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body

BACKGROUND:  A primary function of the Human Resources Department is to provide employment 

opportunities and identify the best qualified applicants. The Human Resources Department is responsible for 

administering examinations, which are elements of the selection process. The Human Resources Department 

has conducted a selection process for ten (10) Firefighter positions. The City purchased written exams for the 

process at a cost of $15 per exam.  In addition shipping and handling costs of $29 generated an invoice total of 

$2,579.  Written tests have been administered for 170 applicants. The written exam was conducted on 

December 14, 2013.   Each applicant was required to pay a testing fee in the amount of $15, and collected fees 

totaled $2,550. These collected fees were accounted for in the revenue account called Human Resources 

Reimbursement/Refund Account.  This item asks Council to appropriate the collected revenue to an 

expenditure account to cover the cost of purchasing the exams.  The total invoice is $2,579 including $29 of 

shipping fees.  The shipping fees are not included in the appropriation. 

DISCUSSION:   It is common practice for municipalities to charge applicants testing fees.  The City of Moore 

Page 1City of Norman, OK Printed on 6/5/2014



Master Continued (R-1314-139)

and other cities in our region subscribe to this practice.  This item is to formally document the collection of the 

fees in the amount of $2,550 and to appropriate the revenue into a property expenditure account to cover the 

cost of acquiring the exams. The total invoice is $2,579 including $29 of shipping fees.  The shipping fees are 

not included in the appropriation.

RECOMMENDATION:  In order to reimburse the expense for purchase of the written test, it is recommended 

that $2,550 be appropriated from the Human Resources Reimbursement/Refund Account 

(010-0000-367.12-65) to the Human Resources Testing Account (010-3130-415.40-20).
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