to clients. 

COMPUTER SKILLS 

Microsoft Word, PowerPoint, Excel 

Word Perfect 

Timeslips 

 

Adriane Creety

PERSONNEL PROFILE

EDUCATION 

B.A. English and Music 
Agnes Scott College 

Decatur, Georgia 
 



 

Paralegal 

Coleman & Dempsey, L.L.P. 
Atlanta, GA 

Provided paralegal, secretarial, and administrative support for two firm partners and 
a counsel attorney. Responsibilities included production of commercial lease 
documents, interrogatories, motions, and briefs. Prepared and organized exhibits for 
court hearings and trials. Attended court hearings and trials. Duties also included 
legal research and communication/correspondence with clients and opposing 
counsel. Coordinated document filing with court clerks and composed transmittal 
letters and social correspondence to clients. Generated client billing and performed 
accounts payable/receivable transactions. Interviewed and trained new employees. 

Secretary, Career Planning and Placement 

Agnes Scott College 
Decatur, GA 

Responsible for general office work, including word processing, desk-top publishing, 
filing, correspondence, answering phones, and scheduling appointments. Duties also 
included annual report editing, production of survey reports and marketing 
materials, and coordination of services for scholar program. Supervised two 
work/study students. 

Secretary/Research Assistant 

Grubb & Ellis 
Atlanta, GA 

Provided administrative support to this commercial real estate services company. 
Responsibilities included word processing, desk-top publishing, presentation and 
proposal assistance, market research and trend analysis, and production of monthly 
property summaries. 

Adriane creety 
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GEORGE R. KELLER, JR. 
Vice President, Governmental Services 

SUMMARY OF QUALIFICATIONS  

Mr.  Keller  is  a  Vice  President with  Calvin,  Giordano  &  Associates,  Inc.  (CGA)  and  has 
been  a  member  of  its  Management  Team  since  2005.    As  Director  of  Governmental 
Services he is responsible for managing a variety of public agency contracts, government 
relations, special projects, EOC representation, business development and internal CGA 
Quality Management.    Prior  to  joining CGA, Mr. Keller  also  served as Regional District 
Manager for Severn Trent Services, engaged in the administration of special government 
districts in the state of Florida.  Mr. Keller served for approximately twenty seven year in 
a variety of public administrator roles in local government, in the State of Florida. 

AREAS OF EXPERIENCE 

Administration 
Mr.  Keller  was  also  a  Member  of  Broward  County’s  ($2.5  billion  plus  budget/7,000 
employees) Management Team, directing the Safety & Emergency Services Department 
($88 million budget/900 employees). Departmental operations included: Building Code 
Services,  Zoning,  Code  Enforcement,  Emergency  Management,  Telecommunications, 
Medical  Examiner/Trauma  Services,  and  Fire  Rescue.  He  served  as  one  of  Broward 
County’s  Legislative  Coordinators,  EOC  liaisons,  and  member  of  the  County’s  E‐
Govemment  Task  Force.  Additionally,  he  volunteered  to  serve  in  the  creation  of  the 
Broward Emergency Support Team (BEST) providing professional field support to first 
responders.  Mr.  Keller  has  extensive  Labor  Relations  experience  representing  the 
agency in arbitrations, mediations, negotiations, grievances and litigation. 

Previously,  Mr.  Keller  served  as  the  City  of  Hollywood’s  Interim  City  Manager  and 
Assistant City Manager. As a Member of the City of Hollywood senior management team, 
he  was  engaged  in  the  overall  operations  of  the  municipality.  As  Director  of  the 
Department  of  Development  Administration  he  managed  all  aspects  of  Land  Use 
Planning,  Real  Estate Development,  Building Construction,  Engineering, Neighborhood 
Programs,  and  Capital  Improvement  Programs.  He  served  as  a  member  of  the  City’s 
Emergency Response Team as well as the Post Disaster Recovery Department Director. 
As  Assistant  City  Manager,  Mr.  Keller  was  responsible  for:  Growth  Management, 
Economic  Development,  Annexation,  Engineering,  Public  Works,  Community 
Redevelopment  Agency,  and  Neighborhood  Improvement  Programs.  He  served  as 
representative  and  staff  liaison  to  a  variety  of  agencies,  advisory  boards  and 
organizations  at  public  meetings;  and  facilitated  the  implementation  of  quality 
development and growth of the tax base. 

