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The Department of Personnel and Administration (DPA) is the cabinet department that serves as the business center for Colorado’s $13 billion state government. We are responsible for the largest workforce in the State -- 60,000 employees -- and for managing state facilities and real estate, as well as providing business services ranging from telecommunications and computing to administrative hearings, financial accounting, State Archives, purchasing, collections, insurance and risk management, printing, and motor vehicles.  Our job is to make sure state departments and agencies have all of the tools they need to better serve the citizens of Colorado. 

The Executive Office is responsible for essential duties that impact not only the entire Department, but also a multitude of State agency customers.  The Executive Director is Rich Gonzales and Jennifer Okes is the Deputy Executive Director.  The Executive Office provides the Department with operational management direction, policy formulation and core internal functions in the areas of financial services, human resources, and communications and legislative relations.

The Financial Services Unit is responsible for providing a central source for accountability, coordination and sound fiscal management in areas related to budgeting, accounting and contract management functions. In addition, the Unit is tasked with departmental financial oversight, internal payroll processing, analysis of the fiscal impact of legislation, and communications with and deliverables to the Joint Budget Committee, the Office of State Planning and Budgeting, and Legislative Council. Because of the statewide nature of DPA activities, the Department continues to be especially active in its coordination with all Executive Branch and Legislative Branch agencies. 

The Human Resources Unit (HRU) administers the Department’s internal personnel functions by providing human resources support and services. The HRU assists DPA appointing authorities in operating effectively within the Civil Service System and ensures consistency in the handling of personnel issues internal to DPA.

The Government and Public Relations Unit is responsible for Department communications and the Department’s relationship with the General Assembly. The Unit Director oversees the Public Information Officer (PIO) and the Legislative Liaison, in addition to conducting public outreach initiatives aimed at educating our customers and the citizens of Colorado about the services DPA provides.  Further, this outreach provides DPA leadership ongoing opportunities to learn more about the needs of the customers we serve. The unit also provides the communication of relevant and timely information to employees through such publications as Stateline. The PIO function includes all open records requests and media inquiries. The Legislative Liaison serves as an advocate for the Department’s positions on proposed legislation and responds to inquiries from the Governor’s Office, legislators and legislative staff.

The Division of Human Resources provides expertise, leadership, and consultation in the development and strategic management of statewide human resources and protection of State assets. The Division is organized to align its resources with its strategic vision in three business sections: Business Risk and Loss Control, Workforce Planning and Development, and Total Compensation.

Business Risk and Loss Control encompasses: the Risk Management Services (Liability, Property and Workers’ Compensation programs), the Colorado State Employee Assistance Program (C-SEAP), and the Professional Development Center (Training Services). Risk Management Services offers comprehensive safety and loss control programs and resources, provides insurance coverage for State buildings and assets, and insures the State by administering and covering liability and State employee workers’ compensation claims. C-SEAP professionals provide State employers and employees with confidential counseling, mediation, support, educational and referral services, and facilitates preventative intervention processes to help managers and supervisors curtail workplace issues before they become liabilities.

The Workforce Planning and Development Section develops implements and maintains the systems that enable the State to recruit, hire, and retain an effective workforce. The three primary functions of this section are employee selection, workforce planning and development and support of automated human resources systems. Finally, the Professional Development Center (the Training Unit) offers State agencies and employees flexible and interactive training opportunities that include career development, leadership training, and supervisory certificate programs.

The Total Compensation Unit is responsible for maintaining the State’s job evaluation and compensation systems, including establishing job classes and setting pay. A job evaluation system is a method of grouping individual job assignments into different job categories (called “classes”) based on the nature of the work in order to provide an efficient way for the State to organize its approximately 31,500 individual position assignments and ensure the equitable pay of employees performing similar work. This unit conducts an annual “salary survey” comparing State salaries with those paid in the private sector, and bases salary recommendations to the Governor and General Assembly on that data collected in that survey.  Total Compensation also administers the employee group benefits plans, the State of Colorado Deferred Compensation Plan, and the State of Colorado Defined Contribution Plan.  The unit provides the initial design of the employee benefit programs as well as the subsequent contractual, administrative, and financial management of these benefits programs. In its efforts to bring employees affordable health plans, this unit did an extensive analysis, returning to the State self-funding medical and dental plans on July 1, 2005.

The State Personnel Board adjudicates employment disputes within the State classified system and is responsible for promulgating rules to ensure that State employment is based on merit and fitness. Within this context, the Board employs Administrative Law Judges (ALJs), conducts administrative hearings, promulgates rules under the authority of the State Administrative Procedures Act, and facilitates dispute resolution.

The Board is constitutionally established with five members, each serving five-year terms. The Governor appoints three members and the remaining two members are elected by State employees. The cases presented to the Board include issues of discrimination, retaliation under the State Employee Protection Act, layoff and retention disputes, wrongful discipline and other employment related issues. The Board’s staff conducts settlement conferences, facilitates settlement negotiations between State agencies and their employees, and encourages parties to resolve their cases on their own terms, whenever possible. The Board additionally conducts training for departments and/or agencies upon agency request. The Board ultimately seeks to provide guidance in achieving and maintaining a sound, comprehensive, and uniform system of human resource management through rules, decisions, communication, and training.

