
1. Call to order 

TOWN OF MANSFIELD 

FINANCE COMMITTEE MEETING 

Wednesday, July 29, 2015 

Audrey P. Beck Building 
Council Chambers 

6:00pm 

AGENDA 

2. Approval of the minutes for June 8, 2015 

3. Approval of the minutes for June 10, 2015 

4. Opportunity for Public Comment 

5. Staff Reports 

6. BlumShapiro Operational and Financial Controls Review (edits shown) 

• 6(a). BlumShapiro Operational and Financial Controls Review (final) 

7. Fraud Risk Assessment RFP 

8. Communications/Other Business/Future Agenda Items 

9. Adjournment 



TOWN OF MANSFIELD 
FINANCE COMMITTEE MEETING 

MINUTES OF JUNE 8, 2015 

Members Present: Ryan (Chair), Shapiro, Raymond 

Other Council Members Present: Kegler, Moran, Marcellino, Wassmundt 

Staff Present: Hart, Trahan 

· Guests: None 

1. Meeting called to order at 6:00pm. 

2. Approval of the minutes for May 11, 2015 

Mr. Shapiro moved and Mr. Ryan seconded to approve the minL!tes of May 11, 2015 as 
amended. Motion passed unanimously. 

3. Opportunity for Public Comment - Arthur Smith, Mulberry Road, delivered a communication to 
Chairman Ryan (attached) and discussed the same regarding questions he has regarding his 
recent FOIA request. 

4. Staff Reports- None at this time. 

5. Capital Improvement Program Closeouts and Adjustments - The Committee discussed the 
communication from Finance Director Trahan to Town Manager Hart dated May 4, 2015 
regarding the Capital Projects Fund. Ms. Trahan and Mr. Hart answered questions regarding 
Pool Car funding, the Skate Park and the Mansfield Community Playground projects and the 
reallocation of $81,000 in funding from the Large Dump Truck to purchase a Skid Steer Tractor 
with attachments and various Public Works Small Equipment. · 

Mr. Shapiro moved and Ms. Raymond seconded to recommend approval of the CIP closeouts 
and adjustfnents aspresented in the June 8, 2015 Memo from the Town Manager. Motion 
passed unanimously. 

6. Quarterly Financial Statements Dated March 31, 2015 -The Committee discussed various items 
included in :the finanCial statements, including the financial status of the Health Insurance Fund 
and projections for yearend results for all funds reported. In addition Ms. Trahan distributed a 
table providing projections for General Fund revenues and expenditures for FY 2014/2015 
(attached). No action was asked of the Committee at this time, the report was presented for 
informational purposes only. 

Mr. Shapiro moved and Mr. Ryan S£iCOnded to accept and recommend acceptance of the 
Quarterly Financial Statements Dated March 31, 2015 to the Town Council. Motion passed 
unanimously. 

7. Communications/Other business/future agenda items­
¢ Level at which we propose bonding 
¢ Continue review of the Fiscal Management Policies (Fund Balance complete, need to do 

Investment, Debt, etc) 
¢ Discussion with Mansfield Discovery Depot regarding a preschool subsidy 
¢ Parameters for building permit fee reductions 
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8. Adjournment. The meeting adjourned at 7:22pm. 
Mr. Ryan moved and Ms. Raymond seconded to adjourn. Motion passed unanimously. 

Respectfully Submitted, 
Cherie Trahan, Director of Finance 
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June 8, 2015 

ARTHUR A. SMITH 
74 Mulberry Road 
Mansfield, CT 06250 

Town of Mansfield Finance Committee, 
Town Council and Town Manager 
Audrey P. Beck Building 
4 South Eagleville Road 
Mansfield, CT 06268 

Re: Town Bank Accounts 

Dear Mr. Ryan and Finance Committee Members: 

Through my Freedom of Information Act request of February 24, 2015 I have had the 
opportunity to review town finance documents that were made available to me. My questions 
are based on the review of those documents. I have been told that the "Best Value" 
documents requested will not be available in total until August. I may have further questions 
at that time. 
My questions are as follows: 
(1) I have obtained People's United Bank Business Signature Cards for four Town of 
Mansfield Accounts, #1007000392, #1 007000405, #1 007000384 and #6500430191, the first 
signature is the Town of Mansfield, who is able to take actions on this account under that 
signature? 

(2) Of the Accounts listed above none have a date except #6500430191, why are the 
Certification of Taxpayer Identification Number sections without dates? 

(3) Why was the #6500430191 account opened on March 9, 2015? 

(4) What account was replaced and where is the retained history of that account, it appears 
to be a Health Insurance Account? 

(5) What is the World Pay account, and who has access to it? 

(6) Of the "Best Value" documents produced, a significant number do not have dates with 
the time of approval by the town's CFO, why aren't these documents dated? 

(7) What is the procedure for opening and closing bank accounts and are these procedures 
included in the control measures, who is involved in that process and does the town 
manager need to sign off on all closed and new bank accounts?· 

On a related matter, there has been discussion that the Housing Development Corporation, 
see attached documents, may be utilized in the Mansfield Tomorrow Plan of Conservation, 
will that 501 ( c ) 3 be audited before it is involved in any function for the town? 

~~y. c 

( ~~~~;:~~s~~=-
CC: Mr. Ziplow, Blum&Shapiro 

File 

-3-



B.il!i·8~1;c~··_ . -. . -
/. ------

A i;count Type MUNICIPAL CHECKING • 301 Account# 1007000392 

Account Title: Town of Mansfield MUN 

Cheryl A Trahan SIG 

Amy N Meriwether SIG 

Business Owner and Authorized SiCmer Information: The owner otth6 business account, whose TIN is certftied below is an owner, managing member, general partner, auth01jzed officer or principal of the 
business and an authorized signeron.the accounfpursuant to the legal documents submitted to People's United Bank. By designating a person as a signer below, owner(s)s'represents and warrants to 
People's United Bank the person has the authority to act on behalf of the business with respect to the account. 
·ay signing this signature card 1/we agree that !/we have reCeived a Copy of the Business Deposit ACcount Contract, Business Schedule of Deposit Account Charges and Bus;nessAccount Schedule· oflnterest 
and agree to the terms and conditions contained therein as they may be modified from time to time. !/we and will_ agree to waive our right to a tn"af by jury in any legal action, proceeding or counterclaims arising 
out of or in connection with the account. By selecting the M$/A.TM checkbox below, you authorize People's United to order an ATM Card and/or MasterMoney Debit Card on your behalf for this account. 

- 0 0 Signature 1 --;-· r-_ ... ? -.. "' ;_,- M$/ATM Signature 4 \ ·'.9 ":/. )' ,.- ~ ! -, M$/ATM - ~~~------------ ·-,--····-------~-. ·--·-·----· "' -··· ___ ....... ·--·------·---------------------···--·- - -· 

Signature 2 t}f! ·LtJ· i ~ D M$/ATM Signature 5 D 
"'. {L.,R_J..4 '? .... :. ~" -. -- -------------- --.. ------·----.. ·-·-·-··-----------'-------------~-.. -----·--·-· M$/ATM 

Signature 3 C\\')1~ rf\ ~ ft.LI : '-' t~i\.Or~ D M$/ATM Signature o D M$/ATM 

Name 1: · Town of Ml.:nsfli?\d Name 4: 

Relationship: Municipality Relationship TIN: 

Address: OOB: 