Mr.  Keller  administered  the  U.S.  Department  of  Housing  and  Urban  Development 
Community  Development  Program.  Responsibilities  included  the  management  and 
evaluation of a multi‐million dollar program engaging  in neighborhood redevelopment 
and housing assistance. Specific projects included: public works/infrastructure, housing 
rehabilitation, new housing development and commercial revitalization. He coordinated 
directly  with  local,  state  and  federal  governments/agencies;  private  professional, 
technical and clerical staff. He also has extensive public relations involving the general 
public, intergovernmental coordination and the news media. 

 

EDUCATION   

Master of Arts, with 
Teaching Certification 

Urban 
Geography/Urban and 
Regional Planning 
University of Florida, 
Gainesville, Florida, 
1978 

Bachelor of Science, 
Urban Geography, with 
Honors 
University of Florida, 
Gainesville, Florida, 
1976 

Nova Southeastern 
University Law School 
Coursework, 1996 

Florida Real Estate  
License (Inactive) 

Florida Real Estate 
Appraisal Coursework 

Professional 
Development 
Seminars/Continuing 
Education 

PROFESSIONAL 
MEMBERSHIPS 

American Planning 
Association 

PROFESSIONAL 
ASSOCIATIONS 

International 
City/County Manager’s 
Association,  
20 Year Service Award 

Hollywood Housing 
Authority, Board of 
Commissioners,  
1994‐1997
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Economic Development/Redevelopment 

Mr.  Keller  managed  the  City  of  Hollywood’s  “City  Business  Center”  created  to  promote  economic  and 
business development  in  the  community by  facilitating  investment  and building  the  tax base  through all 
regulatory processes. He was a  senior participant  in  the production of  the City’s Economic Development 
Strategic  Plan,  Urban  Land  Institute  Downtown  Plan  and  Visions  2000  Program.  He  served  as  Interim 
Director for both the Community Redevelopment Agency and Economic Development Advisory Board; and 
implemented electronic building plan review and permitting. 

Mr.  Keller  developed  local  programs/ordinances  engaged  in  downtown  redevelopment,  beach 
revitalization  and  neighborhood  preservation.  He  participated  in  the  production  of  RFP’s  and  grant 
applications for consulting services and development projects. Mr. Keller was active in the preparation of 
economic development programming and annexation proposals to prospective owners. 

Budget and Financial Management 

Prepared,  submitted  and  managed  annual  operating  and  multi‐year  capital  budgets  for  large,  diverse 
departmental/municipal  responsibilities.  Identified  and  developed  new  and  increased  revenue  sources; 
while  increasing  efficiencies/containment  through  process  improvement  and  applied  technology. 
Administered  creative  competitive  grant  applications  and  procurement  from  local,  state  and  federal 
sources.  Supported  an  aggressive  posture  for  public  agencies  to  pursue  traditional  private  sector 
entrepreneurial opportunities and roles  to generate revenue. Prepared program based budgets  involving 
cost  estimation  and  allocation,  personnel  evaluation  and  project  scheduling.  Production  of  a 
comprehensive scheme for neighborhood redevelopment and commercial revitalization. Represented City 
Management  as  a  member  of  the  Negotiating  Team  “at  the  table”  with  a  variety  of  bargaining  units. 
Evaluated and developed organizational systems and personnel utilization  for productivity  increase, cost 
benefit analysis, and quality control. 

Planning and Research 

Mr. Keller has completed extensive research and projection of census data applied  in developing funding 
proposals  and  targeting  areas  of  benefit.    Random  sample  surveying  of  populations  to  determine 
demographic bases, housing conditions and economic data. Development of statistical basis for multi‐year 
plan  of  neighborhood  redevelopment  and  housing  assistance.  Assessment  of  land  use,  development 
patterns, population trends, and services required. 

