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The Division of Central Services is a staiutory division of the
Department of Administration created on June 20, 1977.
Enabling legislation is contained in Colorado Revised Statute 24-
30-1103 et seq. Previous to its legislative creation, the Division
operatzd with authority extended through the executive order of
February 17, 1976.

History

A limited, centraiized service function existed in 1948 as part
of the Division of Purchasing. Regulation of service functions in
ather executive branch agencies was not one of the charges of
this early service function. Approval of equipment acquisitions,
likewise, was not part of the operation’s authority. The establish-
ment in 1967 of six government print shops in the Capitol Com-
plex is mute evidence of 2 limited authority level. The mission of
this early service organization had severe limits. Printing seems
to have been the core of the mission, but mail services were
also fumished beginning in 1948.

In November, 1963, Management Study, Report No. 4,
OPERATIONAL REPORTING AND PUBLICATION CONTROL
placed in motion concepts that led to statutes and rules that
provided for:

a Imposition of centralized control of State printing.
b. Standardized operational reporting on printing operations
c Forms management

The Division of Accounts and Control was given the function
of coordinating and controlling operational and administrative
reports and information.

References to “Central Duplicating” (Division of Purchases)
exist in Printing, Duplicating and ying in Colorado
State Govemment, April, 1967. During fiscal 1965-196€, thirteen
Denver area agencies had in-house printing facilities. Overall
equipment utilization was an estimated 23.4 percent of capacity.
Analysts suggested an expanded role for the “Central Duplicating
Section” and recommended its relocation in the subbasement of
the State Services Building, 1525 Sherman Street, Denver, Con-

trol of the operation was to remain with the “State Purchasing
Agent.” Centralized control of existing service (printing) esuip-
ment owned by all other agencies was formally proposed for the
first time,

4

In January, 1975 ancther study recormmending centralized
control of service functions was completed Managemient Study
of Selected State Services by the Division of Management Serv-
ices, Department of Administration, was the blueprint for the
presznt Division of Central Services This study differed from all
previous proposals in both scope and in the degree of control -
suggested. In addition to the task of providing services for other
agencies, central planning. control «nd coordination of all
aspects of service activities were recommendcd

On June 20, 1977, Govemor Lamm signed into law Senate
Bill 285. This bill created the Division of Central Services under
the provisions of CRS 24-30-1101 et seq.

This annual report has been prepared pursuari to the pro-
visions of Colorado Revised Statute 24-30-1109. This report
reflects Division operstions for Fiscal Year 1985-1986 and
includes, but is not limited to, financial statements, equipment
and personnel inventories, present and planned sefvices.
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~ Simply fumishing commonly used support sesvices ic not the
" sole justificetion for Central Services. Effective management of
the service rasowrces of the State of Colorado completas the
Division's mission. By statuts, Central Services is charged to
estzblish ceniral planning, control and coordination of service
activities, The Division has estabiished several management pro-
grams: the Ofiice Copier Management Program; the Trzvei
Managemont Program and the Fleet Mznagement Program and
the Service Equigrnent Request Pregram,

Division include the approval of all service
acquisitions and staffing patterns of service functions
for Stete agencies in s fcurcounty service area. Funding is
dered Shide law requises that 28 such charges be made ot com-
petitive rates. As a revaiviag hand sgency, Cential Services
receives no approprizied genaral funds of any ldnd; the Division
operales as an eniixaiee.

To achleve its miasioy, B Division plans, coordinates, con-
trols and/or fumnisiies these support services through what may
bed&nu‘bedbma&yastvntypeso!nmqmmx(l)consoudated
memm(Z) m&mcmﬁ HoFEne

Consolidated service prc&mmwe those I wirich Central
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of this type of program ac« tse Aak: Fint Shop snd

the State Motor Pool In mansgemen progaris Central Services
oversees the of a service by snother supplier. Often
the Division’s role is one of coniract administration enforcement,
Examples of management programs inciizde the Copier Manage-
- ment Program and the Travel Management Program.

The goal of the Division of Central Services is to reduce the
State’s cost for commonly used support sesvices.

The means of achievirg the Division's goal are atways
evalusted by means of a study before any management dacision
is considered. Altematives considered are: Leaving the existing
sefvice structure intact consolidating the existing service struc-
ture with that of the Division or some other service structure;

cresting a new service structure; and, contracting privately for
the needed service.

Additional goals include controlling the proliferation of service
equipment and operating personnel or planning retes of equip-
ment proliferation that are consistent with planned growth.

The measurement of benefits to Division customers is vesry
straight forward in our consolidated service programs. Benefits
are measured in terms of cost, time, and quality of good or
sefvice

In management programs monetary benefits are delivered to
the State while such benefits to individual State agencies are less
evident Such benefits can sometimes be measured in terms of
fiscal measurements but often require assessment in less tan-
gible terms such as:

a Increased levels of service.

b. Avoidance of the cost of doing business within the private
sector.

< Cost avoidance.

d Fraud prevention and control.

e. Recirculation of State funds within the government
frameworkc

f. Potential savings implied in fumishing a particular service
Intensive microfilming of documents, for example, implies

savings in the areas of file cabinets, storage facilities, and
custodial personnel,



Summary of Significant
Accounting Policies

The accounting policies of the Division conform to generally
accepted sccounting principles as applicable to governmental

In order to insure observance of limitations and restrictions
placed on the use of rescurces, accounts are maintained by the
Departmont of Administration in accordance with the principles
of “fund accounting.” Resources intended for various purposes
are classified for accounting and reporting purposes into funds
that operate in accordance with activities or objectives specified.
The accural basis of accounting is followed.

Central Sesvices receives cash-funded appropriations from the
General Assembly. Cash funds are appropriated as "augmenting
reveniues.” Actual revenues are recorded as eamed.

This fund Is a stetutory revolving fund (CRS 24-30-1108)
which operstes within the confines of the revenue it generates.
{sers of Division services are charged the full cost of all
materials, labor, and overhead attributable to the service used.
Prices charged by &li of the Division's services functions are
competitive with private industry.

Other Income

“Other income™ consists of revenue receipts from a variety of
sources other than Division operations. Jury duty, overage equip
ment sales and prior year adjustments to include previously
untzken discounts are some sources of “other income.”

Cost of goods soh)
Opemting expense’
Depreciation expense
Trevel expense

TOTAL EXPENSES

PROFIT (LOSS)

Profit (loss) asa %
of Income from operations
Personal services as a % of
Income from operaticns

VEliminates Inmersectionol sales (et cost). For 1356 this amount was $459,526,
2A change in the methad of makeup of Cost of Goods Scid which had previously been
presented as Opereting expense has resulted in the deciine of Operating expense and the

increase in Costof Goods Sold expense,

1986

$10,350931
NA

$10,350,931

3 2,807.051%
4,787,151
2008413

469,672

4.185

10,076,473

§ 274458

2.63%

271 %

1885

48,397,147
14,462
$8,411,609

$2,376,100°
4,243,260
1,511,463
179,624

1388
8317.855

3 93.754

1L11%

283 %

1584

$8,057.961
14606
$8,072567

+ 42,135,0354

4,755,051
$88,024?
127,664

1953

8,007,727

$ _648%0
B0%

265 %

$6,678,339
21,962
$6,700,32}

$1916563
3163625
1,522,009
145,370

2997 .

6,750,564
3 (50243)
(75%)
87 X

5,792,445
$5,801475
$1.650,704
2604224
1169827
130,044
1854
5624943
8 17653
1643
82%

4Does not include $74,615 of compensated shwences recorded I Flscel Year 1934 for 1554

and alt prior perfods.
Shdudes $33.562 for compensated ebsences Kabilty atiribueable to Fiscal Year 1964-1285 only.

Siciudes $113,116 for compensated sbeences Ecbly saritustable o Fiscal Year 1985-1586 only.

Jindudes indirect costs. Tincluded In income from operstions.
REVENUE PER FULL TIME EQUIVALENT EMPLOYEE

for year ended June 30,

% income % . %
increase From Increase  Revenue  Increase

Yeer FIE (Decreast) Operations® (Decrease) perFIE  (Decrease)
1982 876 03 $ 5792445 9.3 $66,124 89
1983 834 48) $6678339 153 $60976 - 210
1984 930 89 $ 8,057,961 20.6 486,642 82
198% 939 9 $8397147 42 = $89426 32
1986 1100 171 $10.350,931 233 $94,0909 52

o From Cparations™ reflects foil income for fiscal year, “Other incame™ i omiited from
iy fgure, For mome dbaansion of “other income”, plasse consult the “Financial Statemenis”

heazting in e Tabie of Contengs, It 1985 “other

cperasions,

~ 8 ¢
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CHANGES IN FUND BALANCE
for year ending June 30

1986 1985 1984 1983 1982
$ 964,209 $870,455 $880,231 3935658 $759,125

‘Fund Balance, July 1
Profit {loss) on operations
for year ended June 30 272091 83,754 9,776y (50,243} 176,533

- Designated Fund Balance
for seif-insurance 28,402
Doriated capital S A N 2=

FUND BALANCE, JUNE 30 $1,268016 $964,209 $870,455 $880231 $935,658

Liquidity and Capital Resources

The Division's future working capital requirements will be met
by short-term loans discussed below. Debt service has grown to
an all time high with no relief in sight. This is a reflection of the
Division’s lack of capitalization at the Division’s inception. No
liquid assets were used to capitalize the Division with the result
that the Division is cast eternally in the role of the borrower.
Naturally the cost of debt service is passed on to Division cus-
tomers with the less than desireable consequence of un-
necessarily increased costs for goods, services, and participation
in management programs.

