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March 16, 2015

Ms. Kathie Needham
City Clerk

City of Aurora

2 W Pleasant

P.O. Box 30

Aurora, MO 65606

Dear Ms. Needham:

In response to the City of Aurora’s (“the City”) Request for Proposals (“RFP”) for
classification and compensation study services, CBIZ Human Capital Services (“CBIZ”
or “the Firm”) is pleased to present the following proposal describing how we could
provide assistance in the area of classification and compensation system design.

Based on our review of the City’s RFP, we understand that the City desires a consultant
to perform the following key services:

Market Analysis and Compensation Plan Update and Job Description Review

+ Conduct meetings with City management to kick off the study, set expectations
and gain additional insight regarding the City’s current classﬁlcahon,
compensation and benefits practices.

o Review the City’s current compensation and benefits plans, including pohczes,
salary ranges and employee compensation and benefits offerings.

o Analyze market-competitive salaries and benefits for all City position using data
acquired via the custom survey, as well as a published survey database to
capture data on positions for which the City competes with the broad labor
market. .

e Modify the existing salary ranges or create new salary structures and
recommend market adjustments for specific positions and employees with
consideration for internal equity.

¢ Calculate total implementation costs and propose an implementation schedule
based on the City’s financial resources.

¢ Develop policies and procedures that allow the City to effectively the new
program.

Present the finalized systems to the City and submit project deliverables.

e Assist in maintaining the compensation plan in future years by submitting
proposed annual salary increase and structure adjustment values for up to five
years.



e If Bid 2 is accepted, CBIZ will also:
- Create and distribute a job analysis questionnaire to gain up-to-date and
accurate information from employees with regard to their jobs.
- Conduct Fair Labor Standards Act analysis to determine appropriate
exemption status for each job.
- Revise the job descriptions to represent current job roles and to ensure
compliance with ADA and FLSA guidelines.

In serving the City, we will make a definite commitment of our resources to provide you
with the highest quality of professional service. We will bring exiensive experience,
fresh ideas and approaches, responsiveness to your interests and sound judgment. The
following pages present CBIZ’s proposed work program, service team, client references
and project schedule.

We accept all terms and conditions specified in the RFP and commit to perform the
work within the specified timeline. This proposal is a firm and irrevocable offer for
ninety (90) days after the date and time set for receipt.

We are excited about this opportunity and look forward to working with you. Please let
me know if you desire any additional information or explanation.

Sincerely,

Aabin Donsenn—

Amber Duncan, CCP, SPHR
Manager, Compensation Consulting
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We appreciate the opportunity to propose CBIZ Human Capital Services’ compensation
services to the City of Aurora. We are excited about the prospect of working with the
City and building a successful relationship.

As outlined in greater detail in the following section, CBIZ proposes to assist the City in
establishing a system that enhances the City’s ability to attract, retain and motivate
qualified individuals, establishes a structure that is flexible in order to meet changing
needs and is well-aligned with the City’s broader goals and strategies. In an effort to
meet the City’s needs, CBIZ will complete the following steps:

1. Conduct meetings with the City’'s Management Team, City Council and
employees at key phases of the project to ensure understanding and agreement,
refine next steps based on City philosophy and culture, identify task
responsibility (i.e, CBIZ or the City) for subsequent steps and maintain the
project schedule.

2. Review the current C1ty compensation plans, including job descnphons policies,
salary ranges and employee compensation.

3. Analyze market-competitive salaries and benefits (health insurance plans, leave
programs, retirement, etc.) for all City jobs via a custom survey. In addition,
CBIZ will use a published survey database to capture data on positions for which
the City competes with the broad labor market.

4. Modify the existing salary ranges or create new salary structure, assign all City
jobs to the structure and recommend market adjustments for specific
classifications.

5. Review total implementation costs, provide implementation options and

recommend an implementation schedule based on the City’s financial resources.

Train the City Clerk and other key City employees on administering the plans.

7. Present the finalized classification and compensation plan to the City and submit
project deliverables.

&

If Bid 2 is accepted, CBIZ will also:
1. Develop and distribute a job analysis questionnaire to gain up-to- -date and
accurate information from employees with regard to their jobs.
2. Conduct Fair Labor Standards Act analysis to determine appropriate exemption
status for each job.
3. Revise the job descriptions to represent current job roles and to ensure
compliance'with ADA and FLSA guidelines.

We expect the project to be completed in approximately two and one half months.
Based on this timeline, we are able to meet the City’s deadline for preliminary results of
June 1, 2015. Tt should be noted that this is an aggressive timeline given the private
survey data collection. While we will do everything we can to "ensure survey
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participation by peer surveys (i.e. providing multiple format options, phone calls before
sending survey, follow up, etc.), we cannot guarantee the responsiveness of the peer
municipalities. Where necessary, CBIZ will augment the peer data with recently
conducted private surveys in the Kansas City and St. Louis metropolitan areas that can
be geographically adjusted as necessary.