Conducted site selection and property acquisition involved in the development of new housing and capital 
improvements. Developed and updated computerized mapping and data bases for various urban areas in 
Florida.  Data  bases  are  utilized  in  assimilating  census  information  and  increasing  efficiency  of  service 
delivery systems. 

HONORS 

 Cooperative Feeding Program Board of Directors 
 1990 Price Waterhouse/South Florida Business Journal “Up and Comers” Award 
 Meritorious Service Award, City of Hollywood, 1999 
 Leadership Hollywood Program Graduate 
 Education Civic Institute Graduate 
 The Hollywood Historical Society, Inc. Lifetime Member 
 Juvenile Diabetes Foundation, American Heart Association Fundraisers 



 

   

ROMA ROWLAND, SPHR 
Director of Human Resources 

SUMMARY OF QUALIFICATIONS  

Ms. Rowland  holds  a management  position  and  is  responsible  for  all  human  resource 
management  and  employee  development  for  the  firm.  These  duties  comprise  human 
resources  planning,  organization,  development,  implementation,  coordination  and 
direction. She has over 15 years of experience in human resources management and has 
held  roles  in  various  industries  including  government,  technology,  entertainment  and 
retail.  She  began  her  career  with  the  Department  of  the  Army  at  the  Armed  Forces 
Recreation Center (AFRC) in Garmisch‐Partenkirchen, Germany. 

Ms. Rowland has  proven  expertise  in  start‐up human  resource  departments;  strategic 
planning,  creating,  revising  and  implementing  corporate  policies  and  procedures; 
employee  benefits;  employee  relations;  employment  law;  payroll;  training;  customer 
service; expense and  turnover reduction; and staffing.   She has a demonstrated ability 
completing  complex  human  resource  assignments  under  demanding  conditions  and 
time constraints.   

Ms. Rowland is a Past President for the Human Resource Association of Broward County 
which represents over 1,000 human resource professionals in Broward County, Florida 
and has held Board of Director roles since 2003. She has been a voting Council member 
of  the  HR  Florida  State  Council,  the  state  affiliate  of  the  Society  for  Human  Resource 
Management representing over 14,000 members in the State of Florida. 

PROJECT EXPERIENCE 

Ms. Rowland currently services and meets the Human Resource Management needs for 
municipal clients to include the City of Weston, City of Pembroke Pines, and the City of 
Dunwoody, where she is the Director of Human Resources. 

Calvin,  Giordano  &  Associates,  Fort  Lauderdale  FL,  2000‐Present,  Director  of 
Human Resources 

 Part of the senior leader group responsible for setting strategic goals, executing 
plans and achieving results. 

 Works  with  President  on  change  management  initiatives  and  overall  Human 
Resource  Management  strategies  for  entire  organization,  including,  but  not 
limited to, acquisitions. 

 Partners with senior leadership on succession planning and talent development 
initiatives. 

 Develops  and  deploys  all  compensation,  benefits,  and  employee  practices 
including ongoing improvements based upon leading industry research. 

 Responsible  for  writing,  revising  and  editing  all  policies  and  procedures 
company wide. 

 Manages  benefits  administration;  evaluates  plan  design;  makes 
recommendations  for  cost  savings  while  preserving  benefit  levels  to  ensure 
employee retention. 

 Ensures compliance with federal, state, and local employment law. 

 

EDUCATION 

BS Speech 
Communications,  
University of 
Washington  
 
PROFESSIONAL 
REGISTRATION 

Senior Professional in 
Human Resources 
(SPHR) 
 
PROFESSIONAL 
ASSOCIATIONS 

Georgia Local 
Government Personnel 
Association (GLGPA) 
Human Resource 
Associations of Broward 
County (HRABC) 
Society for Human 
Resource Management 
(SHRM) 
HR Florida State Council 
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 Responsible  for  the  training  and  development  of  all  staff,  creates  and  implements  all  new 
organizational employee development programs. 

 Responsible  for  all  aspects  entire  process  of  recruitment  for management  and  non‐management 
positions.  

 Manages the integration of new employees and employee programs resulting from acquisitions. 

 Manages employee relations in all offices nationwide. 