The Division of Central Services (DCS) provides the best value to the State in every service offered and to every customer served.  DCS provides support and service needs for State agencies in the areas of State buildings and facilities, grounds maintenance, State fleet vehicles and motor pool services, commercial art, printing, duplicating, imaging, microfilming, data entry, copiers, mailing, State identification cards and administration of the Statewide Travel Management Program.

DCS is able to provide competitively priced and high value services through solid management and consolidated service programs. Because of its sizable customer base, the Division is able to coordinate and control common support services while providing lower costs through economies of scale and volume.

The Integrated Document Solutions (IDS) unit has operations in Pueblo and Denver and is able to serve State agencies, institutions of higher education and municipalities statewide. IDS exists to provide high quality, economical and comprehensive business support ervices to its customers. These services include graphic design, print operations, mail operations, data entry, and imaging services.

The program also manages the rental of low volume office copiers to State agencies. Customer requirements include quality work, rapid turnaround time, discounted postage, advance technology services and “one stop shopping”.  

State Fleet Management (SFM) provides management oversight for all of the vehicles in the fleet program. SFM provides vehicle purchasing, management of maintenance, repairs and preventive services, collision management, vehicle reassignment, and fleet monitoring and reporting. SFM also manages the auction and salvage of older vehicles and operates the State Motor Pool. SFM purchase as many alternative fuel vehicles for the State Fleet as if feasible, each fiscal year.

Facilities Maintenance (Capitol Complex) is responsible for the property management and maintenance for all State buildings and facilities located downtown and at the Lakewood, Grand Junction, Camp George West and North Denver Campus locations. With regard to all of the services referenced above, the Division is responsible for statewide coordination of services and required funding, including calculating and establishing rates for all services referenced, and in some cases calculating and identifying appropriation needs for all State agencies who utilize its facilities and services. Working closely with the Office of the State Architect, this unit has implemented many energy efficiency efforts.  The savings from these efforts have funded the placement of state-of-the-art solar panels in the Governor’s Mansion.

The Division of Finance and Procurement contains four primary components:

The Office of the State Controller provides management, monitoring and oversight of the State’s financial affairs. The Office of the State Controller promulgates fiscal rules, policies and procedures related to the unified accounting system (COFRS); issues warrants to pay State debts; develops procedures and administers training related to contract approval; manages the Vendor Offset Program and the Fraud Hotline; and estimates TABOR revenue to assist in budget planning.

The State Purchasing Office manages statewide centralized procurement with duties that include the promulgation of the State’s procurement rules; BIDS electronic vendor notification system; procurement education and leadership; procurement and administration of statewide price agreements; conducting procurement services for non-delegated agencies; and appeals authority for bid protests. The Supplier Database Unit primarily supports business operational and database needs of the State Purchasing Office.

Central Collection Services is a program that serves as a central accounts receivable function and actively collects debts owed to State agencies, departments and institutions after initial collections efforts have been unsuccessful.

Finally, the Office of the State Architect (Real Estate Programs) integrates statutory oversight responsibilities with comprehensive design, construction and real estate expertise. This group provides assistance and training to State agencies and institutions relating to general-funded capital construction requests, coordination and prioritization of controlled maintenance requests, and all aspects of real estate transactions and State owned and leased assets. Primary duties include establishing policies and procedures and providing oversight associated with the State’s Capital Construction process (including controlled maintenance and energy management),

providing comprehensive project administration services to agencies without technical staff experienced in project design and construction managements, and establishing policies and procedures and providing oversight for State leases and other real estate contracts.

The Office of Administrative Courts (formerly the Division of Administrative Hearings) provides an easily accessible, independent and cost-effective administrative law adjudication system in Colorado. This Office is one of approximately two dozen central panels of independent administrative law judges in the United States. The judges are independent from the agencies for which they conduct hearings and decide cases. This Office hears and decides administrative law matters for a total of more than 50 State departments, agencies, boards and county departments. The Office of Administrative Courts serves the State’s citizens from three locations; the main office in Denver, the Western Regional Office in Grand Junction, and the Southern Regional Office in Colorado Springs. The operation of regional offices allows citizens to have easier access to administrative hearings without having to travel to the Denver metro area.

This Office conducts all workers' compensation merits hearings for the entire state; all public benefits cases (food stamps, Colorado Works/AFDC, Medicaid, etc.); all professional licensing board work involving the denial, revocation, suspension or other discipline of holders of a professional license (such as doctors, nurses, architects, real estate brokers, teachers, engineers, etc.); and all Secretary of State cases where a citizen has filed a complaint under the Fair Campaign Practices Act.

A recently-added responsibility to this Division is to provide staff support to the new Colorado Ethics Commission established by statute to carry out the mandates of Amendment 41 regarding ethics of public officials that was passed by the electorate in November 2006.
The Department publishes 1) Stateline:  the publication for Colorado State Employees; 2) Healthline: the Employee Benefits Newsletter; 3) Advisor: the Human Resources Newsletter; 4) First Choice: the Central Services Newsletter; and 5) DoIT News: the Division of Information Technology Newsletter.


Page 6

                                                    Colorado Department of Personnel and Administration              