SHORT-TERM DEBT INTEREST EXPENSE

Increase

For {Decrease)
year ended Interest from prior
June 30 Expense year

1982 $52,159 $17,974
1983 $23,447 ($27,712)
1984 547,196 $22,749
1985 $74,.814 $29,618
1986 $154,607* $78,793

*Large increase due lo the purchase of vehicles for Fleet Managernent Program.

The Fleet Management Program is essentially a “pay as you
go” leasing program. As such, it is, unlike most other Division
management programs, capital intensive. Because Central Serv-
ices does not have significant capital resources of its own, the
capital required to initiate the Fleet Management Program must

be borrowed. The level of capital needed is reflected in the
unprecedented levels of debt service expense reached during the
period of this report.

Central Service's short-term debt reflects loans and advances
made under the provisions of Colorado Revised Statute 24-75-
203. Interest bearing loans by the Department of Treasury to
agencies funded by revolving funds may be made for purposes
of assisting cash flows. Cash shortages are produced by cyclic
demand or by dramatic expansion of Division services. Central
Services is without capital resourcs of its own and is thus a
borrower under the above citation.

Inventory

inventory confidence level—the percentage of times orders can
be filled from existing stocks—is targeted to remain between 90
percent and 95 percent with some essential items of inventory
being maintained at a 100 percent confidence level.

Central Services' inventories are computerized. Positive
adjustments reflect that the physical count is more than the
balance on the computerized stock record. Negative adjustments
reflect physical counts that are less than the balance shown by
the computerized stock record. It is considered that all
adjustments originated from record keeping errors. No corrective
procedures are necessary.

The following depicts increases/decreases in the Division's
inventories during the period of this report.

CHANGES IN INVENTORY
for year ending June 30

% Change
Inventory % Of from
Vaiue Totat 6-30-85
Central Stores $604,724.01 89.66 +33.46
Camera $ 5,875.01 0.87 +12.95
Press 1,310.43 0.19 —57.50
Press paper 38,005.85 564 -38.33
Bindery 4006.15 059 —1.03
TOTAL PRINT SHOP 49,197.44 729  —3348
Quick Copy 12,682.48 1.88 +1.19
Microfilm _ 1,88556 L7 1226
TOTAL $674,489.49

100.00%  +27.60

Depreciation

General fixed assets are recorded as assets at the time of
acquisition. Depreciation is then computed and recorded as
current expense. Such assets are carried at cost and depreciated
on a straightline basis over useful life spans prescribed in
guidelines promulgated by the Internal Revenue Service of the
Government of the United States.

Service Equipment Management
Program

The Division’s authority as contained in Colorado Revised
Statutes 24-30-1104(1)(h) and 24-30-1107 to approve or disap-
prove acquisition of service equipment by state agencies resulted
in 73 Service Equipment Requests being processed by the Divi-
sion during the period of this report. Disapproved or amended
requests resulted in a total savings to the State of $66,698. This
amount includes $25,100 in current year savings and $41,598 in
annual recurring savings.

The number of requests for service equipment received this
year is 73 compared to 59 received last fiscal year.

The Cumulative Cost Savings chart, reflects the history of this
program in terms of annual savings to the State in both one-
time and recurring savings. The overall total of all savings
throughout the life of the SER program is $1,992,698. Recurring
savings are, as a matter of policy, counted only in the year dur-
ing which they first occurred, they are not accumulated in years
following their introduction. The chart reflects both SER savings
and other cost avoidances.



ANNUAL BAVINGS
‘Divislon of Clentral Services

Dolars in Thousands
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Leasing Arrangements.

Central Services leases certain of its equipment and real prop-
erty, Equipment is routinely reported in Division inventories
including the equipment inventory that appears in this annual
report. The majority of the Division's contracts are classified as
lease-purchase contracts (ime-payment contracts). All pieces of
equipiment thus acquired are appropriately annotated in the
Division's depreciation accounts. Where consistent with the terms
of the contract, ownership i not vested in Central Services is
reported to the appropriate tax enforcemsent authorities for tax
liability enforcement.

Research and Development Costs

Research and development costs principally for management
studies conducted in-house or with contracted specialists are
recorded as an expense as incurred, and are carmried as adminis-
trative expenses to the Division. Recovery of these expenses from
operating revenues that accrue as a direct resuit of the research
is never required. Customers therefore bear an insignificant bur-
den for the Division's researches and produci/service costs to
users is maintained at the lowest possible level.



Revenue Recognition

In government accounting, expenses and revenues are
matched to the period in which eamned or incurred. All revenue
for services performed or goods delivered before the close of the
fiscal year is recognized in the reporting for that fiscal year. Such
revenue is recognized whether or not it is collected and whether
or not its collection date falls within the fiscal year in which it is
reported. Collection costs are not a consideration except when
collections are performed and accomplished by the Collections
Unit of the Division of Accounts and Control (DOA).

CUMULATIVE COST SAVINGS

Division of Central Services

Dollars In Thousands
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Rental Equipment

Rental equipment costs for all Division operating units totaled
$760,680 in this fiscal year and include land, buildings, equip-
ment, and fixtures, and leasehold improvements.

. Accrued Liabilities

Compensated absences for the period of this report amount to
$113,116. Compensated absence is an accounting recognition of
the costs associated with accumulated annual and sick leave.
Such leave is recognized as compensated absences and has
been eamned by employees during the period of this report but
has not been used during the period of this report

Indirect Costs

Indirect Costs are the Division’s contribution to Department of
Administration operating costs. Assesments are made by the
Joint Budget Committee of the General Assembly as a pro rata
liability determined by the number of employees in each revolv-
ing (cash) funded agency. General Fund agencies are not
similarly assessed. Central Services’ assessment for the period of
this report was $295,393. This expense is reported with other
expenses under the heading “Operating Expense” in the Con-
solidated Profit and Loss Statement

Dy SION OF CENTRAL SERVICES CONSOLIDATED BALANCE SHEET

dune 30, ; .

1986 1985 1984 . iess
5 400 § 400 .- 5. 200 % 141,051
131,306 98079 T 200938 21943
- 721,908 - 57156F . 529876 . - © 498,630
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U sagse04s : $196} 157 s THa5eT - : s 546,446
Ba_zance L 12680160 T C 964200  B70455 " 880231

_$1 625022 o

B ,,51 425677:'

(mcludes ad;ustments o accumulated depltcﬂll' )
Worlqng Capma} Provnded by Operatlons: s
!ncrease i} Long term Debt

Total Suurcesof Workmg Caprta}

usas OF womm CAP!TAL -_f
Purchases of Equipment

Het lncrease (Decrease) in- Workmg Capttal S

ELEMENTS OF NEI‘ INCREASE (DE.CREASE li\l WORKING CAPIT

Current Assets - increase (Dez:rease} -

. Cash ; E o

. Accounts Recervable
lnventory S

. Prepaxd Expenses

CURRE{\IT LIABH..!TIES DECREASE (SNCREASE)
Accauits Payable S
Taxes: Payable -
Deferred- Revenues .
Leasé - Purchase - = |
Compensated Absences
- Belfinsurance

NET INCRE‘\SE (DECREASE) lN' ORKH“IG CAP[TAL




Each of Central Services’ eleven operating units has its own

accounting structure independent of that of other operating

units.

All work is charged to customers at established rates, All
purchases of goods and services between operating units are
made at undiscounted rates.* This includes the full cost of all
materials, labor and overhead for all services. Each of the

operating units is listed in this part of the Annual Report in order
of the size of its contribution to Central Services' gross income,
largest contributor first.

*Some commodities are maintained administratively in Central Stores' inven-
tory as a matter of convenience in order to avoid multiple inventory struc-
tures. These are taken from inventory by the consuming Central Services
units at cost.