 Directs  company‐wide  team  building  activities  to  include,  employee  events,  newsletters,  service 
awards program.  

 Researches, responds, and manages claims against the company to include unemployment, workers 
compensation and EEOC. 

 Creates, revises and edits all job descriptions for the organization. 
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Chioago-The Government Finance Officers Association of the United States and Canada (GFOA)
is pleased to announce that City of Dunwood1 Georgia has received the GFOA's Distinguished
Budget Presentation Award for its budget.

The award represents a significant achievement by the entity. It reflects the commitment ofthe
governing body and staffto meeting the highest principles of governmentat budgeting. In order to
receive the budget award, the entity had to satisfy nationally recognized guidelinls foi effective
budget presentation. These guidelines are designed to assess how well an entity's budget serves as:

r a policy document
I a finanoial plan
r an operations guide
I a communications device

Budget documents must be rated "proficient" in atl four categories, and the fourteen mandatory
criteria within those categories, to receive the award.

When a Distinguished Budget Presentation Award is granted to an entity, a Certificate of Recognition
for Budget Presentation is also presented to the individual or departmcni designated as being
primarily responsible for its having achieved the award. This has been presented to Christopher
Pike, CPA, Director of Finance.

For budgets including fiscal period 2009,1,214 entities received the Award. Award recipients have
pioneered efforts to improve the quality of budgeting and provide an excellent example fbr other
governments throughout North America.

The Government Finance Officers Association is a nonprofit professional association serving over
17,600 governnent finance professionals throughout North America. The GFOA,s Distinguished
Budget Presentation Awards Program is the only national awards program in governmentai
budgeting.

Washington, DC Officc
1301 PemrsylvaniaAvenue, N.W, Suite 309 . Walhington, DC 20004

,vw.gfoa.org
202,393.8020 . Jbx: 202.393.0780
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PERSONNEL PROFILE 
PROJECT PROFILE 

 

JAT Consulting Services, Inc. is serving as a Financial Program Consultant to 
International Aviation Consultants, LLC. (IAC), the Program Manager for the 
Hartsfield-Jackson Development Program.  IAC is a limited partnership consisting 
of five major firms: Parsons Infrastructure & Technology Group, Inc., URS, H.J. 
Russell & Company, Turner Associates, Architects & Planners, Inc., and Rosser 
International, Inc.  

The Hartsfield-Jackson Development Program (HJDP) is a $6.7 billion capital 
improvement plan that is part of the Hartsfield-Jackson Atlanta International 
Airport’s master plan. The HJDP includes construction of a new runway, a new 
south terminal, and a new international terminal, as well as renovation and 
expansion of the existing terminal complex. JAT is responsible for financial 
services for the expansion. 

JAT created and implemented a new capital invoice processing system with fully 
auditable financial information. This automated system processes, tracks, and 
reports invoices, providing the HJDP with an efficient method to implement 
Accounts Payable procedures and ensure contract compliance. As a result, all 
appropriated and funded invoices are paid within 20 business days. With current 
and historical data entry as part of the system, all program financial information is 
readily auditable. The invoice processing system has been so successful that it has 
been incorporated into much of the airport’s other operations. 

JAT staff performs a large amount of their work as an extension of the airport 
staff and all invoices are processed through JAT’s Invoice Compliance Manager. 
In 2010, JAT processed invoices totaling over $495 million, with an average of 
75% paid within 30 days, a significant contrast to the 90 to 120 day turnaround 
average at the onset of the Development Program in 2000. 

JAT also reviews change orders, task orders, work authorizations and 
miscellaneous modifications to ensure contract compliance before execution. 
Monthly reports include the HJDP Global Report and ad hoc reports, such as 
project cost reports by task order, work authorization, invoice tracking, and 
subconsultant payments. 

JAT has assisted in the reviews of the intergovernmental agreements between the 
various agencies and the City of Atlanta for future development and expansion of 
the airport. JAT’S subconsultant on this project has developed a customized 
Oracle financial system to manage fixed assets, projects and grants, general ledger, 
purchasing, and accounts payable and receivable for the entire airport. They also 
review bond issues and Passenger Facility Charges. 