4 S Eagleville Rd TIN (Certification Required): 06-6002032 
Storrs Mansfield CT 06268257 4 OOB: 

~~~e 2: Cheryl A Trahan Name 5: . 

Rflationship: Signer TIN: Relavonship TIN: 
Address: DOB: Address: 008: 

Name3: Amy N Meriwether 
. Name 6: 

Relationship: Signer TIN: Relation.ship TIN: 
Address: DOB: Address: OOB: 

Town of Mansfield CERTIFICATION OF TAXPAYER IDENTIFICA TJON NUMBER 
Cheryl A T(ahan As a d~fy autho~zed representative of the business i:Jentifie:J abcive and speaking on behalf of the business, f certify, under 

Account Mailing Address: Amy N Meriwether 
penaltJes of per;ury that (1) the number shown on th1s form IS "!Y correct taxpayer identification number and (2)(a) 1 am not 

subject to backup withholding f6r the reason checked below, or (b) f have not been notified by the lntemaf Revenue 
SeNice(lr:-s) that I am subject to backup withhofding as a result of a failure to report aJf interest or dividends, or (c).the IRS 

4 S Eagleville Rd has· notified me that I am no longer subject to backup withholding, and (3) I am a U.S. person (including a u.s. resident 

Storrs Mansfield CT 06268257 4 
alien). You mu~t eros~ out item 2 above ifyou.have been notified by the IRS that you are currently subject to backup 

withholdmg because you have fal7ed to report a II interest and dividends on your tax return. 
The following_ exceplfon condition exists on this account: I am exempt from backup withholding becauSe I am an: (Check one ff ap{Jiicable): 

0 
Exempt Payee O Non-Resident Alien 

Managemeryt Approval: (Fonn W-9 is required) (Fonn W-8 is required) 

CHEX systems called by: ~u~ w.-JR;./'>;J.l 
/<if _,~"' ; -:f 

Signature {___~/., . ;~ t,;2L.--0..__ Date: 

Opened '"' Employee Last Updated08!221(c/13 Branch Employee 12853 Branch 0000100 
CS2 (Title Change) 

111111111/llllllflllllllfl llflfllllllllllllf/1111/llllllllllllllllllllllllllllllllllllllllllllllllllllllllllll 



1;. . t .. 
. . *iW" .y. .. _.,.,,..,,.,_., - !1f" --.-' '-'"~~~Bil-~8 ;sur~] =·" ·- .--

AccocvftTyp'e .. ·· .MUNICIPAL CHECKING - 301 Account# 1007000405 

. 

Account Title: Town of Mansfield MUN 

Cheryl A Trahan SIG 

Amy N Meriwether SIG 

Business Owner and Authorized Signer li1formatfon: The ownei-ofthe business account, whose TIN is certtfied below is· an owner, managing member, general partner, authon'zed officer or principal of the 
buSiness and an authorized signer on the account pursuant to th_e legal documents submitted to People's United Bank. By designating_a person as a signer below, owner(s)s represents and warrants to 
People's.UnitedBank the person has the a.uthority to act on b_ehalf of the busi!Jess with r:espect to the account 
By signing this signature card //we agree that /!we have received a copy of the Business Deposit Account Contract, Business Schedule of Deposit Account Charges and Business Account Schedule of Interest 
and agree to the tefms and conditions Contained therein as. they may be modified from time to time. 1/we and wilf agree to waive our right to a trial by jury in any legal action, proceeding or counterclaims arising 
out of or in connection with. the account. By selecting the M$/A TM checkbox below, you a~thorize People's United to orclf:r an A TM Card and/or MasterMOney Debit Card OJ? your behalf for thfs account. 

Signature 1 __:_Y,-__::~~;~ (, -:· ; ' D Signature 4 ____________ D ' ),,. ~"'·'::: -·. '; .->. M$/ATM 
~. M$/ATM . a ~ ------------

D 
..... ""'"" ...... _, ___ ,. __________________ ,., _______ .... -----·- ----·-·· ,;--: -· -- ·-···- -,--·-· 

D -· . v - __ ,, 9" 

Signature 2 (!i_ .. <?J __ f(!_""-' _ .. ~----------- M$/ATM Signature 5-·-------"-----·- _ - -··--- ··----·------------·------·--------·------------·--··----- M$/ATM 

Signature 3. -~.-rr [ \1'\.,," ,,_. i-L,_ D Signature 6 
--?• D M$/ATM --· -------·--· ..... _ - M$/ATM 

Name 1: Town o~an@eld Name4: 

Relationship: Municipality Relationship ' TIN: 

Address: ' 008: 

4 S Eagleville Rd TIN (Certification Required): 06'6002032 ~- . 

I Storrs Mansfield CT 062682574 008: 

FJ.re 2: . Cheryl A Trahan Name 5: 

· a_tionship:_ Signer · TIN: Relailonship TIN: 
Address: 008: Address: 008: 

. 

Name3: Amy N'Merlwether Name 6: 
Relationship: Slgne~ TIN: . Relationship TIN: 
Address: 008: Address: 008: 

Town of Mansfield CERTIFICATION OF TAXPAYER IDENTIFICATION NUMBER 
C.heryl A Trahan As a d~ly authortzed representative of the business identified above and speaking on behalf of the business, 1 certlfy, unde~ 

Account Mailing Address: Amy N Meriwether 
penaltieS of pe!]Ury that (1} the number-shown on this form is-my correct taxpayer identification number and (2)(a} f am not 

s~bject to backup withholding for the reason checked below, or (b) 1 have not been notified by the Jntema/ Revenue 
Semce(IRS) that I am subject to backup withholding as a result of a failure to report a}f interest or dMdends, or (c) the IRS 

4 S Eagleville Rd ha~ notffied me that I am no !ongersubfe<:! to backup withholding. and (3) I am a U.S. person (in.cluding a U.S. resident 

Storrs Mansfield CT 06268257 4 
allen). You mu~t eros~ out item 2 above if you have been notified by the IRS that you are currently subject to backup 

The following exception condition e_xists on this account: 
withholdmg because you ha_ve failed to report alf interest and dividends on your tax retum. 

I am exempt from backup _.withholding because I a:m an: (Check one ff applicable): 0 Exempt Payee Non-Resident AUen 
Management Approval; 

. •. (Form W-9 is required) 0 (Forni W,B is required)· 

CHEX systems called by: ).,.U _,; )p, ..,U, ,... ... d ('~ Signature : -_ :_ -~' ~, •. "\ "~'-_/ . p;p~ .. ~-.z. ~ < -~ ....... Date: 

. Opened '- . 
Last Updated081221201(/ Employee 12853 Employee Branch Branch 0000100 

LCS2 !TiUe Chance) 

llllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll 



r . 
Account Typp 

·.7 
MUNICIPAL CHECKING • 301 

Account Tille: Town of Mansfield 
Cheryl A Trahan 

Amy N Meriwether 

J\1UN 
SIG 

S.JG 
Business Owner and Authorized Signer Information: The owner of the business aCcount, whose TIN is certified b~!oW is.an owner, managing member, general partner, authorized of(icer orprincipal of the 
business and an authorized signer on the account pursuant to the legal documents submitted tO People's United Bank By designating a person as a signer below, owner(s)s represents and warrants to 
People's United Bank the person has the autherity to act on behalf of the business with respect to the account. 
By signing this signature card !fiNe agree that 1/we have received a copy of the Business DepOsit Account Contract, Business S.chedule of Deposit Account Charges and Business Account Schedule "of Interest 
and agree to the tenns and conditions contained therein as they may be modified froin time to time. !/we and will agree to waive our right to a fn·al by jury in any legal action proceeding or counterclaims arising 
out of or in connection with the aCcount. By selecting the M$/A TM checkbox below, you authorize People's United to order anATM Card and/or MasterMoney Debit Card on your behalf for this account. 

Signature 1 1-:.T)JY, .J 2 i ),,.,, ~-,.:: ;.~ 0 -----·- 0 M$/ATM Signature4 0 M$/ATM 

Sign~.~.rt1.·',6.f/7/7:1.-vl"'< ·~ ;;( ~£-___________ 0 M$/ATM Signature 5 -·-------····-·---------··-· -----------------·---··--------- ··--····· D M$/ATM 

Signtfure13 ~j.r,1--h .,_m: :.~, ;,~£w<.. - ---· _ 0 M$/ATM Signature 6 -------=··------... -----.. --_ .. _____ ·-·-·- D M$/ATM 

Name 1: · Town of Mans!0ild 
Relationship: Municipality 
Address: · 

4 S Eagleville Rei' 
Storrs Mansfield CT 062682574 

TIN (Certification Required): 06-6002032 
008: 

1 
Name 2.; Cheryl A Trahan 

0'> Relationship: Signer 
I Address: 

Name 3: Amy N Meriwether 
Relationship: Signer 
Address: 

Town of Mansfield 
Cheryl A Trahan 

Account Mailing Address: Amy N Meriwether 

4 S Eagleville Rd 
Storrs Mansfield CT 06268257 4 

The following exception condition exists on this account: 

Man~gement App~val: 

CHEXsystemscalledby: ~ .iA' J<}, AA1ruJ.) 

Opened Employee 
CS2 

TIN: 
008: 

TIN: 
008: 

Branch 

Name 4: 

Relationship 

Name 5: 
Relationship 
Address: 

Name 6: 

Relationship 
Address: 

CERTIFICATION OF TAXPAYER IDENTIFICATION NUMBER 

TIN: 
008: 

TIN: 
008: 

TIN: 
008: 

As a d~fy authorized representative of the business identified above and speaking on behalf of the business, 1 certify,. under 
penalties of perjury that_(1) th~ number shown on this form is my correct taxpayer identification number and (2)(a) 1 am not 

s~bject to backup wtihholdmQ for the reason checked below, or (b) I have not beep notified by the Internal Revenue 
ServJce(IRS) that I am subject to backup withholding as a result of a fiiilure to report all interest or dividends, or (c) the IRS 

has notified me that I am no.{onger subject to backup withholding, and (3) I am a U.s: person (including a U.S. resident 
alien). You must cross out item 2 above if you have been notified by th·e IRS that you are currently subject to backup 

withholding because you have failed to report all interest and dividends on yourtax.retum. 

I am exempt from backup withholding because I am an: (Check one if applicable): 

0 Exempt Payee Non-Resident Alien 
(Form W-9 is required) 0 (Form W-8 is required) 

/t' / . ,~, ' -·"'· I'' 
Signature: {=-·j( ,. ' .,/L€ \..,4' ·'' -.1'' ·'··_,._, Date: 

Last Updated08!221201~;' Employee 12853 Branch 0000100 
!Title Chanoel 

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll lllllllllllllllllllllllllllllllll 



11.t..:VUUIH IYfJV IYIUIIIV1-p\.4t """''"""..,'"''';:;; 

Account Title: ·.Town of Mansfield 
Cheryl A. Trahan 
Amy N. Meriwether 

Business Owner and Authorized Signer Information ~ 

MUN 
SIG 
SIG 

The owner of the bus;ness account. whose TIN is certified below is an owner, managing member, genera/partner, authorized officer or p'incipaf of the business and an authonZed signer on tf'Je account 
pursuant to the legal documents submitted to People's United Bank. By designating a person as a signer below, owner(s)s represents and warrants to People's United Bank the person has the authority to act 
on behalf of the business with respect to the account. _ _ 
By signing this signature card !!we agree that 1/we have reCeived a coPy of the Business Deposit Account Contract, Business Schedule of Depos11 Account Charges and Business Account Schedule of Interest 
and agree to the terms and conditions contained therein as they may be modified from time to time. !/we and will agree to waive our right to a fda! by jury in any legal action, proceeding or counterclaims arising 
out of or ln_connection with the account. 

Signature 1 

Signature 2 

Relationship: Signer 

TIN (Certification Required): 06;6002032 
008: 

TIN: ~==: ooa: 1 

Address: .:::::::-

TIN: 
008: 

Account Mailing Address: 

Health Insurance Account 
Cheryl A Trahan 
Amy N Meriwether 
4 S. Eagleville Rd 
Storrs Mansfield CT 06268 

account' 

Employee L Shaw Branch 100 

Signature 4 

Signature 5 

Signature 6 

Relationship 
Address: 

TIN: 
008: 

TIN: 
008: 

TIN: 
008: 

Under·penalties of number shown on this form is my correct taxpayer 
identification backup withholding for the reason checked below, or 

.(b) /have Revenue Service (IRS) that I am subject to backup withholdmg 
as a result a and dividends, or {c) the IRS has notified me that 1 am no longer 
subject to backup {3) Unlf!SS the .Non- Resident Alien box below is checked, 1 certify that 
I ama U.S: person, . a U.S. Resident Al1en1 an.d (4) The FATCA code(s) entered on tbis form (if 

any) mdtcatmg that I am exempt from FATCA reporting ts correct. If you are subject to backup Withholding 
you must stnke out text following #2. . _ 

I am exempt from backup withholding because I am ari: (Check one if applicable): 
Exempt Payee Non-Resident Alien 

(Form W-9 is required) 0 (Form ·W-8 is ;.,quired) 

Signature: Date: 

Last Uprtat11d Employee Branch 



\.....-UllllHCH.iHtl .L'-C\.;VlU.L.Ut, 1....1.1 V l.:')J.VJ.J. 

Business Inquiry 

Business Details 

MANSFIELD NONPROFIT 
Business Name: HOUSING DEVELOPMENT 

CORPORATION THE 

Business ID: 0138850 

Business Address: 309 MAPLE ROAD, STORRS, 
CT, 06268 

309 MAPLE ROAD, STORRS, 
Mailing Address: CT, 06268 

Date Inc/Registration: Jan 24, 1983 

Principals Details 

Name/Title 

DEXTER EDDY 
PRESIDENT 

JOAN CHRISTISON­
LAGAY DIRECTOR 

WILLIAM SIMONSEN 
SECRETARY 

Agent Summary 

Business Address 

NONE 

NONE 

NONE 

Agent Name JOHN J. MCGRATH, JR. 

'il HOME ff/) HELP 

Citizenship/State Inc: Domestic/CT 

Last Report Filed Year: 2011 

Business Type: Non-Stock 

Business Status: Active 

Residence Address 

403 WRIGHTS WAY, STORRS, CT, 06268 

9 ELIZABETH ROAD, MANSFIELD DEPOT, CT, 
06250 

43 CHATHAM DRIVE, STORRS, CT, 06268 

I View All Principals(S) 

Agent Business 41 HIGH STREET, WILLIMANTIC, CT, 06226 
Address 

Agent Residence 
Address 29 WINDHAM CENTER ROAD, WINDHAM, CT, 06280 

Back [\lie"w Filing History I [iiew Name History 

-8-
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Business !nqui!Jf 

Business Search Criteria 

--o-----

1a HOME e HELP 

Business 
Name: MANSFIELD NONPROFIT HOUSING DEVELOPMENT CORPORATION 

Total Number of Matches: 1 

Business Search Results 

# 

1 

Business Name 

MANSFIELD NONPROFIT 
HOUSING 
DEVELOPMENT 
CORPORATION THE 

Business ID Status 

0138850 Active 

-9-
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Page: 1 of 1 

Business Address 

309 MAPLE ROAD, STORRS, 
CT, 06268 

411/2015 



TOWN OF MANSFIELD 
FINANCE COMMITTEE MEETING 

MINUTES OF JUNE 10, 2015 

Members Present: Ryan (Chair), Shapiro, Raymond 

Other Council Members Present: Paterson, Kegler, Moran, Wassmundt, Kotchenburger 

Staff Present: Hart, Trahan, Meriwether 

Guests: Jeff Ziplow, BlumShapiro 

1. Meeting called to order at 6:30pm. 

2. Opportunity for Public Comment- None 

3. Staff Reports- None at this time. 

4. BlumShapiro Operational and Fin?ncial Cont;~~~.B~:'ie>l[;~;The Commitfe~rl"viewed ve:sion 2.0 
of the Fmance Department PoiiCICjS .and Procedures· Manual, dated Apnl 2015. The In-depth, 
page by page review included adBrEi~l3in_g all comriiEillts, questions and concerns submitted by 
Councilors Raymond and Ryan and any. questions from councilors in attendance. Mr Ziplow 
discussed all changes he made in response to these items. The Committee discussed the 
policies that are maintained by Human Resources and are therefore not included in this manual. 
Town Manager Hart distribUted copies of the mileage reimburl3ement form, Professional Travel 
Policy, Cell Phone lJse Policy, and the Vehicle Use Policy, Also reviewed was the training plan, 
follow-up testing by BlumShapiro, and including a fraud policy and whistleblower policy in the 
manual. Mr. Ziplow will work with staff to incorporate requested changes to the document. The 
Committee will be provided a "red-lined" version for their review. 

5. Communications/Other business/future agenda items -
c:> Fraud Risk Assessment 
c:> Implementation of Whistler Blower policy and Fraud Tip Line 
c:> Level at which we propose bonding 
c:> Continue review of the Fiscal Management Policies (Fund Balance complete, need to do 

Investment, Debt, etc) 
c:> Discussion with Mansfield Discovery Depot regarding a preschool subsidy 
c:> Parameters for building permit fee reductions 

6. Adjournment. The meeting adjourned at 8:18pm. 
Mr. Shapiro moved and Mr. Ryan seconded.to adjourn. Motion passed unanimously. 

Rel3pectfully Submitted, 
Cherie Trahan, Director of Finance 
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Cherie Trahan 

Fr()m: Matthew W. Hart 
Sent: 
To: 

Friday, May 29, 2015 8:56AM 
Cherie Trahan; Maria E. Caprio Ia 

Subject: 
Attachments: 

FW: Town of Mansfield Controls, Policies and Procedures 
Policies and Procedures.docx 

FYI 

Matt Hart 
Town Manager 
Town of.Mansfield 
860-429-3336 

Allli.:-mails are fin~ f~jfldal TmNi IJusin.eS."-' 011~JI mul priPacy slum.ld not be a.r,·,\·umed~ E-ma.ilii are public documents unle.\·s .w.tbject 
matter is ptotected by /:/tate or Federal Laws . . 

~ Please consider the environment before printing this email. 

From: Virginia Raymond [mailto:v.raymond@outlook.com] 
Sent: Thursday, May 28, 2015 7:32PM 
To: Matthew W. Hart; Town Council 