'ANNUAL PROFIT AND LOSS STATEMENT FOR EACH SERVICE FUNCTION
for year ended June 30,

1985-86
Income

- Expenses

Profit (loss)

1984-85
. Income

Expérises
Profit (ioss)

1983-84
Income
Expenses

Profit (foss)

1982-83
Incorne
Expenses
Profit (loss)

1981-82
Revenue
Expenses
Surplus {Deficit}

Office

Mail State Copier Quick State State Travel
Services Ceniral Print Management Copy Motor Design Microform Misc. Telephone  Management Fleet North
Section Stores Shop Program Centers Pool Center Services  Services Directory Program Management Campus '
$3,311,063  $2,339,157 $1,213,017 $964,257 $514,359  $366,313 $354,473 $ 183,881 $13,183 $ 3541 $ 2973 $1,023319 $61,395
3217464 2275674 1143615 964783 437430 362006 337543 190312 4804  _ 34577 64727 976298 67,150
$ 93599 $ 63,482 $ 69,402 s (526) $ 76,929 § 4,307 $ 16930 $ (6431) $ 8289 5(33 035) $(61 754) $ 47,021 $ (5755)
$3,129,457  $2,002,770 $1,037,589 $875,834 $468,812  $423,834 $348,143 $ 108,708 $ 7,776 $ 8684 0
3054023 2001609 1018628 837580 429771 501427 338328 107532 7013 _ 20371 = 1561
$ 75434 1,161 $ 18961 $ 38,245 $ 39,041 $(77593) $ 9815 % 1,176 $ 763 $(11,687) $ (1,561}
$3,274,031 $1,925,526 $ 938,806 $793,388 $379,339  $348,418  $242,957 $ 124,103 $ 31,093
3222217 1937669 963921 768955 337,853 345496 221,628 168963 40727
$ 51,814 $ (12,143) $  (25115) $ 24,443 $ 41,486 5 2922  $ 21,329 $ (44860) $ (9,634)
$2,449,613 $1,588,905 $ 934,665 $738,263 $330,985  $299,307 $IB7,139 $ 99363 $ 4244
2450837 1,540,897 962277 754862 332119 296764 177,160 134380 5431
$ (1, 224) $ 48008 3 (27612) $ (16599) $ (1,134) $ 2543 $ 9979 $ (35107) % (1,187)
$2,222,101 51,172,439  $ 888,162 $678,319 $287,157 $222.657 $168379 $ 81013 § 27248
2193680 1164611 _ 813324 626832 251939 220857 144751 104077 1,245
$ 28421 $ 7,828 $ 74838 $ 51,487 $ 35218 § (72000 $ 23628 § (23,064) $ 1,003




Mail Services’
share of the total
annual State

expenditure for
mail services.

$3,311,083

$15,353,612° "CLEAR system figure,

Mail Services’ 100
contributions
to Central
Services’ total
revenues.

Parcent

Division of Central Services’ Mail Services Section has been in
existence since before the statutory creation of the Division in
1877. We have two locations within the Capitol complex, the
State Capitol Annex building and the State Services building.
From these two locations, we handle an average of 15 million
pieces of incoming, outgoing, and interdepartmental mail
annually, and we originate mail routes with 30,000 messenger
stops each year.

Our services are varsied In addition to the services described
above, we also fumish folding, labeling, and presorting services,
and special messenger services Incoming mail processing serv-
ices are extended to several government agencies, the largest
being the Department of Revenue.

We have a staff of 40 employees that consists of both full-time
and parttime employees. Qur staffing has remained at this level
for the past two years, while the demand for services has risen
26.3 percent

During Fiscal Year 1985-1986, Mail Services Section exper-
ienced a 2.8 percent profit. The average cost per unit of produc-
tivity was $.09 while profit per unit of productivity was $.006. Qur
prices are competitive and have remained stable for the past two
years. There are no planned price increases for the next two
years.

Indirectly, we have saved the State the cost of unnecessary
personnel and equipment within each of the State agencies.
Through our presorting contract, we have saved the State
$143,000 for FY 85-86.

Plans for the fiscal year 86-87 include the creation of a pack-
age delivery section, and the marketing of mailing list main-
tenance services.

Kathleen Pennucci
Manager

“We Provide More Efficient Purchasing
Than Usually Can Be Obtained By Small

Government Units.”

Central Stores’
share of the total
annual State
expenditure for
office supplies.

$14,300,149°

$2,339,157

'cmmﬂgm

Central Stores’ '%

contributions

to Central -
Services’ total §
revenues. ;5 50




Centrai Stores fs a supplier of office supplies and forms for

State of Colorado govemmental units, and subdivisions
mmswacmcmmpgmmwaxwl
Ezst 62nd Avenue in a State-owned facility,

In December of 1985, the Division of Central Services took
over the of the Old North Campus of the Com-
munity College of Denver. This facility is located at the comer of
62nd Avenue and Downing Street Central Stores will be moving
into this faciiity in the fall of 1986.

The spece designated for Central Stores’ use in the facility at
1001 East 62nd Avenue is currently under renovation. Central
Stores will occupy the rear one-third of the building consisting of
11,500 squere feet Plans are being prepared to install a truck-
leve! foading dock The new facility, with its new loading dock,
will provide more convenient access to Central Stores for both
vendors delivering products and Central Services' Mail Services
to remove completed orders for delivery.

Central Stores stocks a variety of office supplies and forms.
There are 850 different office supply ftems in
invertory. These items are the most commonly used supplies. in
addition to office supplies, Central Stores stocks forms for the
use of several ents. The most used forms are those that
are stocked for the Division of Accounts and Control to access
the Central System, Additionally, Central Stores
stocks forms for the Division of Archives, the Division of State
Buildings, the Department of Labor and Employment, and the
Department of Social Services. Central Stores also stocks the
forms that are necessaty for using the services provided by the

in addition to the other office supplies and forms, Central

Stores also stocks publications for the Department of Revenue,
Department of Social Services, Division of Plant Industry (DOAg),
and the Division of Real Estate (DORA). These publications are
primarily for sale to the public. Various divisions and

sell these forms through Central Stores in order to
asdvantage of Central Stores’ specialization in inventoty con-
and ordering. They also use Central Stores’ order processing
procedures. By stocking these publications for sale to the public,

£

many State agencies are able to avoid the management costs
involved in operating a small cash fund within a general funded
department. They also are able to avoid investment in significant

Central Stores maintains an inventory with a value of approx-
imately $600,000. inventory value at the end of FY 86 was
$604,724. This is up 40 percent from the inventory level at the
end of Fiscal Year 1984-1985. A majority of this inventory
increase is due to the additional inventory stocked for the
Department of Social Services.

Central Stores furnishes several benefits for its customers both
within State government and other govemmental units within the
State. Within State government, Central Stores allows a reduction
in the number of stockrooms and FTE employees required in
the storekeeping capacity. Central Stores provides an easy order-
ing process, 3 wide range of products and convenient delivery
and billing. Stores bills directly through the Central Accounting
System. The cost to the State of processing vouchers and
warrants is eliminated. To those customers outside the State
government, Central Stores is a convenient, inexpensive sourc>
for office supplies. Due to Central Stores specialized nature and
size, we provide more efficient purchasing than usually can be
obtained by small governmental units. Central Stores sells all its
items on a cost plus markup basis. This markup is currently
21.9 percent, which is considerably below the industry average in
the office supply business. For those items sold on a cash basis
to the public, Central Stores is the only available source. Items
sold to the public include the Real Estate Manual, tax
publications, child care center publications, and pesticide
applicator study materials.

Central Stores currently processes all requisitions through a
computerized on-line inventory processing system. This system
was written by the Systems Development and Maintenance
{SDM) personnel of GGCC. In FY 87, Central Stores and SDM
plan to expand this on-line processing capability to include reor-
der notification and processing. This new addition will notify Cen-
tral Stores when an item has reached its reorder point, print out
a listing of those items that need to be ordered, and list the

most economically advantageous quantity to order. The develop-
ment of thizs system will take many months and should go into
effect in FY 88.

Due to the layout of the new facility at 1001 East §2nd
Avenue, Central Stores plans to implement a more direct pack-
age processing delivery system in cooperation with Mail Services,
Thiz system will greatly increase our ability to provide services to
additional customers within the Denver metropolitan area If such
increases do occur, Central Stores should increase its business
considerably in FY 87.

Michae! J. Renth
Manager
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The State Print Shop is located in Room 28 of the State Serv-
ices Building, 1525 Sherman Street. The main service functions
of the shop are camera, press, and bindery, which are equipped
with the latest state-of-the-art equipment to provide the printing
services that government agencies require. Quality printed
materials are produced by 20 employees who are committed to
providing the most efficient and timely service possible.

The standard unit of measure used in the Print Shop is the
impression, and is a printed page consisting of one side of an
8 1/2 x 11 inch sheet of paper. During this fiscal year
82,000,000 impressions were produced for an average of
7,200,000 impressions each month. These impressions were
produced at an average cost of $.015 each. Average turnaround
time per job was six working days.

Customer demand increased 23 percent in FY 85-86. This
demand was satisfied through the use of temporary employees,
overtime, and more effective use of present FTE.

The main types of products produced are letterhead forms,
reports, brochures, booklets, posters, inserts, and newletters.
These products assist state agencies in doing a more effective
job of cormmunicating with the public.

During the coming fiscal year, no major pieces of equipment
or additions of FTE are contemplated. in order to maintain the
quality of customer service that user agencies have come to
expect, temporary help will be utilized when workload and
deadline factors indicate the necessity. Quality printing and rapid
turnaround time will continue to be the primary goal.

—

Robert O'Lear
Manager

opier
Services
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The Copier Services Program was developed to provide quality:
office copiers and supplies to State agencies at reasonable
prices. The Copier Services Program provides or approves the
acquisition of office copiers that meet customer needs, and
negotiates contracts for copiers and supplies at the most
economical price. In the Capitol Complex, through the shared -
usage concept, agencies large and small have available to them -
a variety of equipment to meet their copying needs.



The copier program bcnefits the State through the control of
copier profiferation, maximizing copler use, and controling
of costy accessory equipment. Overall copler use is
held in check by the availabilty of cost effective aliernetives to
tite office copler.

