
REQUEST FOR AMOP

Please complete a form for each new request.

DESCRIPTION OF PROCEDURE

TYPE OF REQUEST

Form 11.00(a) — Request for AMOP (Rev. 12/1/2023)

New Procedure

Procedure Title:

Date Submitted:

Requestor: Dept:

Revision to Existing Procedure Removal of Existing Procedure

What data, if any, do you collect as a result of this procedure? Could this data be used as a performance metric?

List the users of this procedure (e.g. all Parks managers, recruitment analysts, department leaders, the public, etc.). 
Also, list the individual(s) (by title) responsible for quality assurance. 

How will you know this procedure is successful (e.g. reduction in staff busywork, reduction in user complaints)?

What is this procedure intending to accomplish?



How will you tell users this procedure is new and available for their use (e.g. notice on website, email notification, 
LMS training)? 

COMMUNICATION PLAN

CONTINUOUS IMPROVEMENT (please skip if this is a new procedure)

Form 11.00(a) — Request for AMOP (Rev. 12/1/2023)

Who should be made aware of this procedure?

After reviewing the procedure for improvement, unintended consequences or gaps, do you have any changes to it?

Describe what actions you took to look at this procedure through a racial equity lens. 
For more information, see the GARE Racial Equity Toolkit

Change Management is known to be a challenge in all workplaces. Will changes you are making to the procedure 
create concern or confusion among staff or users? If yes, how will you communicate with them? 

Did you measure your procedure for success? If yes, how (e.g. number of people who utilized the process, results 
from a customer satisfaction survey)?

https://www.racialequityalliance.org/wp-content/uploads/2015/10/GARE-Racial_Equity_Toolkit.pdf


IMPACT & CONTENT REVIEW CHECKLIST

SUPPORTING DOCUMENT CHECKLIST

Form 11.00(a)— Request for AMOP (Rev. 12/1/2023)

A. �Does this Procedure involve a financial control (i.e. accounting procedures, contracting procedures, etc.)?
If yes, the Comptroller should review the draft prior to submittal.

LMS Presentation — I have included a training PowerPoint utilizing Appendix 11.0(b) for inclusion in the 
Learning Management System (LMS). 
Flow Chart — I have included a flow chart of the procedure utilizing Appendix 11.00(c) for inclusion in the 
Learning Management System (LMS). Required

Who Should Receive Training? — Please identify the individuals required to 
receive this training by the appropriate organizational unit(s). If this is a procedure 
for all employees (e.g. countywide substance abuse procedure) then list “all.” 

B. �Does this Procedure involve a complex legal matter?
If yes, Corporation Counsel should review the draft prior to submittal.

C. �������Does this Procedure involve a risk exposure (i.e. insurance procedures, safety, etc.)?
If yes, Risk Management should review the draft prior to submittal.

D. �Does this Procedure involve a personnel issue (i.e. work rules, etc.)?
If yes, Human Resources should review the draft prior to submittal.

E. �Does this Procedure impact another department? If yes, such departments should review the draft prior to submittal.

Yes, the Comptroller has reviewed this procedure.

Yes, Corporation Counsel has reviewed this procedure.

Yes, Risk Management has reviewed this procedure.

Yes, Human Resources has reviewed this procedure.

Yes, this procedure impacts other departments and the following departments have reviewed the procedure:

No, this procedure does not involve a financial control.

No, this procedure does not involve a complex legal matter.

No, this procedure does not involve a risk exposure.

No, this procedure does not involve a personnel issue.

No, this procedure does not impact another department.

Employee Submitting Procedure: Director of Responsible Department:

Name: Name:

Title: Title:

FOR OFFICE USE ONLY 
Date Received:
AMOP Committee Review Date:
AMOP Committee Approval:
Assigned Procedure Number:

Pending Procedure Posted:
Final Procedure Posted:
LMS Training Submitted to HR:
Communication Plan Executed:


	Date Submitted: 02/19/2024
	Procedure Title: Contractor Code of Conduct
	Requestor: Regina Flores
	Dept: Department of Administrative Services
	New Procedure: On
	Revision to Existing Procedure: Off
	Removal of Existing Procedure: Off
	What is this procedure intending to accomplish: To develop a contractor code of conduct for Milwaukee County to reflect a commitment to ethical governance, responsible procurement practices, and the effective stewardship of public resources. It will help promote integrity, transparency, and accountability throughout the contracting process, ultimately contributing to the achievement of government objectives and public trust. Additionally, incorporating debarment provisions into a contractor code of conduct involves outlining the circumstances under which a contractor may be subject to debarment, the process for debarment, and the consequences of debarment which is aligned to the Audit Services Division's findings outlined within an open Register of Deeds audit file.
	How will you know this procedure is successful eg reduction in staff busywork reduction in user complaints: Measuring the success of implementing a code of conduct involves assessing its effectiveness in achieving the intended outcomes and objectives. Here are some key steps and metrics to consider: 1) Compliance rates, 2) Incident reports, 3) Debarment rates, 4) Feedback from stakeholders, 5) Training and awareness, 6) Contractor performance, 7) Risk mitigation, 8) Continuos improvement, 9) Benchmarking. By systematically monitoring these metrics and indicators, the County can assess the success of implementing a code of conduct and identify areas for ongoing improvement to promote ethical behavior, transparency, and accountability in contracting activities. An audit of current systems will be identiifed and recommended as a standard to monitor contractor performance.
	What data if any do you collect as a result of this procedure Could this data be used as a performance metric: The range of data varies by contract/purchase type; however it is anticipated the data will assist in decision-making processes and support the County's strategic goals. Various systems utilized county-wide capture performance related data ranging from payment terms, compliance to TBE/DBE participation, and change orders (which can bring attention to contractors understating their competiitve bid). Presently, we have relied on the opinion of the Office of Corporation Counsel to opin on the definintion of a "responsible contractor" which is language currently used in Professional Service Agreements. If it is deemed a contractor has not operated in a responsible manner within its current contract; the County must be prepared to demonstrate this determination which can appear subjective. 
	Also list the individuals by title responsible for quality assurance: Any county-wide department or division engaged in purchasing related activities including but not limited to competitive and non-competitive purchasing activities, such as those identified on the Purchasing and Bidding Exception Request Form. 
	Describe how this procedure was looked at through a racial equity lens: By leveraging the resources, frameworks, and principles advocated by GARE, Milwaukee County can enhance the equity and effectiveness of its contractor code of conduct, advance racial equity goals in contracting practices, and contribute to building more inclusive and equitable communities. The following tools will assist in promoting equity through the following: 1) data analysis and disaggregation by race and ethnicity, 2) promotion of community engagement, 3) training and capacity building, 4) policy alignment and coordination, and 5) continuous improvement.
	Who should be made aware of this procedure: Implementing a new county-wide contractor code of conduct policy involves informing and engaging various stakeholders to ensure widespread awareness and understanding of the policy. The following key stakeholders should include: 1) county officials and leadership, 2) procureent and county-wide contracting personnel, 3) contractors/vendors/suppliers, 4) county employees, 5) audit, 6) legal and risk management, external stakeholders, 7) intergovernmental partners, and 8) advisory boards (including oversight committeess).
	LMS training: Multiple means of communication will be pursued including email communication, in-person & on-line training sessions, training guides, town hall meetings, internal communication channels, 1:1 meetings, social media, and leadership endorsement and modeling. By employing a combination of these methods, Milwaukee County can effectively inform and educate end-users about the new contractor code of conduct policy, promote understanding and compliance, and foster a culture of integrity and accountability throughout the organization. Regular reinforcement and ongoing communication will be essential to embed the policy into daily practices and behaviors.
	After reviewing the procedure for improvement unintended consequences or gaps do you have any changes to it: 
	create concern or confusion among staff or users If yes how will you communicate with them: 
	from a customer satisfaction survey: 
	Yes this procedure impacts other departments and the following departments have reviewed the procedure: All County-wide departments/divisions
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	No this procedure does not impact another department: 
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	Employee Submitting Procedure: Regina Flores
	Director of Responsible Department: Aaron Hertzberg
	Name: Regina Flores
	Name_2: Aaron Hertzberg
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	Text4: Any county-wide employee involved in purchasing/contracting related activities, including leadership and cabinet-level staff.
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