Cc: 'Jeff Ziplow' 
Subject: Town of Mansfield Controls, Policies and Procedures 

Not sure this went out as I received an error message. 

Matt, pursuant to the Town Council's request for advance, written comments, please find attached my "preliminary" 
comments to the Finance Committee's commissioned Blum Shapiro review of the Town of Mansfield's 
financial controls, policies and procedures. I state preliminary as I wished to have included additional comments but in 
the interest of giving all parties reasonable time to review and provide thoughtful responses to my comments prior to 
the scheduled special Finance Committee meeting, I have issued them today. Note that I .have already copied Blum 
Shapiro and the full Town Council. Again, this document is not all inclusive of my thoughts and comments however, 
given the importance and context of this review, it is my hope that if all of my (or others') comments cannot be 
·addressed in a single "special meeting" then discussion will be continued to future Fin~nce Committee meetings. If you 
should receive written comments from other Finance Committee or Town Council members, please forward them to me 
as received. Thank you. 
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Policies and Procedures Manual Comments 

Is it best practice and/or comport with GAAP to have employee reimbursements processed 
through the Payroll System as opposed to Accounts Payable? I would like to understand why the 
change was made along with an explanation as to how this works and to which expenses it 
applies. 

Page 7. B.3. There appears to be too many people making transfers. I would recommend that one 
person be designated with primary responsibility for compiling the transfer list and then 
executing the physical transfers after a manager has reviewed and signed off on the transfers. 
The other two staff members can serve as back-up when needed. 

Page 9. C.2.3. On page 15.2.a.iii.of its Financial and Operational Controls Assessment document 
Blum Shapiro recommended that "all emails must be archived in an AUC folder. The policy 
states that all email will be stored in the FMS. Is the FMS folder different from the AUC folder? 
If no, then disregard comment; if yes, why the deviation from Blum Shapiro's recommendation? 
Ditto for the next section (C.3.2.) which describes the archiving of modification requests. 

Page 9. C.4.2. Change the word "should" to "must" in the second to last line and the last line (i.e. 
Town Manager must (instead of should) and Superintendent must (instead of should) be copied. 

Page 18 F .1. Do these petty cash policies and procedures apply to all managed entities 
(Regionl9, BOE, Discovery Depot, etc.)? 

Page 24. H.6. First paragraph. Checking on an annual basis to compare the year's terminated 
employees against current cardholder list doesn't seem timely. Shouldn't HR retrieve p-cards, 
cell phones, lap tops, keys, etc. from terminated employees at the time of their exist 
meeting/interview and document that these items have been retrieved and placed back into 
inventory (in the case ofp-cards returned to the Finance Department)? Theoretically, as this 
policy is currently written and depending upon the timing of a termination, a terminated 
employee could still have in her possession a p-card for months if not a full year. 

Blum Shapiro recommended insertion as appropriate in this section language that the Finance 
Department will provide department heads with training (annually?) regarding how to look 
for/identify fraudulent spending. Blum Shapiro further recommended that an aggregate purchase 
order and p-card spending threshold be established for select vendors. I do not see either of these 
recommendations in the revised policy. What has been done to address Blum Shapiro's stated 
concern (page 19 of the Financial and Operational Controls Assessment report) that some 
cardholders have unnecessarily high daily and monthly spending limits? Also, Blum Shapiro 
recommended (page 20) that the use of merchant cards (i.e. Home Depot, Big Y, etc.) be 
discontinued immediately and that credit cards not be used for any Town purchases in the 
updated p-card policy. What is the status of this recommendation? I would recommend that Page 
25. H.6.a.P of the Policies and Procedures Manual be revised to include the language that as part 
of an employee's p-card purchases back-up documentation provided to the Finance Department 
that the documentation include original itemized receipts (as currently written the policy simply 
says "receipts"). 
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Page 27. I. J.d. The Finance Director should be required to review and sign-off on the check 
registers. 

Page 29 J.l.c. Blum Shapiro made a number of recommendations regarding the recordkeeping 
associated with employee terminations. This section doesn't appear to include many of the 
recommendations particularly in the area of completed forms, dates and verifying signatures. 
Also, it doesn't appear that the last line of Section J.l. comports with Blnm Shapiro's 
recommendation that the Town revise the curr-ent policies and procedures for managing new 
hires and terminations across the Town, BOE and Region 19. 

Page 30. J.2.a.3. Under this Additional Review section I don't follow the need for the pay-period 
estimate. The pay-roll is the pay-roll as provided by employees on their time sheets and approved 
by their supervisor/department heads. Please provide clarification regarding the need for this 
step. The Town and Finance Committee should look into the acquisition use of a standardized 
electronic timesheet program or module (along the line ofEZLabor) for use across all entities 
thus eliminating the manual entry of data into the FMS on the part of the Finance Department. 

On page 21 of the Financial and Operational Controls Assessment document, Blum Shapiro 
recommends coordination with Parks and Recreation to determine a suitable way to complete the 
time-entry process. I don't see this addressed in the Policies and Procedures Manual. 

Page 31. J.2.c. Again (as with Section !.!.d.), the Finance Director should be required to review 
and sign-off on the payroll check register. 

Page 39, P.l. Who in the Finance Department is responsible for "further review and approval" 
of expense reimbursement requests? 

Page 39, P.2. Recommend that language be added providing better guidance as to what 
constitutes "reasonable" expenditures, transportation costs, etc. By way of examples: 

• The Town requires that all travel expenditures and their accountings meet the Internal 
Revenue Service requirements of"ordinary, necessary and reasonable" and should be 
conservative and consistent with the nature of the business assignment. These policies 
safeguard the Town and protect the employee from being assessed additional taxable 
income. 

• Some travel expenses are considered personal and the Town will not reimburse them. The 
following, while not all inclusive, lists examples of such personal expenses that are not 
reimbursable expenses: amusements, athletic events, barbers, books for personal reading, 
athletic court or gym costs, damage to luggage, fines, hair stylists, magazines, 
newspapers, movies, and saunas. 

• The Town will not reimburse the cost of home entertaining. 
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• In all travel away from the office, the employee will be reimbursed using the shortest 
distance between points. In calculating mileage, the normal commute mileage to and 
from the employee's home to the employee's assigned place of work must be deducted 
from the total trip mileage. For example, if the total trip mileage equals I 00 miles, and 
normal commute mileage equals 20 miles, The Town will reimburse the employee for 80 
miles. This is in accordance with Internal Revenue Service policy. 

• For approved air travel, the Town will reimburse employees only for coach 
accommodations. 

• The reimbursement rate for an employee's use of their personal automobile for Town 
business is the IRS approved rate, as adjusted from time to time by the IRS, for employee 
use of their personal car on business. The IRS mileage reimbursement allowance for 
business use of an employee's vehicle is calculated in a manner that takes into account all 
auto-related ~xpenses, including the cost of carrying insurance (without a deductible). 
Therefore, the Town will not reimburse an employee for vehicle damage or personal 
liability that occurs while a personal automobile is being used on Town business if the 
employee drives their personal vehicle 2,500 miles per year or more. This includes any 
deductible that may apply. However, if an employee's vehicle is driven on company 
business 2,500 miles or less annually, and is involved in a motor vehicle accident, the 
Town will reimburse the employee through the normal expense reimbursement process 
for their physical damage deductible up to a maximum of$500.00 per accident. Evidence 
of the payment of the deductible by the employee must be provided to the Town in order 
to receive reimbursement. (Traveling on business does not include any travel involved in 
commuting to or from work, lunch time errands or anything other than authorized 
business use). Before an employee seeks the foregoing reimbursement for the use of his 
personal automobile, the employee shall provide the Town with written evidence of his 
personal automobile insurance with limits as required by the Connecticut General 
Statutes. The foregoing written proof shall be kept on file in the Town's Finance 
Department. 

• Taxi s_ervice may be used when no other form of public transportation is available or 
when the cost of a taxi is close to the cost of public transportation. Employees are 
encouraged to use courtesy cars, airport limousines, or buses whenever possible. Since 
some taxi services do not provide receipts, you should have the back of your business 
card signed, dated, and the amount of the fare indicated by the driver. 

• Permissible expenditures for meals and tips depend on location and circumstances. Only 
reasonable and customary charges will be allowed and reimbursed by the Town. In-state 
breakfast, lunch, and dinner will not be reimbursed unless they involve a business 
meeting. 

• When making lodging reservations employees should request government rates. 

I would also recommend that policies and procedures regarding travel stipends (or any other 
stipends) that may be afforded to certain employees be incorporated in the Manual as 
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appropriate. It should also be documented which BOE/Town, Region 19 employees who were 
previously receiving stipends had had the stipends incorporated into their salaries (following the 
Superintendent revelations). Clearly these employs from the time this action was taken should 
not be submitting paperwork for travel or other reimbursements that were covered by the 
stipends. 

The last sentence of Section J.l. of page 29 of the Policies and Procedures Manual states, '"The 
Town, Region 19 and Mansfield BOE are responsible for documenting their individual 
procedures for adding and removing employees to the payroll system." This doesn't appear to 
comport with Blum Shapiro's recommendation at the bottom of page 4 of36 and page 5 of36 of 
the Financial and Operational Controls Testing report. Please provide clarification. (NOTE that 
generally the Policies and Procedures Manual doesn't make it clear whether all entities must 
follow the Policies and Procedures contained in the Manual. 

Page 35, first paragraph I recommend a language cleanup to the sentence that begins with: "The 
FMS Fixed Asset module will compile a list. .. ". I don't think a module can compile a list. 
Perhaps indicate the person(s) responsible for data entering the information into the module. 

Page 35, second bullet under the heading All Departments and Schools; I recommend that the 
phrase, "on a timely basis" be replaced with a specific time from the date the report is issued e.g. 
within 30 days, 60 days, whatever is an appropriate interval of time from date of receipt of the 
report. Same for the fourth bullet under the heading Finance Department; replace the word 
periodic to a hard time frame. 

I did not see anything in the Manual addressing gifts, Wellness benefits, etc. Is there a separate 
HRmanual where items such as these are addressed? 

I would appreciate a general discussion regarding purchasing policies and procedures. 

There are a number of areas in the Blum Shapiro reports and the Policies and Procedures Manual 
that require periodic training for Department Heads and employees from all managed entities 
(Town, BOE, Region 19, etc.) in order for things to provide appropriate review, oversight and 
accountability. I would appreciate a general discussion regarding how the Town staff plans to 
address and document the various training requirements. 
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:herie Trahan 

:rom: 

•ent: 
~o: 

;ubject: 

bonbill@charter.net 
Thursday, May 14, 2015 10:04 AM 
Cherie Trahan 
Questions on Ziplow report 

-Iere's my first crack at this. I'm sending it to you because, for some reason, I cannot send it to Matt's email. 

i. Page 6, Section A1: Should we add the Superintendent of Region 19 and other agencies for which the 
~inance Department provides services? 

' Page 8, Intro: Our server seems very old. Is it adequate? 

l. Page 9, Section C4, #1 & 2: Same comment as #1 above. 

I. Page 14, Budgeting: Omits mention of a possible referendum. Should it be added? 

Do we need procedures for Eastern Highlands, Discovery Depot, and other agencies? 

'· Page 25- P-cards: How many are outstanding now? 

'· Page 36: Why differences in capitalization levels by entity? 

· may have more later. 

3est, 

3ill 
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To·wn of Mansfield/Mansfield Board of Education/Regional School District 19 

Employee Reimbursement Form 
Employee Name: 

Employee #: Department: 
From: 

To: 
Expense Period 

DATE DESCRIPTION-

Itemized Expenses 
Employee Signature 

. .· 

DepJrtment Head/HR Administrator Signature 
SupE}ntendent Signature 
(If at:Jpficable) 

Date 
Date 

Date 

Please Note: 

_Call! p!ete· below·_fie Ids- f_or~mlleage :rein: b_ursements: only' 

.. REIMBUR$E.~E~T ~ROM .• -· ""DESTINA-TION 

.. . ... . 

This form should be completed in its entirety. If any information is left blank or supporting documentation is not complete, the reimbursement will not be processed until aU appropriate information has been received. 

AI! reimbursements should be processed monthly at a minimum. (This does not apply to Dependent Care, Uninsured Medical or Tuition Reimbursements) 

Uninsu·ed Medical/Dependent Care Reimburs6men!sffuition Reimbursement· Submit this form with a!l supporting documentation to your appropriate HR Administrator for processing and approval. Department head 
signature is not required. 

SuppliesfTraveVMe<Jis ·Attach all supporting original receipts {including the travel authorization form, if appropriate) to the reimbursement, have your department head sign off for approval and submit to Finance for 
proces,;ing. 

Mi!eag•3' Reimbursement Instructions: 

From/Ceslination- Ust both the name and address of the starting point and destination. The starting place should be !he place in which the mileage reimbursement starts. For example, if you are leaving your house 
for a m3eUng but can only be reimbursed from your central office location please input the central office location as your starting point. 

MTG Nature/Purpose- Provide a clear and concise detail of why you are attending the meeting. Please do not put generic terms suet·. ;:!0 "Conference/Workshop." The more information that can be verified the better. 

Miles- VVe have created a "Standard Mileage Chart" which can be found on the Town's !ntranetf'M" drive {Region). This chart provides standard mileage for frequently traveled sites. Please check this chart to see if 

your tr~.vel is documented here. !f so, please input the standard mileage based on this chart. No other mileage value will be accepted if the travel site is listed within this chart. If your travel site is not listed within the 