CBIZ has a vast amount of experience in working with many other clients to design
classification and compensation programs, including other municipalities and
governmental entities. We are committed to working with- City to develop
recommendations for the future, and we are well equipped to do so. The description of
services, background information and references contained in this proposal will
demonstrate our capabilities and competencies.
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WORK PROGRAM AND SCOPE OF SERVICES

It is our understanding that the City of Aurora is seeking a qualified compensation
consulting firm to design and implement a comprehensive classification and
compensation plan. In an effort to meet the City’s needs, CBIZ proposes to conduct the
following project components and steps outlined below.

Alternate Bid 1: Market Analysis and Compensation Plan Update

Step 1 - Initiate Project (includes up to one full day of on-site meetings)

» Conduct one day of project kick-off meetings with the City’s Manager, City
Clerk, Department Heads and/or employees, as desired:

— Discuss overall project goals and schedule.

— Gain a deeper understanding of the compensation philosophy, objectives,
plans, time frames and culture of the City.

— Discuss the various components of total cash compensation and the relative
impact of this study.

Step 2 - Collect and Reconcile Job Data

» CBIZ provides the City with a data request letter detailing required information
and data.

» The City submits to CBIZ all requested information and data.

— Data collected will relate to current pay practices and programs, specific
details regarding the current pay determination process, current job
descriptions, internal equity issues, etc.

» CBIZ assesses the data in its entirety to ensure that all necessary information has
been submitted and that there are no discrepancies. This step will ensure that
the new compensation plan reflects current and accurate job titles and
supporting documentation for each employee included in the plan.

—  CBIZ reconciles submitted job descriptions with employee job titles to make
sure that a job description for each employee is available. '

— CBIZ notifies the City of any submitted job descriptions for which there is
no incumbent to determine whether re-titling is needed, the job is unfilled
or the job has been eliminated.
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WORK PROGRAM AND SCOPE OF SERVICES

Step 3 — Evaluate Job Documentation

> For Alternate Bid 1, CBIZ will review the job documentation currently in place
and rely upon it for the analysis. If CBIZ identifies any incomplete job
documentation, we will notify the City and ask for additional information.

> TFor Alternate Bid 2 (described below in detail), we will collect job- spec1f1c data
from the employees and update job descriptions.

Step 4 - Identify Relevant Labor Markets

» The three most important labor market characteristics are the size of the
company, geographic scope and industries from which an organization recruits
talent. CBIZ will determine each characteristic as it relates to the City before
reviewing survey sources and conducting the market analysis.

1. Size of Organization: A key factor to be considéred in determining the
market-competitive compensation, particularly for senior level positions, is
the size of the business. CBIZ will request the City’s most recent and
projected operating budget as well as headcount to ensure that
organizational size is accurately reflected in the data utilized.

2. Geographic Scope: Most hourly paid jobs such as clerical jobs are recruited
locally. Professional jobs may be recruited state wide or regionally. Because
individuals who work in senior management positions often relocate solely
to accept a new job, national searches are commonly conducted for these
positions. In contrast, hourly employees seldom relocate primarily on the
basis of a job.

3. Industry Scope: Some jobs only exist within a certain industry and are most
accurately priced to that industry exclusively. Conversely, some jobs are
found in all organizations, and the true market for-these jobs usually
considers this broader market. Most clerical and trades jobs can be found in
any organization. For the City, CBIZ will consider municipal and county
government and the broader labor market, as appropriate.
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WORK PROGRAM AND SCOPE OF SERVICES

Step 5 — Administer Custom Compensation and Benefits Survey

» CBIZ conducts a survey of approved peer municipalities and others for selected
jobs.

— Peer organizations are likely to be much more responsive to a shorter, more
concise survey. The exact number of benchmark jobs to include will be
determined by CBIZ and approved by the City.

— CBIZ and the City determine defensible, comparable entities to which the
City should be compared. A group of up to 15 entities will be selected.

— CBIZ distributes an online survey to the selected organizations to collect
pay information for select benchmark jobs from the comparable entities. As
with the online JAQ, in our experience, the use of an online private survey
has a direct positive impact on the efficiency of data collection. CBIZ
analyzes the data and prepares a summary, which will be provided to the
City as well as participants. Individual participant data will not be
disclosed.

Step 6 — Conduct External Market Analysis

> CBIZ conducts a published survey analysis to collect competitive base salary
and benefits data for similar positions in comparable organizations paying
employees to perform similar functions.

— In addition to the Custom Survey conducted in Step 5, CBIZ will utilize a
published survey database that automatically compiles 1,900 published
surveys as well as any surveys to which the City subscribes.

» CBIZ prices the City’s jobs to the market and recommends appropriate salary
grade placement. The key to this step is comparing actual skills, duties and
responsibilities to market data as opposed to merely matching job titles.
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