OWNER’S REPRESENTATIVE 
International Aviation Consultants, LLC 

 
LOCATION 

Hartsfield-Jackson Atlanta  
International Airport 

 
REFERENCE 

David Pino 
Project Director 

Hartsfield-Jackson  
Development Program 

Hartsfield-Jackson Atlanta 
    International Airport 

404.530.5685 
 

 

Financial Program Consultant 
HARTSFIELD-JACKSON ATLANTA INTERNATIONAL AIRPORT 
DEVELOPMENT PROGRAM 
INTERNATIONAL AVIATION CONSULTANTS, LLC 
PROGRAM MANAGEMENT 



 
 
 
 

 

PERSONNEL PROFILE
PROJECT PROFILE

JAT Consulting Services, Inc. provided essential financial services to the newly 
incorporated City of Sandy Springs as part of the innovative privatization of most 
city operations. As a member of CH2M Hill’s management team, JAT was 
responsible for start-up, operations, and management of all finance, budget, and 
purchasing activities.  

JAT played a vital role in helping the city to be up and running. The firm assisted 
the city in the development of financial policies and procedures pursuant to 
Government Finance Officers Association of American (GFOA) standards and 
state law. This crucial effort included accounting, financial auditing, purchasing, 
travel reimbursement, records retention, debt management, cash investment 
management, capital asset management, budgetary controls, and cash receipting 
procedures. JAT set up a vendor registration system and developed the source 
selection method of procuring goods and services for the City Police Department. 
The firm also developed and administered the processes for collection of fees, 
charges, and miscellaneous revenues pertaining to utilities and private enterprises 
(i.e. business licenses, alcoholic beverage licenses, franchises, etc.). JAT created 
and implemented a fund accounting system in accordance with accounting 
standards and regulatory requirements, as well as budgets for all departmental 
operations. 

JAT served as the liaison with local, state and federal agencies that collect and 
disburse revenues (taxes, assessments, fees, and other charges). The firm 
coordinated the capital needs of the city with the designated city representatives 
and provided analysis and recommendations based on criteria established by city 
officials. JAT also provided financial briefings at City Council meetings and 
assisted citizens, City Council members, and the City Manager as required on 
specific tasks. 

 

 

OWNER’S REPRESENTATIVE 

Rick Hirsekorn, P.E. 
Project Director 

CH2M Hill 
 

LOCATION 

City of Sandy Springs 
7840 Roswell Road, Building 500 

Sandy Springs, GA 30350 
 

COMPLETION DATE 

2007 
 

 

Privatized Government Services 

CITY OF SANDY SPRINGS, GEORGIA 



 

Atlanta Services Group, LLC (ASG) provides technical, professional and other 
services to the City of Atlanta, Department of Watershed Management on its multi-
million dollar Wastewater System Improvement Program, under the Clean Water 
Atlanta Initiative. ASG’s services include, but are not limited to: design of treatment 
facilities, conveyance systems as sewer design, storm-water control structures, 
customary sanitary, civil, mechanical, electrical, architectural, control 
instrumentation, engineering design services, structural engineering, easement and 
real estate acquisition services, contract administration, pre-qualification, and 
bidding, and construction inspection services.   

As Contract Administrator and JV Accountant to the ASG team, JAT Consulting 
Services, Inc. is responsible for providing ongoing assessments and 
recommendations of current processes in order to develop written Standard 
Operating Procedures.  Duties also include the preparation of prime invoice to 
client, consolidating/validating time and expenses, compilation of invoices, 
reporting costs, and EBO reporting as well as project cost tracking, check 
disbursement and monthly project summary reports for all payments issued to Joint 
Venture firms and sub-consultants.   

JAT’s responsibilities include: 

 Verifying accuracy, documentation, and contract compliance of consultant 
invoices 

 Ensuring that project, administrative and program managers meet invoice 
processing schedules and contract specifications 

 Reconciling purchase order line balances with budgets for each Joint Venture 
firm and subconsultant 

 Conducting both group and individual firm training sessions in invoice process 
management  

As Project Administrator, JAT serves as liaison between project managers, the 
Department of Watershed Management, and the consultants and contractors. 
Provides administrative support to various project engineers, project inspectors, and 
project managers. Responsibilities include review and processing of change orders, 
submittals, requests for information, and design clarifications. Duties also include 
correspondence, reports, recordkeeping, accounting, and coordination of project 
meetings. 