Standard Mileage Chart please submit documentation oi mileage for your travel. (i.e. Mapquesl, Go ogle Maps) 

All mile3ge reimbursements should be submil!ed to Finance for processing. 

All approval signatures need to be hand written signatures. Stamped signatures will not be accepted for reimbursement. 

TO 1 Al REIMBURSEMENT $0.00 



To: 

TOWN OF MANSFIELD 
POLICY MEMORANDUM 

All Town Employees 
From: Matthew W. Hart, Town Manager 
Date: August 1, 2014 (Revised); May 9, 1995 Q:Zevised);July 31,1992 (Otiginal) 
Subject: Professionall;ravd Policy -
L P1.1rpose 

This policy shall govern all travel expenses incurred by employees who attend approve.d off-site 
professional development programs such as conferences, seminars, workshops, training, and 
certification programs. 

The Town requites that all travel expenditures and related accountings must meet the lntcmal 
Revenue Setvice requirements of "ordinary, necessary and reasonable" and should he 
consetvative and consistent with the nature of the business assignment These policies safeguard 
the Town and protect the employee from being assessed additional taxable income. 
Reimbursements for actual and necessary expenses made to staff shall be consistent with the 
provisions of this Travel Policy. · 

II. Effective Date 
This policy shall be effective immediately and shall remain in effect until revised or rescinded. 

III. Approval Process 
A. Overnight Travel. AU employees interested in attending a professional development 

program that requires overnight travel must seek authorization from their supetvisor, 
department director, and Assistant Town Manager, in that order. Employees must use the 
Professional Travel Request Form (attached and located on the employee intranet). No 
coinmitments for registJ:ation, travel, lodging, etc, shall be made until the travel authorization 
has been approved by the Assistant Town Manager. When costs ate incurred for the travel, 
the authorization form should be submitted to accounts payable in Finance with the 
payment voucher or PO back-up. When costs are not incm:red for travel, the authorization 
fotn> should be maintained by the supetvisor or department head as part of an employee's 
training record. 

B. Same Day Travel. AU employees interested in attending a professional development 
program that requites same day tJ:avel must seek authorization from their supervisor and 
department director in that . order. In the department director's absence, an assistant 
department director is authorized to approve same day tJ:avel requests. Employees must use 
the Professional Travel Request Form (attached and located on the employee intranet). No 
commitments for tegistntion or travel shall be i11ade until the tJ:avel authorization bas been 
approved by the deparUTle.nt director or assistant departrnent director in the deparLuent 
director's absence. When costs are incurred for the travel, d1e authorization form should be 
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submitted to accounts payable in Flioarice witb the payment ,coucher or PO back-up. When 
costs are not incurred for travel, the authorization form should be maintained by the 
supenrisor or department head as patt of an employee's training record. 

IV. Types of Travel Expenses 
Permissible txavel costs may include registration fees, transportation (airfare, train fares, public 
transit fares, parking fees, tolls, taxi fares, rental car fees, mileage), lodging, meals and gratuities, 
and other reasonable incidentals. Expenses that are characterized as personal in nature are not 
eligible for relinbursement or payment by the Town. 
A. Registration Fees. Registration fees associated with attending approved professional 

development prog:tams are permissible. Registration fees that are inclusive of meals and 
cou.rse materials are acceptable. 

B. Transportation. Permissible transportation expenses include airfare, txain fares, public 
transit fares~ parlcing fees, tolls

1 
taxi fares~ rental cat fees, and 1n.ileage fot travel associated 

with attendance to approved professional development programs. The most economical 
mode of transit and direct and practical route should be selected. For same day travel, a 
vehicle from the Town's fleet must be reserved and utilized fm travel unless public transit or 
trai1i txavel is a reasonable option. If no Town vehicle is available, employees may submit 
for mileage reimbuxsemeot pursuant to the Town's Mileage Reimbursement Policy. 

C. Lodging. For professional developm.ent programs requiting an overnight stay, lodging 
accomtnodations in reasonable and economically priced rooms is petlnissible. Employees 
should inq\lixe about government and/ or conference rates at the time of rnakll1g 
reservations. Miscellaneous personal expenses associated with lodging such as room service, 
fees associated \.Vith re--stocking in-roon1 refrigerators, and fees associated with access to 
f1b1ess facilities ate not pennissible for rein1bursement or payment by the Town. Hotels 
often require evidence of the Town's tax-exempt status; employees should bring a copy of 
the Town's tax-exempt certificate w.itb them to the hotel, or provide the certificate to the 
hotel in advance of tl1e stay. The tax-exempt certiftcate can be obtali1ed by contacting the 
Accounting Division of Finance. 

D. Meals. For trips requiring overnight stays, breakfast, lunch and dinner meals, ll1Cluding tips, 
are permissible. Alcohol purchases 01: meals for non-Town employees are not permissible 
fot reimbursement 01: payment by the Town. Normally, for same day travel, if meals are not 
included in tl1e registration fee, meals are not considered a permissible expense. 

E. Incidenta.ls. Incidentals deemed to be reasonable and legitimate to tl1e business travel may 
be consideted permissible by tl1e employee's department directoJ: or Assistant Town 
Manager, whichever is applicable. One such example is a wi-ft fee should an employee need 
to connect remotely into work and a bclSiness center is not available at the employee's hoteL 

F. Personal Expenses. Travel expenses deemed to be petsonal .in nature will not be 
reimbursable or subject to payment by the Town. While not an all-iJiclusive list, examples of 
personal expenses include: entertainment; athletic events; books/periodkals for personal 
reading; f1tness facility fees; damage to luggage; fmcs; roon1 set-vice; alcohol; travel costs for 
non-Town employees. 

V. Payment for Travel Expenses and Reimbursement Process. 
All requests for payment and reirnbursement will be considered withi11 the context of autborized 
budgets for travel, conference fees, rnileage reimbursement) and professional improvement 
Employees shall obtain itemized receipts for all travel expenses eligible for payment or 
reirn bursetnent) exclusive of 111ile.age reimbursetnent 
A. Payn1ent for Travel Expe11ses. \X:ihen possible, eligible travel expenses associated ·-r;ith 

approved professional development programs should be paid with a Town purchasing card 
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or through the accounts payable process. Since the Town is a tax-exempt entity payments 
should not include taxes. If the vendor/business requires proof of the Town's tax-exempt 
status, the tax-exempt ID number is provided on Town purchasing cards. Tax-exempt 
certificates may be obtained by contacting the Accounting Division of Finance. 

B. Expenses Requiring Reimbursement. When an employee pays for permissible travel 
expenses with their personal funds, they will be eligible for reimbursement pending approval 
of their department director or Assistant Town Manager, whichever is applicable. Itemized 
receipts must be submitted to the department director or Assistant Town Manager, 
whichever is applicable, for approval for payment. Once approved, the eligible expenses will 
be reimbursed through petty cash for expenses under $100 in aggregate, or through the 
accounts payable process for expenses $100 or more in aggregate. Requests for 
reimbursement should be submitted within ten working days after the day tl1e employee 
returns to work from the authorized travel. 

C. Expenses Requiring a Cash Advance. In the event that an employee needs a cash 
advance for eligible travel expenses, the employee must adhere to the Town's procedures for 
petty cash. Within ten working days after the day the employee relcuns to work from the 
authoxized travel~ he/ she tnust submit th~ receipts for the expenses and tetuxn any unused 
cash. 

VI. Business Leave Payroll Coding 
A. Full Travel Days. Employees should code their timesheet for their normal number of 

scheduled hours during the travel. For example, an employee who works at Town Hall is 
scheduled for two full days of travel from Monday-Tuesday. He/she should record 7.25 
hours of business leave on their timesheet for both Monday and Tuesday. If ttavd time and 
the seminar/workshop/training hours exceed an employee's regularly scheduled hours for 
the day, he/ she may opt to record the excess time as time worked. 

Documciltation may be requested by a superi'isor, department director, assistant department 
director, or the Town Manager's Office to verify travel ·times; examples may include 
providing documentation from web based sources such as Coogle Nfaps or MapqueJl to 
authenticate both the length a.nd duratiqn of the trip. 

B. Partial Travel Days. When a seminar/workshop/training session is not a full scheduled 
work day, employees should document tl1e business leave only for the actual hours of the 
seminar/workshop/training session (excluding meal breaks) and travel time. For example, an 
employee who works at Town HaU is scheduled to attend a training session from 9am-noon 
on a Monday. Travel lime is one hour each way. In this in.stance, it would be appropriate 
for the employee to record 5 hours of business leave, with the expectation that the employee 
would retnrn to work and complete the rest of their scheduled shift (2.25 hours). 

Docmnentation may be requested by a supervisor> departn1ent director, assistant departlnent 
director, or the Town Manager's Office to vedfy travel times; examples may include 
providing documentation from web based sources such as Coogle Maps or Nfapquest to 
authenticate both the length and duration of the trip. 

VIL Exceptions 
Exceptions to these travel. and expense guidelines may only be autl1orized by the Town Manager 
when the circumstances warrant. Any such exception to tl1ese travel and expense guidelines 
should be documented. 
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TO\XIN OF MANSFIELD 
PROFESSIONAL TRAVEL REQUEST 

Employee Name:------------------------------

Date of Request: ___ _ Date of 'Travel:_ 

Location of Event:--------------------------------

Name of Event: 

Purpose of Travel (Attach Event's Program to this Request): 

·-------·-·-·---·--·---·---- ·----- ------~ 

Estimated Expenses: 

Registration Fees $ ___ _ Lodging Fees 

Transportation Fees .Meals 

Othet Fees $ TOTAL FEES 

Emplo)'ee Signat11re Date 

Sunemi.ror Sionature r ,, Dr.Jle 

DsDartment ])£rector Signature Dale 

~AsJistcm.t TOwn .. ~1artq~er S igno.tu:-:? Date 
(Only required for overnight travel) 
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To: 
Fron1: 

Date: 
Subject: 

TOWN OF MANSFIELD 
POLICY MEMORANDUM 

All Town Employees and Volunteers 
Matthew \VJ. Hart, Town Manager 
April1, 2015 (Revised); September 24,2009 (Revised); November 1, 2005 (Original) 
Cell Phone Use Policy 

I. Purpose 
The purpose of this policy is to provide clarification and guidance regarding the use of Town-issued 
cell phones. In certain instances a Town staff member may be assigned a Town issued cell phone 
for the purposes of conducting Town business. This policy provides terms of acceptable and 
prohibited use of Town issued cell phones in order to ensure responsible use of Town resources and 
to minimize the risk of misuse of Town funds, equipment, and time. 

II. Effective Date 
This policy shall be effective immediately and shall remain in effect until revised or rescinded. 

III. Applicability 
All employees and volunteers (collectively referred to as "staff members") who have been issued a 
Town-owned cell phone are expected to comply with the provisions of this policy. 

IV. Assignment of Town Issued Cell Phones 
Town issued cell phones may be assigned to staff members to help facilitate communication and 
work within the course of performing legitimate Town duties. Town issued cell phones and 
accessories provided to staff members are the property of the Town of Mansfield and should be 
cared for properly. A staff member who has been assigned a Town issued cell phone should keep 
the phone turned on, operating (keep battery charged) and readily available during all work periods 
and any other times requested by his/her Department Head and/ or the Town Manager or his/her 
designee. The Town issued cell phone should not under any circumstances be taken to the 
employee's place of residence or anywhere else when they ate off duty unless they are being required 
by the Town to carry a Town issued phone during off duty hours. Employees expected to respond 
to work related calls on off duty hours will be required to carry their phone with them following the 
conclusion of their regularly scheduled shifts. 

Examples of instances in which a person may be issued a Town issued cell phone ate as follows: 
Department Head or Assistant Department Head; certain public safety positions; certain code 
enforcement positions; certain positions that require an employee(s) to spend a significant amount 
of time in the freld; and other positions that require an employee to be readily accessible during off 
duty hours. These examples are not meant to be all inclusive, nor should it be assumed that all 
employees rn the above named exampies will be issued a Town cell phone. 
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The Town will audit and review the listing of assigned Town issued cell phones on a minimum of an 
annual basis and make adjustments as needed. The assignment of Town issued cell phones will be 
handled on a case by case basis. The assignment of a Town issued cell phone should not be viewed 
as an entitlement or right by the employee; the assignment of a Town issued cell phone may be 
revoked due to a number of reasons such as but not limited to: a change in scope, duties, or 
assignment(s) of the employee; change in servi.ce provided to residents; change in service provided 
by the employee's department; change in available technology to perform the employee's job 
functions; or violations of this policy. 

A. Requesting a Town Issued Cell Phone 
Requests for cell phones that are new lines should be submitted through the budgeting process 
in January of each fiscal year by Department Heads. Department Heads will need to complete 
and submit a service improvement request form to the Town Manager's Office and Emergency 
Management Office. The form should include information such as the type of cell service being 
requested (phone only; phone/ text; phone/text/ data), the reason why the level of service is 
being re<1uested, the funding source, etc. Prior to making the service improvement request, the 
department head should consult with the Emergency Management Director. Authority to grant 
a new cell line lays with the Town Manager or 11is/her designee. A copy of the service 
improvement request form is attached to this policy. 

When a request for a new cell line needs to occur outside of the budgeting process, for example, 
due to a newly created position or change in assignment or work duties for a position, the 
Department Head should follow the process outlined above in Section IVA of tlus policy. 

B. Requesting a Change in Service for a Town Issued Cell Phone 
Due to changes in technology or work assignments, it is understood that fl:om time-to-time the 
Town may need to change the level of cell service provided to an employee with an assigned 
Town issued cell phone. The three types of cell service are: phone only; phone/text; and 
phone/text/data. Department heads requesting a change in service for their subordinate 