When copiers were initially cenirelized, there were approx-
imately sixty copiers placed throughout the Capitol complex sys-
tem with a copy volume of 14,000,000 annually and a revenue
of $500,000. In 1985-86 coplers numbered 115 with an annuai
copy voiume of 24,000,000 and revenues of $950,000, The serv-
ice area has been expanded to include the entire Denver met-
ropolitan region.

The Copler Services Program has saved the State more than
$1,040,000 during the past seven years through improved
managemzitt of copiers, and reduction of the cost of equipment
and supplies.

Some features of the program are:

1. Good quality and a large varlety of equipment to meet a
varlety of copying needs. In addition to the copier in your
immediate area which is selected to best meet your general
needs, a matrix of copiers has been designed in each State
building to meet the most demeanding of requirements.

2. Superior and faster maintenance. Copier Services Program
monitors the quality of maintenance and repair service and
requires that vendors respond to service calls in no more
than four hours. The quality of service and service re-
sponse time is superior to that received by any business in
the Denver area.

3. Reduced cost of equipment and supplies. Copier Services
Program initiated and implemented procedures and con-
tracts which have significantly reduced the cost of equip-
ment and supplies. This has resulted in low per copy costs.

4. Quality control of equipment and supplies. Copier Services
Program evaluates all new equipment and supplies on the
market, and selects the best quality equipment to meet the
needs of its customers.

5. Professlonal, experienced management. This not only
relleves each agency of the management tasks of obtaining
and maintaining a copier, but also prevenis costly errors
due to inexpearience. Copier Services Prograin provides
benefits that only a centralized program can achieve:

a. Technical Expertise-to solve copier application problems.

b. Flexibility-to meet changing requirements.

¢ Responsiveness-to customer needs.

d. Influence-with vendors to see that your problems with
your copier are solved in a satisfactory and timely
manner.

“The ObJectzve is To Produce Reasonably

Priced Copies of Good Qualzty When the
(,ustomer Wants T?zem. L

Quick Copy centers were established to fill the need for an
alternative to the office convenlence copier and the State Print
Shop. The centers were developed to provide copying services
that were too large for office convenience copiers and too small
to be cost effectively produced by the print shop. The pii
objective of these centers is to produce low cost copies of good
quality on a while-you-wait basis. All customer surveys performed
to date indicate the centers are performing to a high degree of
satisfaction.

In FY 85-86, four centers were in operation within the Capitol
Complex area, each equipped with the latest state-ofthe-art
Xerox 9000 series duplicators. Twenty-four million copies were
produced by the six FTE assigned, generating $500,000 in
revenues.

In FY 1986-87, plans are to add a fifth quick copy center and
an additional FTE. This center is expected to be located at 251
East 12th Avenue to support the Department of Labor and
Employment.

Quick Copy 100
contributions
to Central
Services’ total
annual
revenues,

50

Parcent

Evaluatlon of Qulck Cogy

1 976-77

2 offset presses

40 FTE

3 million copies yearly
$230, OOO revenue yearly

197882 7
3 Xerox 9200/9400 hlgh speed duplicators
40 FTE

16 million copies per year
$287, 000 revenue yearly

1983 86

5 Xerox 9210/9900 hlgh speed duphcators each WIth enhanced
copy quality development systems,
0 FTE

24 million copies per year
$500,000 revenue yearly




The objective of Quick Copy is to produce reasonably priced
copies of good quality when the customer wants them. All cus-
tomer surveys to date have rated Quick Copy first among divi-
sion programs. That means we are fulfilling our objective.

There are several reasons why Quick Copy is rated number
one:

1. Well trained and motivated operators.
2. Prices are more than competitive.

3. Superior copy quality.

4. Fast turnaround.

Al Cre

Glenn Fox
Manager

tate
Motor
Pool

“Vehicles Come Equipped With Air
Conditioning, AM Radio, Cruise Control,
Power Steering, and Automatic
Transmission.”

Motor Pool 100
contributions

to Central
Services’
annual total
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50

Percent
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The State Motor Pool of Colorado is located at 1555 Sherman
(alley entrance). It was formerly named the Interagency Motor
Pool. Its mission is to rent economically priced vehicles for a
period of three months or less to State agencies that need
transportation to conduct their State business. The Fleet
Management Program leases state vehicles for three-month or
longer periods of time.

The State Motor Poo! has available for rental 49 late model
vehicles, all fully equipped and with low mileage. During FY 85-
86, 29 new replacement vehicles were added to the State Motor
Pool:

Quantity Year, Make & Model

25 1986, Dodge Aries Sedans v
1986, Dodge Aries Station Wagons
1986, 12-passenger Dodge Van
1986, 8-passenger Ford Aerostar Van

—_ e DN

These purchases demonstrate the Division's commitment to
late model, safe, reliable, and efficient vehicles for official govern-
ment missions. .

The State Motor Pool employs 1.5 fulltime employees, one
parttime employee who is an inmate of the Department of Cor-
rections and one parttime, temporary employee.

The average annual mileage among the 49 vehicles assigned
to the Motor Pool was 17,245 miles per vehicle. More than 2,251
vehicle requisitions were processed during the fiscal year. These |
figures are very nearly equal to those of the previous year.

The Motor Pool decreased in size from the previous year by
eight vehicles. This was due to the fact that Fleet Management
took over all long-term vehicle rentals on September 1, 1985. -
Eight fewer vehicles were required to satisfy customer demand.
in the short-term vehicle rental area.

Motor vehicles travelled 844,991 miles at an average cost
the State of $.21 per mile. On most out-of-town trips, this co
per mile drops to $.19 per mile which is less than the $.20 p
mile reimbursement rate for State employees driving their
sonal cars.

State Motor Pool vehicles come equipped with air condit
ing, AM radio, cruise control, power steering, and automatic
transmissions.



record keeping, parking, gassing and cleaning that goes with
having a permanently assigned vehicle.

%oi

DR TR sc.sms . ‘Avallable Days
Ch&gedtocusmmm 79%

" Avaiiable but not charged 15%
Repa:rwmaintemnce 6%

. TOTAL AVAILABLE . 100%
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All Motor Pool vehicles were enrolled in the Fleet Management
Program on July 1, 1985, These vehicles were then leased back
to the Motor Pool on a longterm assignment with rates that
include all maintenance, gas and insurance.

No changes are planned for Fiscal Year 1987-88. Operating
policy will continue to emphasize furnishing the finest possible
service at the lowest possible prices to our client agencies. Qur
completed updated fleet is an expression of our service
commitment.

“The Prograni is Providing New Vehicles, a
State Network of Service Outlets, a.
Cony:rehenswe Insumnce Program.”

Fiscal Year 1985-86 was a successful year. Fleet Management
began the year with 200 vehicles in the program. It concluded
the year with 1,000 vehicles in the program, of which 653 were
purchased new. The fleet program realized considerable savings
for FY 85-86 as a direct result of efficient management
operations,

The program employed five fulltime workers and several part-
time workers through the Division of Correctional Industries
(DOCQ) and various county programs assisting the disadvantaged
to re-enter the work force.

The program is benefiting agencies and institutions statewide
by providing new vehicles, a state network of service outlets, a
comprehensive insurance program, and a management opera-
tion that tracks abuse, vehicle costs, accounts payable, personal
and business miles.

This is the first program of its kind offered by the Division of
Central Services. Not only is it statewide, but it is also
management-oriented as opposed to the traditional production-
oriented units that comprise the balance of the Division. The
progam has been well received by participating agencies. As a
result, the program is expected to double in size in FY 86-87
with over 2,000 vehicles in the program.

: "17:9 Mtsswn of the Statz.

Garage is 10
Provide Fast, Low Cost and Priority
Repair and Preventive Mamtenance
Services fbr Vehicles.”

The State Garage is located at 1001 East 62nd Avenue, It was
moved there on December 1, 1985 from its previous location at
3760 East 40th Avenue. At the end of Fiscal Year 1985-1986,
the State Garage opened a second location at its original site—
1555 Sherman Street. The new location of the State Garage is
an ideal site as it was the former location of the automative
shop of the Community College of Denver. The Garage also
added alignment and diagnostic equipment during FY 85-86.

The mission of the State Garage is to provide fast, low cost,
and priority repair and preventive maintenance services for
vehicles in the Fleet Management Program. It also services
vehicles owned and operated by other State agencies.

The State Garage has four full-time employees and has
experimented with using comrectional inmates from Camp
George West over the past fiscal year. Inmates are used in shut-
tling vehicles back and forth from the Garage to the Capitol
Complex and for performing minor vehicle maintenance.

Fiscal Year 1985-1986 reflected a total repair income of
$111,026.64 which is a five percent increase over the previous
fiscal year. Higher revenues are predicted in fiscal year 87 as
Stute drivers become used to the new location which is six miles
north of the Capito) Complex



_ '&mammm mFY&tSwaslowertt’tylanmtam
pli\melepakfa&mm Garage also passes on the
benefit of ks volume parts buying to its customers. All parts,

‘supplies, tires, and auto glass are provided at the State award
. price or &t wholesale or jobber prices.

In FY 86-87, increased emphasis will be given to marketing of
the downtown service location and increased efficiency by all
service personnel.