Atlanta Services Group, LLC 

 

270 Peachtree Street, NW 
Suite 1600 

Atlanta, GA  30303 

 

Dan Guill 
Project Director 

Atlanta Services Group, LLC 
678-333-0218 
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PROJECT PROFILE 

 



 
 
 
 

 

PERSONNEL PROFILE
PROJECT PROFILE

OWNER’S REPRESENTATIVE 

Montgomery Watson/KHAFRA 
 

LOCATION 

Clean Water Atlanta 
Small Business Development 

230 Peachtree Street, Suite 500 
Atlanta, GA 30303 

 

REFERENCE 

Christopher Lewis 
MWH Americas, Inc. 
Clean Water Atlanta 

Small Business Development 
230 Peachtree Street, Suite 500 

Atlanta, GA 30303 
404.979.6999  x7315 

 

Support Services

CLEAN WATER ATLANTA 

SMALL BUSINESS DEVELOPMENT PROGRAM 

MONTGOMERY WATSON/KHAFRA JOINT VENTURE 

PROGRAM MANAGEMENT SERVICES 

Under contract to the MW/KHAFRA Joint Venture, JAT is providing program 
management support services to the Clean Water Atlanta Small Business 
Development Program in helping small, minority, and female businesses compete 
successfully for work on Wastewater System Improvement Program. JAT assisted in 
research, development, and implementation of a comprehensive training program, 
including a 10-week course curriculum covering contract administration, 
construction accounting and finance, estimating and bidding, conflict resolution, 
scheduling, and safety. 

JAT determines participant eligibility, performs operations assessments of the 
eligible firms, and provides optional individual guidance in accounting and finance 
to class participants. JAT’s Deputy Program Manager provides overall project 
management of firm assessments, including creation of guidelines and presentation 
of recommended participants to the program management team. The firm provides 
full administrative support for the Small Business Development Program, including 
ongoing assistance to small business professionals, coordination of weekly meetings 
and formal training programs, and documentation processing.  

JAT’s responsibilities also include: 

 Assisting in the outreach support for promotion of “Women Flying 
High” program to increase FBE businesses on Department of 
Watershed projects 

 Assisting in outreach efforts to inform minority firms of Small 
Business Development Program opportunities  

 Providing eligible minority firms with opportunities to establish 
possible subcontracts or joint ventures with Prime contractors 

 Developing and conducting program assessment survey  

 Assisting in coordination of seminars and workshops provided by the 
City of Atlanta and Clean Water Atlanta 

 Facilitation of a Construction Accounting & Finance Workshop  

JAT conducted a survey of participants from 2007 to 2009. Respondents stated that 
the SBDP helped them to better operate and manage their businesses, increased 
their understanding of financial/accounting requirements for government 
contracting, and that they developed new relationships with other businesses. 

“Clean Water knocked the ball out of the park with this program. The leaders of the SBDP 
have done a dynamic job in assisting the small businesses to take their firms to the next level.” 
[Participant Alicia Ivey, Phoenix Global Corporation] 

 



 

Calvin, Giordano & Associates, Inc. 

PROJECT PROFILE 
Governmental Services, City of Weston, Florida 
6 
 
 
 
 
 
 
 
 
 
 
 
 
CLIENT:  
City of Weston 
17200 Royal Palm Boulevard 
Weston, FL 33326 

CONTACT: 
John Flint 
City Manager 
Tel: (954) 385‐2000 

Contract Number: N/A  Contract Value: $5M Annually 

Period of Performance:1996‐Present  Status of Contract: Current 
 

 
PROJECT DESCRIPTION 
Calvin  Giordano &  Associates,  Inc.  (CGA)  act  as  the  City  of Weston’s’  Building  Department, 
Planning  Department,  Public  Works  Department,  and  the  Engineering  Department.  Also 
included  is  consulting  as  the  City’s  landscape  architect.  CGA  performs  all  of  the  function  of 
normal  City  departments  including  plan  review,  permit  review,  infrastructure  &  capital 
improvements design, development and permitting, construction administration, construction 
inspection, technical review committee, and acting as staff representatives at City Commission 
and Board Meetings. 