employee(s) with a Town issued cell phone must make an email request to the Town Manager's 
Office and the Emergency Management Office. The request should include information such as 
the type of ce!l service being requested (phone only; phone/ text; phone/ text/ data) and the 
reason the level of service is being requested. Authority to change the level of cell service lays 
with the Town Manager or bis/her designee. 

C. Personal Use of Town Issued Cell Phones 
The use of a Town issued cell phone is intended for conducting Town business. In general, 
personal use of Town issued cell phones talk, text, or data features should be norninal, 
infrequent, and lirnited to personal emergencies. 
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i. Personal Use Exceptions. 
For those staff members whose duties require them to be regularly accessible after normal 
business hours, the Town Manager or his/her designee may authorize the staff member to 
have personal use privileges of their Town issued cell phone. In order for an authorized staff 
member to utilize personal use privileges of a Town issued cell phone, the staff member 
must complete a personal use agreement and make a payment to the Town through payroll 
deduction, otherwise personal use is prohibited. Staff members opting to utilize personal use 
privileges will make a payment to the Town for approximately 50% of the cost of the service 
as detailed in the personal use agreement. If an employee authorized for personal use 
privileges declines to make a payment to the Town, they must also complete the personal 
use agreement and acknowledge that they agree to use their phone exclusively for Town 
business. A copy of the personal use agreement form is attached to this policy. 

V. Prohibited Conduct 
A. Personal Use 
Staff members without authorization for personal use privileges are prohibited from such use as 
outlined in Section IVC of this policy. Staff members without authorization for personal use 
privileges must leave their Town issued cell phone at their assigned work location at the 
conclusion of their shift. The Town issued cell phone should not under any circumstances be 
taken to the employee's place of residence or anywhere else when they are off duty unless they 
are being required by the Town to carry a Town issued phone during off duty hours. 

Staff members without personal use privileges are prohibited from downloading apps and other 
services for personal use on their Town issued cell phones. Staff members with personal use 
privileges may download apps and services on their Town issued cell phones so long as no direct 
cost is incurred by the Town. If an employee with personal use privileges wishes to download an 
app or service that has a fee, the employee must seek prior authorization from the Town 
Manager or his/her designee by making a request through the Emergency Management 
Director. Should the request be approved, the employee is responsible to reimburse the Town 
for the full cost of the app or service obtained. 

Should an employee violate this section and a fee is incurred by the Town for apps or services, it 
is the sole responsibility ofthe employee to reimburse the Town for those fees. 

B. Social Media 
Staff members without personal use privileges shall not use Town issued cell phones to access 
social media sites such as but not limited to Facebook, Twitter, lnstagram unless one's position 
requires it for official business purposes. Staff members with personal use privileges should not 
access social media sites from their Town issued cell phone during work hours unless one's 
position requires it for official business purposes. 

C. Obscene or Offensive Use 
Staff members, even those with authorized personal use privileges, are not allowed to use Town 
issued cell phones to access or distribute offensive, obscene, or otherwise inappropriate material. 

D. Use of Cell Phones While Driving 
Staff members are expected to refrain from using a Town issued cell phone while driving and to 
follow all state statutes regarding the use of cell phones while operating a Town or personal 
vehicle. All staff members must utilize an appropriate hands-free device or pull off to the side 
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of the road and to safely stop the vehicle before placing or accepting a call. Staff members who 
are charged with traffic violations resulting from the use of a phone while driving \vill be solely 
responsible for allliabiliries that result from such actions. 

E. Use of Cell Phones by Hourly (Non-Exempt) Employees During Off-Duty Hours. 
Hourly (non-exempt) employees required to carry a Town issued cell phone during off duty 
hours should only respond to emergency and non-routine calls/texts/work; for wage and hour 
purposes, hourly (non-exempt) employees are not authorized to perform routine work 
assignments with their phone during off-duty hours unless such authmization has been granted 
in advance by the employee's department head or the Town Manager or Ius/her designee on the 
prescribed compensatory/ overtime authorization form. 

VI. Damaged, Malfunctioning, Stolen or Lost Phones or Accessories 
If a staff member's cell phone becomes damaged, malfuncti01ung, stolen or lost, please complete 
and submit the "Support Ticket" found on the Town of Mansfield intranet site. Misplaced or stolen 
cell phones should be immedi.ately reported so that a "hold" can be placed on service preventing 
possible fraudulent use by a locating party. Any questions related to maintenance, repair, 
replacement, or to report a lost cell phone should be directed to administrative staff in the 
Emergency Management Office at (860) 429-3328. 

If it is determined that the employee is at fault for a damaged, malfunctioning, or lost Town issued 
phone or accessory beyond normal wear and tear, then it is the responsibility of the employee to 
reimburse the Town for the cost of the repair or replacement phone or accessory. All employees 
who are issued a cell phone must complete the Equipment Request/ Assignment form attached to 
this policy. 

VII. Violations 
The Town will audit usage of Town issued cell phones to ensure efficient use of Town resources for 
official Town business. The Town will also investigate reported or suspected violations of tlus 
policy. When it has been deemed that a violation of this policy has occurred, the Town will take 
appropriate ·action to correct the problem such as discipline up to and including discharge from 
Town service. 

VIII. Attachments 

L 1\ppendix A - Service Improvement Request Form 
2. Appendix B- Cell Phone Personal Use A.greement Form 
3. Appendix C- Equipment Request/ Assignment Form 

Approved By: 

Matthew W. Hart 
Tov.rn l'vf:~.nager 
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Cell Phone \Jse pohcy leffertjye 04/01/2015) 

Appendix A 

Service Improvement/Resource Request- FY 2015/16 

1. Department: 2. Prepared by: 3. Date: 

4. Description: 5. Location: 6. Staffing Request (Hours): 7. Status 

Enter FTE below: 

Benefits- Enter 1 below for 

Benefits; Enter 2 below if No 

Benefits; Enter 3 Below if 

Prorated Benefits 

' 
.:T ', ·: .. 

8. Justification/Funding Sources: {Attach additional pages if needed) 

Additional support needed for x,y,z programs. Potential revenue offset in fee for services .. 

9. Requested Staffing: Current Proposed Additional Costs 

Total Estimated Hours . .• : 
' '· , .... 

Estimated Hourly Rate $ ' $ . $ 

a. Starting Salary 
. . • ·. > . . ·. ·,. '·. ' . ' ' 

1. Grade/Step 

b. Benefits: 

_1. Social Security ,: ' ' . ·' ' 
· .. ·· ': '' 

2. Social Security Alt ''' 
;.: .. ' : . 

.·· .... . ' : . .· .... , .· . :': ·.·.· . 
3. Medicare . ' . . . '.·· ':, ', . ,, 

: :: -~ 
4. MERS ' ,_ -.~··. . .. · · .. ·. · .. , . ''•' ·. 

.·.'···· 
. '< 

5. Medical Insurance . . . . 

6. Life Insurance • . ,·· ''· ' 
. ' .. ' .. . . ',,::· . 

7. Disability Insurance '' ·.. :' . · .. ·, . ' >•'• 

e. EC}ulpment/Furn iture . . I':'·!: ... '-':' . ' 
' ' ' 

f. Other: . . . ' 

Total Staffing Request . , .. _( : ..•.... · 
. ' '" . . 

10. Non-staffing Request: Proposed Additional Costs 

Initial Purchase Cost . I : ': ' ;., . ,;. ·. 

Ongoing Operating or Maintenance Costs: 

a. Annual Maint/Support . .. 
. 

. 

b. In-house maintenance costs ' . ' . 

c. Replacement Parts, etc . . :' ·'.: ' · .. 

d. Other (describe): : '-, . ~ ' ' : , ' 

Total Non-Staffing Request . ' '. ' . . <' . 
-····- -···- . 

I Total R•• . . 
. . .··. ·.. . 
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Appendix A (page 2) 

Formula- DO NOT input 

Service Improvement/Resource Request- FY 2015/16 
Instructions 

When making your request, please consider and include in your justification: 

What is the problem or opportunity for change? 

Why is it needed? 

What are the specific intended outcomes of the opportunity for change? 

What are the measurable objectives for the opportunity for change? 

What alternate service delivery apporaches did you consider before making this request? 

What resources will be required? Please provide cost per unit (start-up costs and recurring costs). 

Is there. an opportunity to recover any of the costs? Please explain. 

If this request is not funded, wHJ it impact the department's 

What will happen if the request is not funded? 

current service levels ? 

If applicable, has this request been discussed with Public Works? Human Resources? IT? Others? 

Line Item Instructions: 

Box 4- Description of the request {new position, new piece of equipment, etc) 

Box 6 -If staffing request- hours per week/length of time 

Box 7 -Is this a new request or change to previous year's request? 

Box 8- Please provide justification for request. Attach additional pages lf necessary. 

Box 9- Provide all salary costs related to this request. Please see Alicia Ducharme, Cherie Trahan or 

Maria Capriola for assistance with Insurance Estimates 

Box 10 Provide all non-staffing request costs- both initial purchase costs and any ongoing operating and 

maintenance costs. 
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TOWN OF MANSFIELD 
CELL PHONE PERSONAL USE AGREEMENT FORM 

SrnployeeNa1ne: ________________________________________________ __ 

./ I am required by the Town Manager's Office 
to carry my phone during off duty hours and 
have therefore been authorized personal use 
pr~vileges of my Town issued cell phone. 

£21 Phone Only 
0 Phone/Text 
iiJ Phone/Text/Data 

--] ,' .. ,; Option A: --

,L] Option B: 

Employee S(gnat11re 

TMO staff initials 

I he.reby decline to utilize my personal use privileges of my Town issued cell phone and will 
ONLY use my phone for legitimate Town of Mansfield business. I understand that if I am 
found to be in violation of the Town's cell phone policy and am using this phone for 
personal use that I will be subject to disciplinary action up to and including termination 
and/ or may have my cell phone rescinded. 

I hereby accept to utilize my personal use privileges of my Town issued cell phone. I 
understand that if I am found to be in violation of the Town's cell phone policy that I will be 
subject to disciplinary action up to and including termination and/ or may have my cell 
phone rescinded. I understand that the below charges will be updated periodically by the 
Town as needed pursuant to Section IVC(i) of the Cell Phone Use Policy. 

0 
0 
-] L 

Phone Only- $6 bi-weekly charge 
Phone/Text- $8.77 bi-weekly charge 
Phone/Text/Data - $10.62 bi-weekly charge 

I understand that if I am a Town of Mansfield employee, my payment will be deducted frotn 
my bi-weekly paycheck. 

I understand that if I am a volunteer firefighter, my payment will be deducted from my bi­
annual volunteer stipend payment. 

I understand that if I am a member of the Connecticut State Police Mansfield Resident 
Trooper's Office that I 'WW be bi]led by the Town. 

Date 

Departmmt Diredor Signa!UJ~ Dale 

ToJVn Manager or Assistant Town Manager Signature Date 
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Box): 

0 REGION 19 0 BOE 0 EHHD 0 POLICE 

SCHOOL: 

0 FIRE & EMERGENCY SERVICES 

0 

0 Holster clip combo or tough case 
0 AC Adapter /Charger jUSB Cable 
0 Travel Charger 

Portable Radio, rt ____________ _ 

0 AC Adapter /Charger/ Antenna 
0 Microphone and radio beltclip 

LJ Battery and a spore 

Alpha Pager, rr ___________ _ 

0 Holster Clip 
0 AC Adapter/ Charger 

0 Tone& Voice Pager, rt _________ _ 

0 Holster clip end/or canvas case 

0 AC Adapter/Charger/Antenna 

0 Battery and a spore 

bJ Carrying case, shoulder strap and stabilizer 

0 Keys 
0 Outside Door Key rt _______ _ 

0 Office Keys 
0 Master Key* 

(*Assigned by Town Manager) 

0 AC Adapter /Charger 
0 Tough case 
0 Carrying case 
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0 Parking Tags'# 
Vehicle Information: 

:.;"-

Make/Model,-------
Color, ____ Year:-------
license#: 

Conloct #, 

0 NO data 
0 with data 



TOWN OF MANSFIELD 

POLICY MEMORANDUM 

To: 
From: 

All Town Employees & Volunteers 4 // ~ 
Matthew W. Hart, Town Manager ,;Ybvh"~ 

Date: 
Subject: 

(Revised) October 21, 2011, (R.evised) December 15, 1995, (Original) April26, 1984 
V ehide 1Jse Policy 

---
I. Putpose 
This policy establishes procedures regarding the use of Town vehicles, assignment of Town vehicles, 
and use of personal vehicles for business use. 

H. Applicability 
Tbis policy applies to all employees and volunteers (collectively referred to as "employees") who 
operate and/ or travel in a Town owned vehicle for Town business, regardless of the working hours 
and whether the work hours are paid, on call, or \>olunteer. 

Departments, such as but not limited to Public Works, Fire and Emergency Services, and Human 
Services, may have additional operating policies and procedures regarding vehicle use. Employees 
covered by departmental vehicle use policies are subject to this Town-wide policy as well as the 
departmental policies. In the event that a section(s) of the policies conflict with one another, the 
departmental policy section(s) shall supersede the applicable section(s) of the Town-wide policy. 
Departmental vehicle use policies should be reviewed and endorsed by the Town Manager's Office 
prior to issuance. 

Exemptions to this policy apply to the Town Manager, pursuant to his/her employment agreement. 

Ill. Effective Date 
This policy shall be effective immediately and shall remain in effect until revised or rescinded, 

IV. Statenient of Policy 
Only Town of Mansfield employees on bona fide Town business may operate Town vehicles. 
Drivers shall observe all local and state ordinances pertaining to the operation of motor vehicles. 
Town owned vehicles are to be used for official business only with reasonable consideration for use 
for meals, rest stops, and other reasonable stops while in the course of performing business on 
behalf of the Town. For individuals assigned to vehicles for ovemight use, stopping between work 
and home to perform brief minot personal business may be acceptable, but any such use should be 
tl1e exception rather than the mle, and only if the stop is directly in route from work to the 
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employee's residence. Whenever a Town owned vehicle is available for business use, employees are 
strongly encouraged to use said vehide from the Town's fleet. 

V. Prohibited Conduct 
A. Personal Use of Tow"-Owned Vehicles. Town owned vehicles shall not be. used 
for the conveolence of the employee with regard to transportation needs or other non­
business activities except as outlined in this policy, as determined by the Town Manager, or 
when an employee has been authorized to have an on call vehicle as defined in Section VII 
of this policy. 

B. Alcoholic Beverages and Illegal Substances. Alcoholic beverages or any illegal 
drugs are not permitted in Town vehicles at any time. Public safety personnel may transport 
alcoholic beverages or drugs that have been lawfully confiscated in accordance. with 
departmental policies and operating procedures. 

C. Weapons. Weapons are not permitted in any Town owned vehicle unless the weapon 
is issued by the Towri to public safety and/ or code enforcement personnel in accordance 