‘ State Gasoline Sales {Unit

The State Gasoline Sales Unit is located in the alley behind
1555 Sherman Street. Its mission is to provide a convenient
location for economically priced unleaded gasoline for State-
owned motor vehicles.

No FTE is employed by State gasoline sales. This self-service
operation is managed by the Motor Pool Unit

A total of 69,948.1 gallons of unleaded fuel were sold in FY
86, which is a decrease of 6,796 gallons from the previous year.
One reason for this decrease is that the State is putting more
fuel efficient vehicles on the road through the Fleet Management

Fiscal Year 1987 will see the introduction of a State-wide,
automated, card controlled, fuel management system in coopera:
tion with the State Department of Highways. All State agencies
will participate in, and use this new program for vending motor
fuels.

State Gas Sales will be able to provide to agencies, for the
first time, invoice information that shows vehicle license plate
number, gallons of fuel dispensed, date, driver and the dollar
amount of each transaction. All of this information will be cap-
tured automatically by the computzr installed in the pumps.

Teer’

James Twark

“"Many Dollars Can Be by Utilizing
Microfilm to Stone and/or Manage Agencyj
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Last year the Microform Unit was moved to 1001 East 62nd
Avenue. Expiring leases necessitated the nove.

The unit microfilms documents for State and local
and governmental units, Produced are roll microfilm (16mm,
35mm), 105mm microfiche, jacketed microfiche, aperture cards,
and roll film in cartridges. The unit also fumnishes diazo and
silver duplicate copies, and silver positive film.

The newest product introduced is the 105mm microfiche. This
fiche is produced with a step-and-repeat camera The quality is
excellent, allowing for micropublishing of camera output The
<f:amera also aliows formatting the records in a predetermined
orm,

The FTE leve! for last FY fluctuated between five and eight,
Production levels for various types of work are as follows: 2,422.-
888 exposures on our rotary cameras, 71,260 exposures on our
planetary cameras, totaling 1,270 rolls of film.

We also duplicate film, both from original films we generate
and those other agencies generate. We duplicated 3,200 rolls
last year. We processed a total of 4,490 rolls of exposed film on
OUr Processors.

The volume and revenue for the unit has increased about 40
percent from Fiscal Year 1985-1986. One reason for this is the
realization that many dollars can be saved by utilizing microfilm
to store and/or manage agency records. Space, file cabinets,
and employee filing time are reduced with microfilm.

This year, a new step-and-repeat 105mm microfiche program
was introduced. Customers range from State agencies to police
departments, school districts, and county governments.

Horsst—

Jon Goldstein
Manager



“Designers have the Experience and
Versatility to Create Graphic Design,

- Phatography, and Computer-Generated
- Graphics for Publication or

Visual Needs.” |

Design Center’s
share of the total
annual State
expenditure for
graphic design
services.

$354,473

$6,103,329"  *CLEAR system figure.
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The Design Center is conveniently located in the State Serv-
ices Building at 1525 Sherman Street, Room 590. Most of its
clientele are located in the Capitol Complex, although there is
activity from the Departments of Health and Public Safety, and
the Division of Wildlife (DONR). Other state and local govern-
ment agencies throughout the state also use the Design Center.

Our designers have the experience and versatility to create
graphic designs, photographs, and computer-generated graphics
for publication or presentation needs. With five designers and
two typesetters assigned, the Design Center has a combined
total of more than 60 years of experience in graphic arts. This
experience includes a wide variety of applications, such as direct
mail advertising, brochures, publications, annual reports, co-op
advertising, and catalogs. These professional designers can
create most items from simple letterheads and logos to complex
displays, publications, and presentations. During peak work
loads, the Design Center may employ temporary typesetters to
meet their client's deadlines.

The need for design services continues to grow from year to
year. The Design Center showed an increase in business of 17.5
percent in FY 85-86. Materials cost and other costs for outside
services were reduced by 13.7 percent. While the Design Cen-
ter's hourly rate has remained stable over the past two years, the
national average has risen by more than 12 percent The
average cost for commercial graphic design services in the Den-

ver metropolitan area is almost double that of the Design Center.

Thus its pricing policy makes the Design Center an attractive
option in terms of price and convenience.

During the fourth quarter of FY 85-86, the Design Center
purchased equipment which will enable it to create high quality
computer-generated graphics at about one-half the price state
agencies are presently spending for the same services.

Computer-generated graphics can be produced as 35mm full
color slides, overhead transparencies, and also video tape output.
Because of the ability to produce these at such a low price and
to sustain high quality levels, it is anticipated that slide and
overhead transparency business will double in FY 86-87.

One item of concern for the Design Center is the rise of desk
top publishing. Personal computers and software prices are drop-
ping, making their acquisition more attractive, although quality
continues to be inferior to typesetting. In order to achieve
typesetting quality, laser printers costing upwards from $10,000
to as much as $50,000 would be needed. The Design Center is
exploring the idea of offering a high quality printout service for
desk top publishers. State agencies would then be able to obtain
quality printouts at signifcantly lower price.

J. J. Jackson
Manager



elephone
Directory

“1986 Edition Provides a Cémpre‘hensi‘ve,
State-wide Compilation of Virtually All
State Employees, Some 50,000 Listings.”

As a service to other government agencies, Central Services
produces the State of Colorado Telephone Directory. The 1986
edition provides, for the first time, a comprehensive, state-wide
compilation of virtually all State employees, some 50,000 listings.
In addition, the Directory includes organizational listings of all
locations from which the State conducts business. These
organizational listings are based on the State of Colorado
Organizational Chart also produced by the Division. Owing to its
unique role as the only state-wide reference of its kind, the State
Directory also lists state-created entities such as exempt
organizations and interstate compacts, district attorneys’ offices,
and county offices and officials. The Directory also carries over
seventy “hot line” and information listings. In many ways, the
directory approaches being an atlas to State government.

The Directory has begun to feature some aspect or activity of
state government through a cover photograph and companion
article. The 1986 edition highlighted the staff functions of the
General Assembly. Future editions will feature the State's micro-
wave telecommunications system, the state fair, and the
Cumbres & Toltec Scenic Railway.

Compiling a state-wide directory required creating new
methods of data collection. Unlike previous Directories, the 1986
edition used records from the Personnel Data System and

parallel systems kept by institutions of higher education. While
manual entry of personal listings was kept to a minimum, the
Directory required merging of over twenty different computerized
data sources. This complex task required the support of the
Department of Personnel and specifically the Computer Systems
Division. The 1986 Directory, then, is testimony to the benefits of
interagency cooperation. With an error rate of only eight percent,
the directory has established a high standard of data integrity for
future editions.

The Directory is supported by advertising sales rebates from
the publisher. The 1986 edition reflects a weak sales effort on
the part of a vendor that lost its principal executive officer and
founder and went through a period of internal disarray. A new
publisher is being sought by way of a Request for Proposal to be
let in the next fiscal year. The rebate from the 1986 directory
amounted to only $1,176. Previous editions have produced
rebates several times greater, so this downturn in revenue should
prove temporary.

retisi 5 Vo

Norman Wilson
Manager

ravel
Oversight
Office

“The Principal Benefit of this Program is
the Improvement of Travel Budget
Performance at the Agency Level.”

The Travel Oversight Office was officially established on July
1, 1985. During the first week of October, simultaneous awards
were made by the Division of Purchasing to Professional Travel
Corporation and Citicorp Diners Club for two separate, but
interlocking contracts. Specifications for these contracts were
made so as to support the goals of the Travel Management Pro-
gram. The contract with Professional Travel was signed on
December 23, 1985; the Diners Club contract was signed on
December 31, 1985.

The principal benefit of this program is the improvement of
travel budget performance at the agency level. We believe that
consolidation of travel related purchases will result in increased
levels of official travel at no increase in travel costs. Fiscal perfor-
mance will improve by $2,580,000 annually. A one-FTE oversight
function has been created. It operates out of Division headquar-
ters at 1600 Sherman Street, Suite 1050, Denver.

The months of October and November of 1985 were utilized
to prepare a written handbook entitled Traveler's Guide and all
training materials to be used in orienting State agencies. Several
public relations functions were held to build good will for the
progam and stimulate demands for information.




Phase-in began on December 10, 1985. The first orientation
session was held for the Department of Administration and
various other agencies located in the State Services Building,
1525 Sherman Street. Presentations continued throughout the
winter and spring, on a department by department basis. At the
completion of their orientation sessions, each agency was con-
sidered to be fully operational within the program.

By June 30, 1986, orientations for 19 departments were com-
plete. Remaining were the Department of Health and certain
institutions of higher education to include:

Metropolitan State College

University of Colorado Health Sciences Center
University of Colorado, Colorado Springs
University of Northern Colorado

Community College of Aurora

Phase-in for these institutions could not be completed prior to
the close of the Fiscal Year because of the unavailability of the
faculty during the summer months.

The Travel Oversight Office was established primarily as a
control point for the Travel Management Program. Duties of the
Travel Administrator include implementation of the program
(including all training), contract compliance, enforcement mon-
itoring, customer service, public relations, and on-going

educational efforts. Plans for the program are to complete orien-

tations, monitor service levels, and gather information for pur-
poses of negotiating rate-favorable contracts with vendors.
Further efforts will also be made toward informing local
governments of the availability of the State contracts. According
to the provisions of both contracts, local governments may par
ticipate at their option. Letters of intent were received from the
City of Fort Collins and Poudre R-1 School District in Fort
Collins indicating their interest in taking advantage of both con-
tracts. On June 10, 1986, both were oriented, and officially
became part of the program.

