
REQUEST FOR AMOP

Please complete a form for each new request.

DESCRIPTION OF PROCEDURE

TYPE OF REQUEST

Form 12.01(a) — Request for AMOP (Rev. 3/17/2020)

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 12.01(a) — Request for AMOP (Rev. 3/17/2020)

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 12.01(a) — Request for AMOP (Rev. 03/17/2020)

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 1.01(b) for inclusion in the Learning 
Management System (LMS). Required
Flow Chart — I have included a flow chart of the procedure utilizing Appendix 1.01(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.” See 
Appendix 1.01(b) for a list of Hierarchical Organizational Units by Department.

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:
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LMS Training Submitted to HR:
Communication Plan Executed:


	Date Submitted: 1/19/2024
	Procedure Title: New Employee Orientation – Pension Enrollment 
	Requestor: Jacob Augustine
	Dept: Human Resources (Retirement Plan Services)
	New Procedure: On
	Revision to Existing Procedure: Off
	Removal of Existing Procedure: Off
	What is this procedure intending to accomplish: The purpose of this procedure is to provide documentation for Milwaukee County's AdministrativeManual of Operating Procedures regarding the new employee orientation process as it relates to pension enrollment, which will equip members of the Employees' Retirement System of Milwaukee County with the knowledge to complete their pension enrollment and beneficiary forms when going through the new employee orientation process.
	How will you know this procedure is successful eg reduction in staff busywork reduction in user complaints: While enrollment into the ERS is mandatory and not dependent on completion of the pension enrollment form, RPS hopes that this AMOP will encourage members to complete and return their enrollment forms as they also allow members to designate beneficiaries, and indicate if they have any previous pension service with Milwaukee County, the City of Milwaukee, or the State of Wisconsin retirement systems.
	What data if any do you collect as a result of this procedure Could this data be used as a performance metric: RPS collects demographic information, beneficiary information, and data regarding any previous pension service with Milwaukee County, the City of Milwaukee, or the State of Wisconsin retirement systems.
	Also list the individuals by title responsible for quality assurance: All pension eligible members of the Milwaukee County Employees' Retirement System hired before January 1, 2025.The following individuals are responsible for quality assurance for this procedure: - Jacob Augustine | Senior Pension Research & Compliance Analyst, Retirement Plan Services- Noukone Keovilaysone | Operations Manager, Retirement Plan Services - Erika Bronikowski | Director, Retirement Plan Services
	Describe how this procedure was looked at through a racial equity lens: A large portion of the RPS strategic plan is dedicated to our mission at Milwaukee County. Public webinar trainings, AMOPs, and additional resources are all being developed to provide education, opportunities, and additional resources to assist our members, especially those who may not be well-versed or have just begun to learn about saving and planning for retirement. Our goal is to give members access to resources to be confident in and strive towards their retirement. 
	Who should be made aware of this procedure: All pension eligible members of the Milwaukee County Employees' Retirement System.
	LMS training: This procedure will be communicated through the RPS website, RPS Pulse Newsletter and future
RPS webinars.
	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: 
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