with their work duties and standard departmental operating procedures. "\l'leapon" means 
any fu:earm, including a BB gun, whether loaded or unloaded, any kolfe (excluding a small 
pen or pocket knife with a blade less than four inches long), including a switchblade or other 
knife having an automatic spring release device, a stiletto, any police baton or nightstick or 
any martial arts weapon or electronic defense weapon. 

D. Smoking. Smoking is not permitted in any Town owned vehicle under any 
circumstances. 

E. Transportation of Non-Town Employees. Employees shall not transport individuals 
whom are not employees of the Town in any Town owned vehicle unless the individual 
being transported is participating in bona fide Town business. Examples of non­
employees permitted to be transported in Town owned vehicles include but are not 
limited to: consultants working with the Town; intergovemmental representatives 
working with the Town; participants in Town sponsored programs such as the senior 
services volunteer transportation program; board and advisory committee members; 
Mansfield elected officials; applicants for employment participating in the recruitment 
process. Only under exigent circumstances and upon the approval of their supervisor 
may employees transport non-town employees that are not participating in bona tlde 
Town business. 

F. Fueling Personal Vehicles. Under no circumstances should an employee fuel d1eiJ: 
own private vehicle at the municipal pu111ps 0ocated at the Town garage), even if the car is 
being used for municipal pw:poses. 

VI. Responsibilities of Employees 

A. Maintenance of Town Vehicles. The interiors of the vehicles should be kept as 
clean as possible. Trash should be removed from Town vehicles after. employees have 
f!.rlished using them. E!nployees shmJ.ld tepott any m.echanical problems that they become 
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awate of to Public Works at 860-429-3676 and bring the vehicle in for preventive 
maintenance (PM) checks as requited. Doors should be locked, windows closed, and the gas 
tank filled at municipal pumps when vehicles are returned. While operating Town vehicles 
employees shall not abuse the vehicles; vehicles shall be returned in good operating order. 
Employees shall not install after-market materials in Town vehicles unless it has been 
authorized by the Town's lead mechanic and installed by the Town's mechanics staff. 

B. Reporting Traffic or Parking Violations. All traffic and parking violations for. which 
a vehicle operator is cited while operating a Town vehicle must he reported inunediately to 
the employee's supervisor. Payment of traffic and parking violations is the responsibility of 
the vehicle operator. 

C. Reporting Accidents. All accidents involving a Town vehicle or motorized 
equipment must .be immediately reported to the appropriate police agency, the vehicle 
operator's supervisor, and to the Town Manager's Office. All accidents :;bali he reported 
regardless of the value or level of damage incurred and whether or not the driver of the 
Town owned vehicle or motorized equipment is at fault in the accident. Town Manager's 
Office staff, or t.h.eir designee, shall be responsible for reporting accidents to the Town's 
insUi·ance carrier when applicable. 

D. Reporting Revocation or Suspension of Driver's License. Should an employee 
lose or have their driver's license suspended, it must be immediately reported to the 
employee's supervisor. If a driver's license is requited for the performance of an employee's 
essential job functions, the employee is subject to discipline up to and including termination 
from Town employment. 

VII. Assigtunent of Town Owned Vehicles 

A. On Call Assigned Vehicles. On call assigned vehicles ate defmed as Town owned 
vehicles designated for the use of an individual employee in the normal performance of 
his/her duties including the commute from home to work and vice versa. These vehicles 
should be utilized on the followi11g basis: commuti11g to and from work; trips for meals 
during working hours; everu:ng meetings; emergency calls; and out-of town travel while on 
bona fide Town business. 

Etnployees with on call assigned vehicles are: Director of Building and Housing Inspection; 
Director of Public Works; Superintendent of Public Works; Facilities Management Director; 
Fire Chief; Deputy Fire Chief/Fire Marshal/Emergency Management Director; and Town 
Manager. In h.is/her sole discretion, the Town Manager may revoke an employee's ability to 
have an on call assigned vehicle. 

B. Assigned Vehicles. Assigned vehicles ate defined as Town owned vehicles designated 
for the use of an individual employee in the normal performance of his/her duties but not 
generally authorized for take-home use. Assigned vehicles should ordinatily be parked 
overnight on Town property. When the destination of a morning trip is in the direction of 
home vs. the office, it may make sense to take the car home and leave from home. If a 
meeting runs the full day, it may make sense to leave the car at home that night and return it 
to the office the next day in time for the next user's scheduled need. If late in the day visits 
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or meetings ate closet to home than the office, it may make sense to leave the car home and 
bring it back the next morn.ing. If there is an even.ing appointment or meeting on a day you 
have already driven your car to and from the office, the second trip should be considered 
work-related travel so using the Town car to go home and retntn to the even.ing business 
appointment may be appropriate' 

Employees with assigned vehicles may include but are not lin'lited to: Code Enforcement 
p~rsonnel; Engineering personnel; Hu1nan Setvices personnel; Flnance personnel. A 
comprehensive list of assigned vehicles is maintained by the Public Works Department. 

C. Unassigned Vehicles (Pool Cars). Unassigned vehicles are defmed as Town owned 
vehicles not designated for the use of any one individual employee, but rather made available 
for general use by Town employees on bona fide Town business. Pool cars should be 
checked out from the Public Works Office in the Audrey P. Beck Building or with the 
respective department that. has "ownership" of an assigned pool car such as Parks and 
Recreation, Finance, and Hu1na.11 Se.tvices. Pool cars will continue to be available on a f1tst 
come, first served "reservation" basis. Sign-out sheets should be completed as required. 
These cars should not be taken home except in unusual circumstances, e.g., a long-distance 
trip or an even.ing meeting out of town when an assigned car is not available. 

V. Use ofPetsonal Vehicles for Town Business 
For routine business travel, and subject to department head discretion, employees should use a 
Town owned vehicle (e.g. motor pool vehicle or other vehicle from the Town fleet) when one is 
available. In the event that a Town owned vehicle is unavailable, an employee may be eligible for 
mileage reimbursement for use of their personal vehicle so long as the use is in compliance with the 
Town's mileage reimbursement policy dated March 17, 2008, which may be amended from time to 
titne. For business travel to conferences and other overnight destinations, e111ployees are 
encouraged to use their own personal vehicle, and to subrrti.t a clall1.1 for mileage rein1bursetnen t. 

The Town's insurance does not covet the use of personal vehicles while an employee(s) conducts 
business on behalf of tJ1e Town. Employees driving their personally owned cars do so at their own 
l'isk. In other words, if an employee(s) is driving a personal vehicle wbiie conducting Town 
business~ they are not covered by the Town's insurance if they get into an accident or incur damage 
to their vehicle. 
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To: 

From: 

CC: 

Date: 

Re: 

Town of Mansfield 
Department of Finance 

Finance Committee, Town ofMansfi:l~ 

Cherie Trahan, Director of Finance {jt' 
Matthew Hart, Town Manager 

July 29,2015 

Staff Report 

Wellness Program incentives: 

1. Rewards Program - Attached is a description of the program. These payments are 
taxable and reportable to the IRS unless the employee opts to select a "frontloading" 
payment into their flexible spending accounts. If the employee opts to receive a direct 
payment, the payment is processed through the payroll system and reported as taxable 
wages to the IRS with the appropriate taxes withheld. 

2. Community Center Discounts - Attached is the Community Center Fitness and Program 
Discount and Compliance Agreement. These payments are not a taxable benefit and 
therefore are not reported to the IRS. Employee discounts are considered an 
insignificant/minor employee fringe benefit and are non-taxable. The employee pays the 
discounted rate directly to the Community Center and the Town pays the amount of the 
discount directly to the Community Center. No payment is made to the employee for the 
amount of the discount. 

Bank Account Authorizations: 

Per the Town Charter, the Department of Finance is responsible for the custody and 
disbursement of Town funds and money. Through resolution the Town Council authorized me, 
as Director of Finance, as the individual to act on the Town of Mansfield's behalf with respect to 
buying, selling, and exchanging shares of mutual funds held in the Town's accounts and to 
execute any documents that may be required to open and to maintain accounts on the Town's 
behalf. A request to open and/or close a bank account typically comes from the Treasurer, who 
contacts the bank with which the account is to be opened. The bank will then provide all of their 
required documents for opening/closing an account to be executed by me. Two authorized 
signers are required for the issuance of checks (Treasurer and Director of Finance) and two 
authorized persons are required for bank transfers (Treasurer, Budget Analyst, and/or 
Accountant). Almost all of our accounts are set up with Peoples Bank, who were chosen 
following an RFP process a number of years ago. 
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Attached for your information is the full signature document required for the Town of Mansfield 
Checking account with Peoples Bank. Signature line I is completed by the bank and reflects the 
organization that the account belongs to, ie Town of Mansfield. Signature line 2 and 3 are the 
persons authorized to sign for the account. Please note that the document and signatures of both 
the Finance Director and Treasurer are notarized, dated, and signed. 

In March, 20 15 we were notified that MBIA Class Account would no longer provide banking 
services for health insurance payments and transfers. Therefore, we set up an account with 
People's Bank to handle the payment of claims and receipt of premiums. 

The WorldPay account is a depository account for credit card payments for Recreation programs. 
No checks are paid from this account and only transfers into the Town checking account are 
processed. 

FY 20141/15 Audit Engagement Letter: 

Attached for your information is a copy of the audit engagement letter with BlumShapiro for the 
FY 2014/15 audit. This is the standard audit provided to municipalities and covers all required 
audit work per the State and Federal Single Audits. BlumShapiro will also handle all of the 
required submissions to the Office of Policy and Management (OPM) and the State Department 
of Education (SDE). Also included is the audit timeline and documentation we are required to 
provide to them. 

Fraud and Whistleblower Policy: 

Staff will prepare a draft policy for your review. Target date: September, 2015 Finance 
Committee meeting. 

Fraud Tip Line: 

Staff will prepare a draft procedure for your review. Target date: September, 2015 Finance 
Committee meeting. 

Ordinance 7 6-4 Purchasing: 

See attached opinion from the Town Attorney. The Town Manager will review at the Finance 
Committee meeting. 
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About Be Well 

Be Well is an employee well ness pro­
gram provided through Eastern High­
lands Health District (EHHD) with fund­
ing from your employer. The goal of 
the program is to improve the overall 
health and well ness of employees 
through we!! ness initiatives that target 
risk factors and wellness issues that 
influence health. 

Employees who are interested in sup­
port, programming, or supplemental 
resources to maintain and/or improve 
well ness are encouraged to take ad­
vantage of the V;lrious options offered 
through Be Well, for free or very low 
cost, to support their efforts through­
out the year. 

Be Well programming and discounts 
are available to all regular employees, 
regardless of whether they choose to 
enroll in the Rewards program. 

Find out more about Be Well at htt.R..;LL 
www.ehhd.org/mansfie!dbewe!! or call 
Be Well at {860} 429-3325. You can 
also email us at be_we!!@ehhd.org 

Who can join Be Well Rewards? 
The Be We!! Rewards program is available to a!! 

benefits-eligible employees of the Town of 
Mansfield, the Mansfield BOE, and Region 19 
who are active during the calendar year of 
2015. You do not need to purchase your 

employer-sponsored insurance plan to be able 
to join Be Well Rewards (you simply need to be 
eligible for it). You must enroll in the Rewards 
Program each year, to let us know you want to 

play and start earning points! 

Why is the Rewards program only for 
benefits-eligible employees? 

The Rewards program is supported by the 
insurance fund. The healthier you are, the 

healthier the fund, and you can share in the 
savings! 

NOTE: Personal information is kept 
confidential and retained by Be Well. It is 
never shared with employers, insurers, or 

anyone else. 

Be Well programming and discounts 
are available to all regular employees 
regardless of participation in the Be 
Well RewardS program. You do not 

need to join Be Well Rewards to use 
Be Well! 

Find More information about Be Well Rewards at: 

http://www.ehhd.org/mansfieldbewell 

Contact Be Well: Phone {860-429~3325}, email 

{be_well@ehhd.org), or Fax (860-429~3321} 

-36-

Have a Happy and Healthy 
2015 .•• Enroll In 

"Rewardsn is one of many programs 

offered by Be Well. This program 

rewards you for prioritizing your 

wei/ness and making 

healthy choices! 

Enroll By: 

11/30/15* 
Earn points Between: 

01/01/2015 and 12/11/2015 
Receive Your Reward In: 

February 2016 

* Participants must enroll each year, to earn and play! 



What Is Be Well Rewards? 

Be Well Rewards uses a simple point system to 

keep track of certain well ness goals, and gives you 

a cash reward to achieving a certain amount of 

points. 

How Does Be Well Rewards Work? 

Joining the Be Well Rewards system is easy, and 

designed to meet each employee where they are at 

in their well ness journey. Here are the basics of the 

Rewards Program: 

You must enroll in the program by 11/30/15 

You must reenroll each year 

You may earn points throughout the year by 

participating in tile variety of action items in the 

chart on the right 

You must be an active, benefits eligible employ~ 

ee at the time of payout in February 2016. He1·e 

is tl1e rewards payment: scale: 

FORA TOTAl 
OF: 

8 points 

9 points 

10 points 

RECEIVE**: 

$100 wellness payment 

$150 weflness payment 

$200 wellness payment 

"'''TQta! p~ym~n\' not to e:<ceed $200. Su!Jjecl to applicable 
taxes, unless you e!~ct a tax-f1·ee deposit it\to your flexible 
Speoding Account (FSA) to cover uninsurf/d m8dtca.! ex­
penses. 

Choices, and Supporting your Efforts to Be 

.. Be Well Rewards 2015 .. 

Payout Scale: 8 pts=$100, 9 pts=$150, 10 pts=$200 
POINTS 

1 

1 

1 

General 
Health 

Screen­
ings and 
Exams 

Worth 1 

Point 
Each 

ACTION ITEM 

Health Risk Assessment (HRA) Free to employees, completely 
confidential, anonymous (Required for partidpation in Re­

wards program) 

Be Well Behavior & Interest survey (Free & anonymous; issued 
in November each year) 

MCC Be Well agreement (Full time employees receive a $15/ 
month discount; 10 visits per month usage minimum to re~ 