As of June 30, 1986, $3,411.64 had accrued from PTC in the
form of rebates on domestic airfares. it is expected that the
amount of the rebate will increase as orientations are completed.
By the end of the Fiscal Year, the program was still too new to
be producing significant rebates.

%mo/,&/w

Judith A. Albright
State Travel Administrator

arketing
Program

“Mission of the Division of Central
Services is to Provide Commonly Used
Support Services to State Agencies as
Efficiently and Econmically as Possible.”

The mission of the Division of Central Services is to provide
commonly used support services to State agencies as efficiently
and economically as possible. The function of the marketing
program is to make agencies aware of these services and to
increase their utilization of themn, and, therefore, reduce the cost
to the State for these services.

The number of organizational units which use Central Serv-
ices, and the amount of funds allocated for support services
which these agencies spend with the Division has grown at an
average rate of 12 percent per year. This year that growth is 23
percent—a new high for Central Services. However, there are still
many agencies which do not as yet utilize Central Services or
which spend only a small percentage of their funds allocated for
support services with the Division. For example, the combined
allocated funds for the major services offered by the Division—
mail services, office supplies, and printing/graphics—is
$53,736,515*. Only 13 percent of these funds, or $7,217,710%,
was spent with Central Services.

Market research is developed and conducted by the marketing
program. Surveys are conducted periodically on how well we are
meeting our customers’ needs, what additional services or pro-
ducts they would like us to provide, and surveys are conducted
to determine customer satisfaction with the goods, services,
individual units, and the Division itself. On the last survey, cus-
tomers indicated they were “Quite Satisfied” (averaging 7.01 on
a 10 point scale) with the products and services of Central Serv-
ices; this is a 15 percent increase in satisfaction from the pre-
vious Divisional Survey, 1983. The survey is used as a self
analysis to determine the increase or decrease of customer satis-
faction with the Division as a whole and with the individual units,
to test the success of changes and programs, and to determine
areas of dissatisfaction so that they may be corrected or
improved.

The marketing program is also concerned with improving cus-
tomer relations. Training programs have been conducted for the
Division's employees at least once a year since 1982, and cus-
tomer relation factors are included in employee performance
plans,

*CLEAR system figures.
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Control
and
Customer
Services

“Major Emphasis Has Been Directed at the

Development and Implementation of
In-house Quality Assurance Programs.”

In the past several years, the major emphasis within the
Quality Control area has been directed at the development and
implementation of in-house quality assurance programs. These
programs were designed to provide mechanisms within each
operating unit of Central Services to regularly inspect and mon-
itor their own operations. Their intent is to increase customer
satisfaction.

These programs are now in place and providing the expected
improvements in quality in Division services. While receipt of
complaints cannot be the sole measure of performance for the
Division, it is important to note that complaints regarding service
are significantly reduced.

With these quality assurance programs successfully implemen-
ted, the thrust of this Section will be redirected at problems
related to customer satisfaction. Recently received complaints are
reflecting more of a concern over product quality, particularly
products furnished the State by outside vendors.

In order to address this situation, our short-term objective will
be to work more closely with customers who have experienced
product quality problems. As full facts surrounding a product
problem are known we will involve manufacturers and suppliers
as necessary to resolve the problem. We then intend to develop
a full dialog with the Division of Purchasing so that problem

products/vendors can be identified and, if necessary, debarred or
suspended from future bid invitations.

A longer range goal is to extend this process one more step.
This next step will be to develop specific product performance
specifications. These specifications will be incorporated into
purchase agreements which should allow for improved product
quality and tighter enforcement of State awards.

Brad Marks
Manager

l D Program

“Thzs Program Creates I D. Card and
Badge Ident;f‘ cation Credentials for State
Employees

This program creates I.D. card and badge identification
credentials for State employees; price per credential is $2.85.
During the fiscal year, approximately 1,145 identification creden-
tials were issued. Revenue generated amounted to $3,263. An
Identification System, ID-3 camera is the only assigned equip-
ment for this program; no full-time employee is assigned. No
attempt is made to generate a profit from this program because
the dollar volume associated with this service is too small to jus-
tify thorough accounting.

orth Campus

“North Campus” is an accounting classification that reflects
rental income earned on State-owned property located at 1001
East 62nd Avenue. Central Services acts as the host organization
to several agencies. The North Campus realized an income of
$61,395 in FY 1985-86. This income is derived from rental
charged to those State agencies who occupy the facility. The
Division of Central Services assumed responsibility for the facility
as of December 1, 1985; therefore, the rental figure represents
seven months of rental income.

The rental income of $61,335 was offset by operating expen-
ses of $67,150. The rental income is used to pay expenses
incurred at the site for maintenance personnel, and supplies and
utilities. Expenses were higher than normal for this period due to
extensive renovation of the facility that was necessary in order to
make it useable for several Central Services' operations, includ-
ing Central Stores and State Microform Services.
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EXHIBIT 1™
LETTER OF CERTIFICATION
JUNE 30, 1i58&

The undersigned certify to the following statements regarding cthia
agency:

1. The agency 18 1n compliance with applicable statuces of a
fiacal nature and the Stare Contrcller’s ruises.

Confirsed 4 ZXceprnicans

=

2. The agency i8 1n compliance with all applicadble headnotes,
footnotes, and FTE in the Long Bill. No line i1tem over-
expencitures occurred or existed at June 39, 1986. In
addition, the agency has complied with "N reatricitions in
the bill and with legislative intent theretin.

Cicophions - Fou eciat om Confirsed {1 Exceptions
and ('n—"P“-‘“-J" Conc oS
3. The account balances and fund classificat:ions reflected 1n the

General Ledger Tr:ial Balance - Final for June 30, 1986 are
materially correct except for financial statenment adjustaents
or reclassifications that have been aubmitted tTo the
Controller‘e Office for approval on Exhibit H forms.

Confirmea LI  Exceptionsa (i

9. All exhabits and other supplementary i1nrormation requesced by
Acccounte & Control 1n the closing instructions have baen
submitted by the specified due dates ana reconciled zo tne
final General Ledger Trial Balance, wnere appropriate.

Confirsed i Exceptaons {1

3. Any reports of expenditures aubmitted to the Jaint Budget
Committew or Office of State Planning ana Budgeting were 1n
agreement with CAS balances or 3 full explaination and
reconciliation was provided those agencirea ana the State
Controller‘s Office.

Confirmed iJ/ Exceptions (]

6. An indirect COSL rate proposal was prepared and submltted toO
the State Contrcoclier’s QOffice and the appropriate cognizant
Federal agency for ail grants or contracts which allow the
Tecovery of 1ngirect Costis. >

Confirsed ¥ Exceptiona ]

Any exceptions to the acove atatements have peen fully explained on
attachment o this exnhidat.

Signed: Agency or Department Head

r_,@;\_ /_‘_f_/;@:‘(-‘é(; _________ Chiref Financial Officer

Due Date: Fraiday, August 29, .986

Accountant’s Letter of Certification




PERSONNEL INVENTORY

This list satisfies the requirement of CRS 24-30-1109(1)(c) to
report Central Services' personnel inventory. All reporting is done
in terms of Full Time Equivalent employees as of the last day of

Fiscal Year 1985-1986.

Class

‘Code Position Title
AT000C Staff Assistant 3
AI008A Administrative Officer 10
AI013A Direcior-Division of Central Services 1
Al036T Public Service Professional Intern |

ATOBIA Accounting Technician Hi 1
A2040A Stock Clerk

A2047A ‘Word Processing Operator B
‘A2301A Clerical Assistant

A2306A Administiative Clerk

A2332A Clerical Supervisor

‘A2404G Storekeeper B

AZ408A Supply Officer B .
A2601A Duplicating Equipment Operator B
A2604A Micragraphic Technician A
A2607A, Supervising Micrographic Technician
AZ611A Typesetting Equipment Operator
A2621A Bindery Equipment Operator
AZ631C Printer 1
A2635A Printing Plant Supervisor Il

AZ2636A Printing Plant Manager

A2681A Graphic Designer Technician B

A2683A Graphic Designer

‘A2686A Design/Art Director

A2731A Remote Job Entry Terminal Qperator B
A2766A Inforination Equipment Operator C

A4187A Plant General Mechanic
Ad261A  Automotive Servicemar
Ad262A Automotive Maintenanceman
A4263A Automative Mechanic

AAS01A Vehicle Driver

A9505T Public Service Career Trainee V

PV

E IR SN e e

[ G JR TN I AR

— 0 =

Totals 108

Perm. Temp. .