 

Calvin, Giordano & Associates, Inc. 

PROJECT PROFILE 
Governmental Services, City of Pembroke Pines, Florida 
 

 
 
 
 
 
 
 
 
 
 
 

 

PROJECT DESCRIPTION 
The City of Pembroke Pines is the second largest city in Broward County and at one point was 
the fastest growing in the nation.  The City maintained a sizable building and zoning department 
to accommodate the robust activity.   Unfortunately, as economic conditions slowed, resulting 
in major decreases in building activity, the City was forced to evaluate options to cut costs and 
provide  building  and  zoning  services.  The  City  came  to  the  conclusion  of  contracting with  a 
private  service  provider.    In  June,  2009  the  Pembroke  Pines  City  Commissioners  voted  to 
approve  a  five‐year  contract  with  Calvin,  Giordano  &  Associates  to  administrate  the  City's 
Building and Zoning services.  
 
In  addition CGA provides utility  and engineering  consulting  services  to  the City. As  a part of 
these services CGA has been hired by the City to develop an Alternative Water Supply (AWS) to 
meet the Water Management and FDEP water resources criteria. This not only  involves water 
resource development, but also  includes WWTP expansion, Public Services Campus Relocation 
and program management, as well as wetland mitigation design and permitting. 

CLIENT:  
City of Pembroke Pines, FL 
10100 Pines Boulevard 
Pembroke Pines, FL 33026 

CONTACT: 
Charles Dodge 
City Manager 
Tel: (954) 431‐4884 

Contract Number: N/A  Contract Value: Varies  based on 
collection of Permit Fees Est.: 
$3M Annually 

Period of Performance: 2009‐2014  Status of Contract:  Current 



 

Calvin, Giordano & Associates, Inc. 
 

PROJECT PROFILE 
Governmental Services, City of West Park, Florida 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

PROJECT DESCRIPTION 
Calvin,  Giordano  &  Associates  has  provided  the  City  of  West  Park  with  community 
development,  planning,  engineering,  zoning,  building  code  services,  geographic  information 
systems,  emergency management,  design  services,  code  enforcement,  community  services, 
website  design  and  other  miscellaneous  services  since  the  City’s  incorporation  in  2005.  
Approximately two dozen professional staff members provide most of the municipal services, 
excluding police  and  fire/rescue.   Code Enforcement  activity dramatically  improved property 
conditions and appearances since  incorporating  in 2005.   All field code enforcement activities 
and special magistrate processes are supported by CGA’s operating software “INKforce.”  
 
The  CGA  engineering  and  planning  staff  serves  as  technical  reviewers  for  all  planning  and 
engineering applications  submitted  to  the City.   This  includes  site plan,  variance, and  zoning 
review  as  well  as  construction  permit  review.  CGA  serves  as  the  City’s  Technical  Review 
Committee (TRC) and also attends City Commission Meetings as City Staff representatives. 

CLIENT:  
City of West Park 
3150 S.W. 52ND Avenue 
Pembroke Park, FL 33023 

CONTACT: 
Russell Bendford, City Manager  
(at time of project) 
Tel: (954) 260‐1116 

Contract Number: N/A  Contract Value: $800,000 Annually 

Period of Performance: 2006‐Present  Status of Contract:  Current 



770.975.7359  •  770.975.1195 FAX  •  www.jatconsulting.net

working as a team to meet the evolving needs of the city



  



MUNICIPAL GOVERNMENT 

SERVICES PROCUREMENT

RFP 11-02

MAY 23, 2011

proposal to continue providing

“Smart Management” 

of finance and administrative services

to

In Association with

Cost Proposal

Electronic Copy - CD Enclosed











770.975.7359  •  770.975.1195 FAX  •  www.jatconsulting.net

working as a team to meet the evolving needs of the city
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