celve your point) 

Annual physical1 

Body Mass Index (BMI) < 30 
Or, 20 pound weight loss in 
past 6 months 

Annual reporting of Healthy 
Cholesterol Ratio 

Annual Well Care Visit of 
Spouse or Child "'* 

2 Routine Dental Exams Per 
Year (must have 2 exams to 
receive 1 point) 

Flu Shot 

Annual reporting of Healthy 
Blood Pressure 

Annual reporting of Healthy 
Blood Glucose levels 

Not Smoking (non-smoker or 
smoking cessation) 

1 Routine Vision Exam Per Year 

Be Well Other Be Well Activities as Maintain, Don't Gain! (fall 
program) Activities Announced 

worth 1 lOk-A-Day Walking Char-
Point lenge (winter program) 
Each 

Fitness Based Activities 
(such as "Renew Your Re­
solve" or "Fit Beginnings") 

Health Fair Attendance on 
Thursday October 291n, 2015 

Be Well Coaching session 

DOCUMENTATION 
(please submit as you 

complete) 

Be Welt retains a record of 
completion, automatically 
generated upon online 
completion 

Be Well retains record of 
completion 

Sign Be Well MCC Agree­
ment and submit to MCC 
staff when you join the 
MCC 

Verif!cat!on form complet­
ed by HCP~ to confirm nor­
mal range 

"'* Spouse or child must be 
on a Town of Mansfield, 
Mansfield BOE, or Region 
19 health Insurance plan 

Be Well collects and retains 
participation records for all 
Be Well activities. Your 
attendance, participation, 
or completion of the activi­
ty satisfies documentation. 

10b/Gyn annual exam counts 2HCP '"" Health Care Provider 
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Wellness Program 

4 South Eagleville Road 
Mansfield, CT06268 

Town of Mansfield, MBOE, & Region 19 Employee Mansfield Community Center Fitness 

Program Discount and Compliance Agreement 

I understand/agree to the following: 

1. I would like to participate in the Mansfield Employee Fitness program, and understand 

my participation in this program is completely voluntary and will be completed during 
non-work hours. I will address and work to improve my personal health risks that I am 
aware of or that are brought to my attention through the Health Risk Assessment 
("HRA") tool. 

2. I understand that by participating in the Mansfield Employee Fitness Program, Be Well 
will contribute $15.00 per month towards my resident rate individual membership at the 

Mansfield Community Center. I understand that in order to participate I must be a 
benefits-eligible employee ofthe Town of Mansfield, Mansfield Board of Education, 
Region 19, Eastern Highlands Health District, or Mansfield Downtown Partnership. 

3. I will complete the HRA tool, available through the Be Well program, within one month of 
this agreement OR within 12 months of the last time I took the HRA tool, and understand 

that the HRA is an annual requirement. The HRA can be found on the Be Well website, 
www. ehhd. org/bewe/1. 

4. I will utilize the Mansfield Community Center for fitness purposes (self-paced or 

scheduled programs & classes) a minimum of 10 times each calendar month. Failure to 
comply with the 10 visits per month and/or HRA requirements will result in my discount 
being revoked. You can review the MCC membership rates by visiting their website at 
www.mans{ieldct.gov/mcc. 

5. I understand that my attendance will be monitored. I understand that a member of the 

Be Well team may notify me if I haven't met my 10 visits for the previous month. After 
my first instance of non-compliance, I will have the next month to meet my visit 

requirements and maintain my fitness benefit. 

[TURN PAGE] 
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Wellness Program 

4 South Eagleville Road 
Mansfield, CT06268 

6. If I have a second instance of non-compliance (visits and/or HRA), my compliance 
agreement will be referred to Human Resources for a compliance review and termination 
of my fitness benefits. 

7. I understand that I will make every effort to inform Be Well of any reasonable causes for 
not fulfilling my 10 visits per month. Reasonable causes that may be considered include, 
but are not limited to the following: approved FMLA absences, approved workers 
compensation absences, or other approved leaves of absences that extend beyond 2 
weeks. Reasonable causes can be emailed to the Be Well team at be_well@ehhd.org. 

8. I understand that if my benefit is revoked due to non-compliance, I am not eligible to re­
enroll in the Be Well discount program for 12 months. 

9. I understand that if requirements of the program change it is my responsibility to comply 
with the changes in order to keep my fitness benefits. I also understand that I will be 
required to complete a new agreement when program requirements or this form change. 

It is my intention to fully participate in the Employee Fitness Program. 

Employee Name (print):-----------------------­

Employee Email Address:--------------------------

Worksite: ____________ Employer:----------------

Employee Signature: Date:--------------

** Upon completion please drop this form off at the Mansfield Community Center [TURN PAGE] 
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JJ&1if:1&j£' q1:1=fo1it(l:1tt1t:Gi'f.:trrammr:Jwctr' a .J@&t .. tt ;a Jii'Jiii@ . _., 
Account Type MUNICIPAL CHECKING -301 Account# 1007000405 -l 
Account Title: Town of Mansfield MUN 

Cheryl A Trahan SIG 

Amy N Meriwether SIG 
Bw~iness Owner and Authorized Signer Information: The owner of the business account, whose TiN is certified below is an owner, managing member, general partner, authorized officer or principal of the 
buSiness and an authorized signer on the account pursuant to the legal documents submitted to People's United Bank. By designating a person as a signer below, owner(s)s represents and warrants to 
People's United Bank the person has the authority to act on behalf of the business with respect to the account. I 

By .signing this signature card 1/we agree that //we have received a copy of the Business Deposit Account Contract, Business Schedule of Deposit Account Charges and Business Account Schedule of Interest 
I 

anc,-agree to the tem1s and conditions contained therein as they may be modified from time to time. 1/we and will agree to waive our right to a trial by jury in any legal action, proceeding or counterclaims an'sinq 
out of or in connection w11h the account. By selecting the M$/ATM checkbox below, you authofi.ze People's United to order an ATM Card and/or MasterMoney Debit Card on your behalf for this account. • 

Signature 1 --~=~~: ,_, __ _;:,; _____ ; ____ ,::"c::":0.:_; __ 5c__ 
-~~---------- ··--·--· D M$/ATM Signature 4 ·------- . -------·---- ·····-- ----·--·· --··- ---·--------- ···----- ---- ····-· ·····-------· ----·--- . D M$/ATM 

. {l;J (~;'#~/ D M$/ATM Signature 5 D M$/ATM Signature 2 ---.-rL""f{fJ:~£~ ~ - -~d..-1·='- . ----··----·-···-- ·-----· -··--.. ~--------"-·--··· ·-- -- --- ··------· -----···-··------- .. ---------·--·-------- ·------

_ [k l i'f\ · J-!~ D Signature 6 D Signature 3 ----\: _. ~~ i-"''-', '--" , ''--'"-- -·- M$/ATM 
·- -- -- ·- -------- M$/ATM 

Name 1: Town ot..Man~tle!d Name 4: 

Relationship: Municipality Relationship TIN: 

Adctress: 008: 

4 S Eagleville Rd TIN (Certification Required): 06-6002032 
I Storrs Mansfield CT 062682574 008: 

~_n~ 2: _ Cheryl A Trahan Name 5: 

A31attonshJp: Signer TIN: Relationship TIN: 

Adrtress: 008: Address: 008: 
. 

Name 3: Amy N Meriwether Name 6: 
Re/ationShip: Sfgner TIN: Relationship TIN: 

Address: 008: Address: 008: 

Town of Mansfield CERTIFJCA TION OF TAXPAYER JDENTIFICA TION NUMBER 
Cheryl A Trahan As a duly authorized representative ot the business identified above and speaking on behalf of the business. I certify, under 

Amy N Meriwether penalties of perjury that (1) the number shown on this form is my correct taxpayer identification number and (2)(a) I am not 
Ac:count Mailing Address: subject to backup withholding for the reason checked below, or (b) I have not been notified by the !ntemat- Revenue 

SeNice(!RS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS 

I 4 S Eagleville Rd has notified me that I am no tonger subject to backup withholding, and {3) I am a US. person (incfu.ding a U.S. resident 

Storrs Mansfield CT 06268257 4 
alien). You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup 

withholding becaus~ you have tailed to reporl all interest and dividends on y~ur tax return. 
Th!? following exception condition exists on this account: I am exempt from backup withholding because I am an: (Check one if applicable): 

D Exempt Payee Non-Resident Alien 

Management- Approval: (Form W~9 is required) D (Form W~B is required) ... 
Ch'EX systems called by: ~ .<;£ . .,X.?,"""""-) ' : ('"'; // .-'<'f'~) \'$~t'~ ~~~~~-Slgna·ture : -~~:,./.?"'{,,~~-; Date: 

~ened '- Branch Last UpdatedOBI2212011{] Empfoyee Employee 12853 Branch 0000100 
2 !Title Chanoe! 

11111111 lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll flllllllllllllllllllllllllllllllll 



IN WITNESS WHEREOF, 1/we have signed these Certified Resolutions on the __ day of ____ , 20_. 

• 
SIGNING INSTRUCTIONS 

A Business Owned by Only One Person: If the Depositor is oymed by only one person, this document must be signed by the owner. In the case of 
a corporation that is owned by only one shal'eholder, this document must be signed by the president of the corporation. 

Partnership: If the Depositor is a partnership, this document must be signed by all of the general partners of the Depositor. This includes a 
business owned jointly by a husband and wife. 

• Limited Liability Company: If the Depositor is a limited liability comp·any with more than one member, this document must be signed by each of the 
members of the Depositor. If the Depositor is operated by one or more manager(s}, this document may be signed by each of the managers rather 
than the member(s). ' 

Gil Limited Liability Partnership: If the Depositor is a limited liability partnership with more than one partner,. this document must be signed by each of 
the partners of the Depositor. If the Depositor is operateO by one or more manager(s), this document may be signed by each of the managers, 
rather than the partner(s). 

s Corporation Owned by More than One Shareholder: If the Depositor is a corporation that is owned by more than one shareholder, this document 
must be signed by the president of the corporation. If the president of the corporation is also an Authorized Signer (listed above), at least one 
additional person must also sign this document. 

e Corporation Owned by One Shareholder: 'If the Depositor is a corporation that is owned by one shareholder, this document must be signed by the 
president. 

• Other Entity: If the Depositor is an entity not listed above, this document must be signed by a person or persons authorized by the governing body 
of the Depositor to do so. lf one of the persons signing this document is also an Authorized Signer (listed above), at least one additional person 
must also sign this document. 

IF ANY PERSON SIGNS THIS DOCUMENT OUTSIDE OF THE PRESENCE OF A PEOPLE'S UNITED BANK REPRESENTATIVE, 

CJ.war ·~ I A. Tra1a o 
Printed am 

of-
'le 

Signa~~ple¥u~nrw?ness 
~~L~r~;~L~.~~w~~--­
Printed Name of People's United Bank Witness 

~ Notary Acknowledgement 
(Nota/y is needed only if .form is not signed before a People's United employee) 

stat<i,ot Gn YJ d-ir4+ ) M. £ I 
~~ . )ss.: Cli/i9 ·1 e!o 

County of D / La 11d ) 
On the__;:;:}, 7 t~ay of Au 4 w;_ + , 20 t.3, before me, the undersigned, a 
Notary Public in and for saii:J State, personally appeared , 
personally known to me or proved to me on the basis of satisfactory 
evidence to be the individual whose name is subscribed to the within 
instrument and acknowledged to me that he/she executed the same in 
his/her capacity, and that by his/her signature on the instrument, the 
individual, or the person upon behalf of whom the individual acted, executed 
the instrument. 

STAMP 

,. 

PeopJe.'s United Bank B-usiness Deposit Account Certified Resolution (COM200 V6 12n009) 
Bridgeport Center* 850 Main Street* Bridgeport, CT 06604~4913 
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i 

SigatUreOf People's United Bank Witness 

. L.a.-; L Sk,ou) 
Pnnted Name of People's United Bank Witness 

Signature 

Printed Name 

Title 

"ignature of People's United Bank Witness 

Printed Name of People's United Bank Witness 

Signature 

Printed Name 

Title 

Signature of People's United Bank Witness 

Printed Name of People's United Bank Witness 

Notary Acknowledgement 
(Notary is needed only if form is not signed before a People's United employee) 

State of Gmn fC;.±ic.·uf ) j / .. · · 
--- )ss. f lcii!IS7· 1 r:.Jd 

County of 0 c· 1t1 \ ' 

On the J.] fil'-day of · ~~ , 20_Q_, before me, the undersigned, a 
Notary Public in and for sai State, personally appeared-:-:-:--:----· 
personally known to me or proved to me on the basis of satisfactory 
evidence to be the individual whose name is subscribed to the within 
instrument and acknowledged to me that he/she executed the same in 
his/her capacity, and that by his/her signature on·the instrument, the 
individual, or the person upon behalf of whom the individual acted, executed 
the instrument. 

Notary Acknowledgement 
(Notary is needed only if form is not signed before a People's United employee) 

State of ) 

)ss.: 

County of ) 

On the __ day of , 20 __ , before me, the undersigned, a 
Notary Public in and for said State, personally appeared 
personally known to me or proved to me on the basis of satisfactory 
evidence to be the individual whose name is subscribed to the within 
instrument and acknowledged to me that he/she executed the same in 
his/her capacity, and that by his/her signature on the instrument, the 
individual, or the person upon behalf of whom the individual acted, executed 
the instrument. 

STAMP 

Notary Public, State of 

Notary Acknowledgement 
(Notary is needed only if form is not signed before a People's United employee) 

State of ) 

)ss.: 
County ) 

On the ___ day of , 20_, before me, the undersigned, a 
Notary Public in and for said State, personally appeared ' 
personally known to me or proved to me on the basis of satisfactory 
evidence to be the individual whose name is subscribed to the within 
instrument and acknowledged to me that he/she executed the same in 
his/her capacity, and that by his/her signature on the instrument, the 
individual, or the person upon behalf of whom the individual acted, executed 
the instrument. 

STAMP 

Notary Public, State of 

Peoplto's United Bank Business Deposit Account Certified Resolution (COM200 V6 12/2009) 
Bridgeport Center* 850 Main Street* Bridgeport, CT 06604-4913 
Page5of5 
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Blu1nShaprro 
Accounting I Tax I Business Consulting 

June 15, 2015 

Town Council 
Town of Mansfield, Connecticut 
4 South Eagleville Road 
Storrs- Mansfield, CT 06268 

Dear Ladies and Gentlemen: 

29 South Main Street Tel 860.561.4000 
P.O. Box 272000 Fax 860.521.9241 
West Hartford, CT 06127-2000 blumshapiro.com 

We are pleased to confirm our understanding of the services we are to provide the Town of 
Mansfield, Connecticut, for the year ended June 30, 2015. We will audit the financial 
statements of the governmental activities, the business-type activities, each major fund and the 
aggregate remaining fund information, including the related notes to the financial statements, 
which collectively comprise the basic financial statements, of the Town of Mansfield, 
Connecticut, as of and for the year ended June 30, 2015. The document we submit to you will 
be in the form of a comprehensive annual financial report (CAFR) as defined by the 
Government Finance Officers Association (GFOA). 

Accounting standards generally accepted in the United States of America provide for certain 
required supplementary information (RSI), such as management's discussion and analysis 
(MD&A), to supplement the Town of Mansfield, Connecticut's basic financial statements. Such 
information, although not a part of the basic financial statements, is required by the 
Governmental Accounting Standards Board, which considers it to be an essential part of 
financial reporting for placing the basic financial statements in an appropriate operational, 