10

Long Bill Spending Authority

This excript from Senate Bill 250, First Regular Session, Fifth-fifth
General Assembly is reproduced here as the basis in authority for
the Division's operations as recorded in this annual report

. . AEPRIPRIATION FAOM N
JTEN & ToTRL “SENERALFEND CASH FUMDS. FEDERAL FUNDS
SUNTOTAL
(9) GENTRAL SERVICES
(A} Administration Seation

Parsonal Saivicas 355,863
NESFIE)

Cpeing Exparises 105,160

Trivel and Subsisfence 1.282

Indirgct 051 As3essment e 0,792

504067 BUO4OBTH

ATrise funds shatl ba frot userns of the service. OF this amoun, $41,792 shall ba for deparimentat igoirkc? osts:
{8} Print:Shop and Graphics

Foondl Servicas §i14.438
24,1 FTE)
Operdiing Expensas 453534
Traviet anid Subssianes SOG0T
Indirect {30t Agaussmant 4108 .
1,083,573 1OSE ST RN

“These tudds.shall he (rom uzurs of ihe kesvica, GF this aimaunt, 264,105 shall be Jo¢ duparimentat intlitect costs.
{C) Capiwry )
Parsanal Swivicas 59,558
(20 £ TE)

Qparabing Expersas
[narizit Cost Asressaint

6 04,0490
“Thase tundzshall ba rotit vkers ol thy servick. Of this amuuni, $6,972 abail by tor dopartmeniat indimectcosis.
1 Migtoflinr

Parsgnal 58rvices 56,984
140 FTE}
Operating Expénses 48,419
Travel and Subsistaice 218
irdiract Cost Assaaemend . QA
132,283 t12.2630¢

*Thete funds shall B( {rom uknrs of Hie s¢vick. OF this ambuat, 36,087 whajl b tar dopsetmisrital iodirect coats,
{E} Quick Copy Cantae
Peryoria) Servicag 1635,135
160 £TE}
187,878
328,
405033 1957 UHTY
“Thesw fuindy stall i frosi uders of the sarvice. Of this amovnt, 12,326 shall be for depeitmeptel inditact costs.
{F} Molot Pool/Garsgs.

Qperating Expenses
Indirdct Cogt Asgassment

Personal Serices QOEILS

. (105 FTEL
patiting Expensps 193,172
Indirect Cost Aveasament | 24486

4menay

“Thede tund stiail b from users of the sarvice. Of this Zmount, $24,468 shaji be for departmuntal indizect cost

{G} Cantes Stirwn

Papiodat Sertkcus 158,890

. WOFIE)

Oyeraung. Expensey 1778676

Iigdwect Cast Asspssiiend e lB 632
LH57.200 03491

“Thesk fynds shall he trom ysers Gt thasorvice. Bf this amount, 814,634 1half be (of depprimental indirkGt coits.

(H) Maj) Barvices

Patsanal Saruces 999,185

) {35.9 FIE|

Opsrpling Expansas 2314138

idicect Cost Assessment 117,366,
3430687 343068741)

*These funds shail be fjom useis of the ¥ervice, Gf this amogat, 34 17,366 sha(l be for depadmental lndiragt casis.

{IF Travei Qvaisignt Oitica®

Parsaiul Sarvices 25972

(1.0 FTEY

Operating Expangel 40,004

Travel sud Subsistenca 1092

ingireet Sust Assesament L3030
80,084 BO09ATY

“Thuse funds shall e from users of tho asrvice. OF this ainoiint, $3,030:shail ba tor deparimantal indirect Covts.




Major Equipment lnventory

Major equipment inventory information is published in this annual
report pursuant to CRS 24-30-1109(1)(c). It is intended to show
the nature and scope of Central Services' productive capacity.
Equipment reflected here is therefore listed without regard to its
ownership status.

ADMINISTRATIVE CLERICAL SECTION

IBM Selectric 11l S/N4146355

Credit Card Embosser

Polaroid 1D3 Camera Model #703

IBM Correctable Selectric Il S/N4755408

DX35 Printer

NBI 4000SC Workstation; Software; Diablo Printer; 4000SC Conversion
Utility

NCR PC-8 Computer, Monochrome Monitor, Monochrome Monitor
Board

Xerox 860 Interface for Hgendricks OCR

Xerox Printer for 860

NORTH CAMPUS
Snow Blower with Tire Chain

STATE PRINT SHOP

CAMERA

Table Precision Line Up for NUARC

NU-ARC Model RR41F

Brown Sink for Developing 30377-30378

Densitometer

Processor Film 3M412

DSC-260-D Camera w/Flash Lamp Copy Board Check Register Device
Brown Plate Maker Burner

714 Baumfolder S/N83F029

BINDERY

Velo Binder S/N0204

PB Foldemax 1860 S/N6432

16" GBC Electric Punch

Model 201 Velo Binder

Nydrendahl Perforator S/N J-74-15-104

P-23 Perforator, Slitter & Scoring Maching SN/98005-100
Pimey Bowes Stitcher, Collator and Folder S/N1546002763

Bourg System Collator S/N521000456 and AGR Dual Head Stitcher

$/N581001099

Pitney Bowes Collator 3/N70091481 with Stitcher $/N6607772 and

Folder S/N6910876
Pitney Bowes Collator S/N1412004327
Bourg Folder S/N551000755
Bourg Trimmer S/N200518
Challenge Paper Drill
Velco Bind Punch & Binder
Bourg Stitcher, Folder & Collator
Challenge Paper Cutter
OM Pro-Fold Right Angle Fold Att. S/N233109
Standard Bourg Trimmer
Velobind Punch/Binder Model #323 S/N325167

PRESS

AB. Dick Printer 360T S/N21263

Mutltilith Offset Model 2850

2325 Copier Master Maker S/N10352

Multilith 1250 Offset Press S/N948176

67 Sorter, Tower Modules, Interface

A.B. Dick Color Head for 360CD S/N862694ACA

Powder Spray System S/N12850435

Solna Offset Press Model 125 S/N12207

System 6 w/Electrostatic Camera, Offset Press & On-line Sorter
S/N53145

360CD Rebuilt Press S/N11484

AB. Dick 360T

1275 Multilith Offset Press

2850 SG Duplicator

104S Norfin Collator S/N805321

Rotary Slitter S/N88676706

Davidson 702 Perfector Offset Press

1250 Duplicator Multilith Offset Press S/N383261

1250 Duplicator Multilith Offset Press S/N383263

360T with Numbering Attachment $/N13512

DESIGN CENTER

Kroy Lettering Maching

Cal Comp Color Master (Therman Printer)

GPM Videoshow 160 S/N16002K46

GPM Photomaker S/NSD628714

Itek Q1610 Model 65001 DF Phototypesetting System
ltek Q1610 Model 65001 DF Phototypesetting System
RC Processor 20 amp Model 11006

NEC Spinwriter Model 7710 Printer
MDR Model 12110 Multidisk Reader

OFFICE COPIER MANAGEMENT PROGRAM

Kodak 100 AF S/N104230
Xerox 3100 S/N374112661

QUICK COPY CENTERS

Copier Machine F4012393
Xerox 9900 S/N920051548

STATE MICROFORM SERVICES

Jacket Reader Filler

Jacket Reader Filler

MRD2

MacBeth TD 500

GAF 16/35 Rollfilm Duplicator Machine

Secretary of State Bell & Howell Inter/Com

Recordak R700

MRD2

Microfilm Camera MRK-1

IBM Correctable Selectric 11 S/N4755408

F-10 Processor S/N2357

22E Reader 24X Rotation

Copyboard for Extek 715 System Repeat and Camera

105mm Silver Fiche Duplicator

DX35 Printer

CPU Configuration with Keyboard & Green Monitor

500LM Reader-Printer S/NDR17112

Extec Camera

Microfilm Duplicator w/Collator S/N1084

Micro-File Machine S/N15595

Kodak Reliant 800 16mm Rodary Camera S/N65882, 70401, 100609,
56151

Extek 3100 Posi Duplicator

Processor/Kodak Proster 1l

Recordak R750

Film Reader Mobil 1600

3M-3401 Microfilm Camera

STATE MOTOR POOL

Porta-Built Building
Dalton Garage Pool



STATE GARAGE

Analyzer, Engin Sun S/N32761

Wheel Alignment Rack w/Jacks S/N34018

1%2 Ton Capacity Air Operated End Lift Walker $/N93689
Hot Water, High Pressure Cleaner

10,000 Gallon Gas Tank & Pump

Infra-red Exhaust Gas Analyzer

Construction Facility

Automatic Tire Changer S/N11150801

FLEET MANAGEMENT

Gasboy Card Punch Elect & Embossing Machine S/NC01157

Gasboy Auto Fuel System

{tilization Module

Quadtazer Printer Model 1.S-1100

IBM Dam: MX4

ATE&T CPUI, Keyboard and Color Monitor S/N0109314; S/N1682932

ATET CPUIL, Keyboard and Mono Monitor S/N0236261; S/N1651449;
S/N1971880

ATET CPU, Keyboard and Color Monitor

6300 PC Microcomputer w/512K RAM S/N0120242

6300 PC Microcomputer w/384K RAM S/N0201206

6300 PC Microcomputer w/384K RAM S/N0201274

CENTRAL STORES

Electronic Scale Model 5800 S/NF785004
Big Joe Pallet Lift PPT-40 S/N74128
Omnimode Model S/N MX88792

2178 Computer Terminal S/N665288
Forkdift

NCI Model 8205 Counting Scale

Cooling Unit

IBM Display Station S/N3178K5578

IBM Model 3287 Printer

IBM Model 3274 51-C Controller

MAIL SERVICES SECTION

Sealer Mail Machine

Sealer Mail Machine

Pitney Bowes Metering Machine

Mailing Machine 4351

Pitney Bowes Electric Meter

P.B. Insertermax Model

Pitney Bowes Metering Machine

Mailing Machine 4351

Pitney Bowes Electric Meter

Singer Electronic Scale

Pitney Bowes Metering Machine

P-B 5600 Meter S/N69338

P-B Inserter Model #3220

Inserter-NU

Inserter-NU

P-B Addressor Printer

4404-6C-126 Dial Model 4402-208B-86 68A RCD
Mini-Pac Pc’s/Mini-Pac Printer/Scale/Matrix Printer/PC Telecap
Pitney Bowes Mailing Machine S/N6100043753
Pitney Bowes Mailing Machine S/N6100043521
Model MS25 Libra Electronic Postal Scale - 25 Ibs
714 Folder S/N83J-143

Frieden Electronic Scale Model 8710 $/N87107200664
Pitney Bowes Meter Model

Pitney Bowes Meter & Stacker Model

3100 D.l Printer w/Manual S/N020641; S/N028201
MDL 164 OADR Dual Disk PC §/N021022

Abe Perforator S/N50044

Automecha Labler Model: Accufast 1, SN NA

Addressograph Inster Model 910, S/N80-Q-1063 Addressograph

Folder/Nester
Model 919 S/N81-M-05030
Meter Head Model RTPH-1 $/N0O581
Omation Rotary Blade Opener Model 83 S/N5438
Omation Model 83 Rotary Mail Opener
Model 605 Opener/Detector
Docutronix Letter Opener/Cutter
Docutronix Letter Opener

Price Comparisons

The following price comparisons are published to demonstrate
Central Services' compliance with CRS 24-30-1108(3) which
states in its entirety; “The director of central services shall have a
pricing poiicy of remaining competitive with or at a lower rate
than private industry in the operation of any service function
which he establishes,”

'DESIGN CENTER R
’ __$/Hour

v o Typesetting Graphics’
Bradford & Will Graphics - 8400 4565
Ernie Brame Typecrafter 50,00 45.00
George Ferguson 77.00 - 7700

The Composing Room - 4850 - 4000
Lambda Graphics 35.00 40.00 -

- State Design Center 25.00 2500

STATE GARAGE

~ Flat Labor Rate Per Hour , o
Central Services $24.00

© Mountain States Tire Co. - $30.00 <
Spitzer Auto & Electrical Co, o $28.50. !j
Jerry Roth Chevrolet . $38.00
Rosen-Novak Ford, Inc. B - $36.50. ;

Northglenn Tire ' ' $40.00:

~March 21, 1986

 STATE GASOLINE SALES UNIT

Rocky Mountain AAA L ' 3
Motor Club - Division of 3
. . - State-wide Average . Central Services
~July 4, 1985 %k o o %98

5091 459







. $650/1,000

' .56;5(:}/1,()_(}{}_ ;

| §18/1,000.
- U$1841,000
| 2days: -

L $22 54/hoir -
" 18037/day
- 3787/month’
© $65.40/day
1373 50/ mcmth

1000
_. :--$1t}f1000

.sa/zoou

' .$7 15/1900
810
.5000 .
$i450/100ﬂ
i .

5000

56,-:2_5'/'1,001} 2
$825/1000

" -$8_35/1000

: N/A.

G $‘f.350/100€)
'._-._.51500
L

$7: 50+$1

o perpg/l@ﬂo
. _$711000 ’

A

- _$850/IG()01‘ :
'$20f1000

A
5850/1000{_{
...._N/A R
$18/1000
" 2idays

NfA L

A

e _520/1060
_slzso/wc;e
S O—

; :_$20/IDDO .
e

- $10/1,000
[ $10/1,000
- si2/1000

$12/1,000
3 days

N
A
ONACT
A
N/A
A

- $12/1,000°
$25/1,000

$15/1.000
+$45/1,000

A

/A
CNAT

' '_'51750/1000
825 3
$17 50+$1-_

- $5f1 000

__-s7/1ooo
R T

_szo/meo
g
o

S10/1.000.
$10/1,060

/A

.: WA .

' I:ﬂmted
Messenger

”_NZA.. A
NA - N/A.‘::.
A A

.---.N/A T NA
NA L .N/‘A:

$25/hour E $32/h0ur .
$200/day - . $256/day

: $4200/month - $5376/month
AT NA




Service  Mile Hi Efc;wmm'e‘r(:ia‘lj
Central Office  Office Office

: Unit Stores Supply Supply  Products
Adding machine tape 2%" Each 27 1.33 81 87
Tablet, yellow 8% X 1 Each 33 1.25 1.10 1.00
Tablet, yellow 8 X 14" Each 41 1.30 1.56 1.08
Stenographer pad Each A6 89 86 1.02
Paper clips, standard Box, 100 15 47 45 50
Marker - black Each 29 69 1.09 95
Correction fluid, white solvent Each 42 1.49 1.39 1.59
Hanging folders, letter Box, 25 416 NS 10.86 11.00
Hanging folders, legal Box, 25 5.24 NS 13.03 1325
Stapler, light duty desk model Each 3.42 10.05 9.95 9.95
Staples, %" leg, standard Box, 5000 50 375 2.35 2.50
Hi-liters Each 29 69 69 79
Rubber bands, #19 Box-% Ib. 68 1.68 161 1.61
Pens, ball point, fine black Box, 12 91 7.08 540 4.20
STATE PRINT SHOP Postitnotes, 3 X 5 Each 68 1.29 1.22 1.29
: Typewriter ribbon - Selectric [i Box, 6 574 19.50 17.94 1794
Central America : Typewriter lift-off tape Box, 6 1.54 16.26 19.33 12.50
Job # Services West Fairmont Hampden Image Roll. 68 247 2.56 247
535  $1,271.00  $1,350.00  $1,300.00  $1,425.00 No Bid Pencils, #2 Box, 12 66 1.19 1.80 1.85
1355 $ 408.84 $ 550.00 No Bid $ 52500 § 535.00 Binder, 3-ring black, 112" Fach 2.20 7.00 520 6.50
1815 $ 166.70 $ 185.00 $ 19500 $ 21000 $ 200.00 Xerographic paper, 8%2 X 11, 20# Ream 243 430 6.35 6.74
2889  $ 327.54 No Bid $ 36500  $ 35000 % 385.00 Colorado flag, nylon 3 X 5 Each 24.32 NA NA NA
3530 $ 21623 $ 250.00 $ 275.00 No Bid § 256.00 File folders, ¥ cut letter, double top Box, 100 570 13.40 13.80 13.08

Student portfolios Each 21 40 39 A0




- Kathyn bicke'f's;n L
i paul D‘ckers()n .

“Linda Dobnmch

- Philip Dunkel

Eiizabeth Evans

X "".llsa Follett _
. Glenn Fox- B
- Carmen Freeman .

. Harbert Gi’ibért-:' :

T Denise’ Gomez .

Irene Gordy

- Albert. Gunderson R
.\ Deborah’ Handerhan-'::' "3
©LilaMayHann

- James Jackson
- Diana Johnhson

© Loyd Kellems
. Nora: Ke}iems
- Michael Lafferty

S John Lawless =

- Maria Lopez -

R Eloy Lucero -

& Henry. Maestas
~Lynn Maestas
- Lois Maxwell -

- Eugene M_c(;lanahan S :

3 ‘Mll;am McCle}Iand

L David Miller

Socorro Mpntoya' Ay

. Heken -No_p’e'n's' Dl

-Ruben Ostby . -
. Ordando Otero

" Renee Padilla. .

o Kathleen Penn_uc_ca" .

- Erlinda Perez -~

_:Suzanne Perrler

Fehx antana

" Barbara Ray -

Michael Renth

. Theodore' Renvxiie
. Scott Renville |

L nza Riddick
~Josefina nggs P
- Donicio Romero. -
" Robert Romero.
- Kareri- Romero.

Randy Romero -

g ': Rhonda Roybal

* Greg Sanders
Troy Sauers. - .
“+James:- Schrambec
' Robert Seﬂer R

- Cecil Sharp - -
L Tracey Shephard
- David Sisneros = .
- Denise Sisneros = -
Steven Slane. .

‘Joseph Smith . -
~ Paul Stemplen .

| Michael St Peter. .

Albert Tanguma-

" Gilbert Thomas
+'. - Donald Thordsen -
-~ “Mary Ann Torrez
. Freddie Trujillo -
. Bennie Trupllo
i '..James Twark
R Robert (}pham
- Ronald Wagner S
S Willie' Ware o
U Williarm We:tenbeck;
~John Whttehurst
Leta Wilkerson
- Stephen Wﬂkezson
Mare Wikkerson
- Norman - Wilson
. Sharyn Yordy -

Gerty Zejda

- Gordon Zobell

Division Employees

The State employees listed here were employed by the Division
of Central Services as of June 30, 1986.

The average length of service among Central Services’ permanently
employed workers is 6.4 years per employee. Median age is 37
years. The retio of female to male employee is six to seven.

Seventy-seven percent of all Division employees claim minority
status.