economic or historical context. As part of our engagement, we will apply certain limited 
procedures to the Town of Mansfield, Connecticut's RSI in accordance with auditing standards 
generally accepted in the United States of America. These limited procedures will consist of 
inquiries of management regarding the methods of preparing the information and comparing the 
information for consistency with management's responses to our inquiries, the basic financial 
statements and other knowledge obtained during our audit of the basic financial statements. 
We will not express an opinion or provide any assurance on the information because the limited 
procedures do not provide us with sufficient evidence to express an opinion or provide any 
assurance. The following RSI is required by accounting principles generally accepted in the 
United States of America and will be subjected to certain limited procedures, but will not be 
audited: management's discussion and analysis. 

Blum, Shapiro & Company, P.C. An independent member of Baker Tilly International 
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Town of Mansfield, Connecticut 
June 15, 2015 
Page Two 

We have also been engaged to report on supplementary information other than RSI that 
accompanies the Town of Mansfield, Connecticut's financial statements. We will subject the 
following supplementary information to the auditing procedures applied in our audit of the 
financial statements and certain additional procedures, including comparing and reconciling 
such information directly to the underlying accounting and other records used to prepare the 
financial statements or to the financial statements themselves, and other additional procedures 
in accordance with auditing standards generally accepted in the United States of America and 
will provide an opinion on it in relation to the financial statements as a whole: combining and 
individual fund financial statements and schedules, schedule of expenditures of federal awards 
and schedule of expenditures of state financial assistance. 

The following other information accompanying the financial statements will not be subjected to 
the auditing procedures applied in our audit of the financial statements, and our auditors' report 
will not provide an opinion or any assurance on that other information: introductory section and 
statistical tables. 

AUDIT OBJECTIVES 

The objective of our audit is the expression of opinions as to whether your basic financial 
statements are fairly presented, in all material respects, in conformity with accounting principles 
generally accepted in the United States of America and to report on the fairness of the 
supplementary information referred to ir\ the third paragraph when considered in relation to the 
financial statements as a whole. The objective also includes reporting on: 

• Internal control related to the financial statements and compliance with the provisions of 
laws, regulations, contracts· and grant agreements, noncompliance with which could 
have a material effect on the financial statements in accordance with Government 
Auditing Standards. 

• Internal control related to major programs and an opinion (or disclaimer of opinion) on 
compliance with laws, regulations and the provisions of contracts or grant agreements 
that could have a direct and material effect on each major program in accordance with 
the Single Audit Act Amendments of 1996; OMB Circular A-133, Audits of States, Local 
Governments, and Non-Profit Organizations; and the Connecticut State Single Audit Act. 

The reports on internal control and compliance will each include a paragraph that states that the 
purpose of the report is solely to describe 1) the scope of testing of internal control over financial 
reporting and compliance and the result of that testing and not to provide an opinion on the 
effectiveness of internal control over financial reporting or on compliance, 2) the scope of testing 
internal control over compliance for major programs and major program compliance and the 
result of that testing and to provide an opinion on compliance but not to provide an opinion on 
the effectiveness of internal control over compliance, and 3) that the report is an integral part of 
an audit performed in accordance with Government Auditing Standards in considering internal 
control over financial reporting and compliance and OMB Circular A-133/the Connecticut State 
Single Audit Act in considering internal control over compliance and major program compliance. 
The paragraph will also state that the report is not suitable for any other purpose. 
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Town of Mansfield, Connecticut 
June 15, 2015 
Page Three 

Our audit will be conducted in accordance with auditing standards generally accepted in the 
United States of America; the standards for financial audits contained in Government Auditing 
Standards, issued by the Comptroller General of the United States; the Single Audit Act 
Amendments of 1996 and the provisions of OMB Circular A-133, Audits of States, Local 
Governments and Non-Profit Organizations; and the Connecticut State Single Audit Act and will 
include tests of accounting records, a determination of major program(s) in accordance with 
OMB Circular A-133 and the Connecticut State Single Audit Act and other procedures we 
consider necessary to enable us to express such opinions and to render the required reports. 
We cannot provide assurance that unmodified opinions will be expressed. Circumstances may 
arise in which it is necessary for us to modify our opinions or add emphasis-of-matter or other­
matter paragraphs. If our opinions on the financial statements or the Single Audit compliance 
opinions are other than unmodified, we will discuss the reasons with you in advance. If, for any 
reason, we are unable to complete the audit or are unable to form or have not formed opinions, 
we may decline to express opinions or to issue a report as a result of this engagement. 

MANAGEMENT'S RESPONSIBILITIES 

Management is responsible for the basic financial statements, the schedule of expenditures of 
federal awards, the schedule of state financial assistance, and all accompanying information, as 
well as all representations contained therein. Management is also responsible for identifying 
government award programs and understanding and complying with the compliance 
requirements, and for preparation of the schedule of expenditures of federal awards in 
accordance with the requirements of OMB Circular A-133 and for the preparation of the 
schedule of expenditures of state financial assistance in accordance with the Connecticut State 
Single Audit Act. As part of this engagem·ent, we will assist management in assembling a draft 
of your financial statements (including required supplementary information and supplementary 
information), schedule of expenditures of federal awards, schedule of expenditures of state 
financial assistance and related notes based on the Town of Mansfield, Connecticut's 
underlying financial records. In addition, we may propose standard, adjusting or correcting 
journal entries to the Town of Mansfield, Connecticut's financial statements for management's 
approval. Management is responsible for making all management decisions and performing all 
management functions relating to the financial statements, schedule of expenditures of federal 
awards, schedule of expenditures of state financial assistance and related notes and for 
accepting full responsibility for such decisions: Management will be required to acknowledge in 
the written management representation letter our assistance with preparation of the financial 
statements, schedule of expenditures of federal awards, schedule of expenditures of state 
financial assistance and related notes and that management has reviewed and approved the 
financial statements, schedule of expenditures of federal awards, schedule of expenditures of 
state financial assistance and related notes prior to their issuance and has accepted 
responsibility for them. Management agrees to assume all management responsibilities for any 
nonaudit services we provide; oversee the services by designating an individual, preferably from 
senior management, who possesses suitable skill, knowledge or experience; evaluate the 
adequacy and results of the services; and accept responsibility for them. 
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Town of Mansfield, Connecticut 
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Management is responsible for establishing and maintaining effective internal controls, including 
internal controls over compliance, and for evaluating and monitoring ongoing activities to help 
ensure that appropriate goals and objectives are met and that there is reasonable assurance 
that government programs are administered in compliance with compliance requirements. 
Management is also responsible for the selection and application of accounting principles; for 
the preparation and fair presentation of the financial statements in conformity with accounting 
principles generally accepted in the United States of America; and for compliance with 
applicable laws and regulations and the provisions of contracts and grant agreements. 
Although we may advise management about appropriate accounting principles and their 
application, the responsibility for the financial statements remains with management. 

Management is also responsible for making all financial records and related information 
available to us, and for ensuring that management is reliable and financial information is reliable 
and properly recorded. Management is also responsible for providing us with 1) access to all 
information of which you are aware that is relevant to the preparation and fair presentation of 
the financial statements, 2) additional information that we may request for the purpose of the 
audit, and 3) unrestricted access to persons within the government from whom we determine it 
necessary to obtain audit evidence. 

Management's responsibilities also include identifying any significant vendor relationships in 
which the vendor has responsibility for program compliance and for the accuracy and 
completeness of the information. Management's responsibilities include adjusting the financial 
statements to correct material misstatements and confirming to us in the written management 
representation l.etter that the effects of any uncorrected misstatements aggregated by us during 
the current engagement and pertaining to the latest period presented are immaterial, both 
individually and in the aggregate, to the financial statements taken as a whole. 

Management is responsible for the design and implementation of programs and controls to 
prevent and detect fraud and for informing us about all known or suspected fraud or illegal acts 
affecting the government and involving 1) management, 2) employees who have significant 
roles in internal control and 3) others where the fraud or illegal acts could have a material effect 
on the financial statements. Management's responsibilities include informing us of its 
knowledge of any allegations or suspicions of fraud affecting the government. This includes 
communications received from employees, former employees, grantors, regulators or others. In 
addition, management is responsible for ensuring that the entity complies with applicable laws, 
regulations, contracts, agreements and grants. Additionally, as required by OMB Circular A-133 
and the Connecticut State Single Audit Act, it is management's responsibility to follow up and 
take corrective action on reported audit findings and to prepare a summary schedule of prior 
audit findings and a corrective action plan. · 
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Management is responsible for preparation of the schedule of expenditures of federal awards in 
conformity with OMB Circular A-133 and for the preparation of the schedule of expenditures of 
state financial assistance in accordance with the Connecticut State Single Audit Act. 
Management agrees to include our report on the schedule of expenditures of federal awards 
and the schedule of expenditures of state financial assistance in any document that contains 
and indicates that we have reported on the schedule of expenditures of federal awards or the 
schedule of expenditures of state financial assistance. Management also agrees to make the 
audited financial statements readily available to intended users of the schedule of expenditures 
of federal awards and the schedule of expenditures of state financial assistance no later than 
the date the schedule of expenditures of federal awards and the schedule of expenditures of 
state financial assistance are issued with our report thereon. Management's responsibilities 
include acknowledging to us in the written management representation letter that 1) 
management is responsible for presentation of the schedule of expenditures of federal awards 
in accordance with OMB Circular A-133 and the presentation of the schedule of expenditures of 
state financial assistance in accordance with the Connecticut State Single Audit Act; 2) 
management believes the schedule of expenditures of federal awards, including its form and 
content, is fairly presented in accordance with OMB Circular A-133; 3) management believes 
the schedule of expenditures of state financial assistance, including its form and content, is fairly 
presented in accordance with the Connecticut State Single Audit Act; 4) the methods of 
measurement or presentation have not changed from those used in the prior period (or, if they 
have changed, the reasons for such changes); and 5) management has disclosed to us any 
significant assumptions or interpretations underlying the measurement or presentation of the 
schedule of expenditures of federal awards and the schedule of expenditures of state financial 
assistance. 

Management is also responsible for the preparation of the other supplementary information, 
which we have been engaged to report on, in conformity with accounting principles generally 
accepted in the United States of America. Management agrees to include our report on the 
supplementary information in any document that contains and indicates that we have reported 
on the supplementary information. Management also agrees to make the audited financial 
statements readily available to users of the supplementary information no later than the date the 
supplementary information is issued with our report thereon. Management's responsibilities 
include acknowledging to us in the written management representation letter that 
1) management is responsible for presentation of the supplementary information in accordance 
with accounting principles generally accepted in the United States of America; 2) management 
believes the supplementary information, including its form and content, is fairly presented in 
accordance with accounting principles generally accepted in the United States of America; 
3) the methods of measurement or presentation have not changed from those used in the prior 
period (or, if they have changed, the reasons for such changes); and 4) management has 
disclosed to us any significant assumptions or interpretations underlying the measurement or 
presentation of the supplementary information. 
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Management is responsible for establishing and maintaining a process for tracking the status of 
audit findings and recommendations. Management is also responsible for identifying for us 
previous financial audits, attestation engagements, performance audits or other studies related 
to the objectives discussed in the Audit Objectives section of this letter. This responsibility 
includes relaying to us corrective actions taken to address significant findings and 
recommendations resulting from those audits, attestation engagements, performance audits or 
other studies. Management is also responsible for providing management's views on our 
current findings, conclusions and recommendations, as well as the planned corrective actions, 
for the report, and for the timing and format for providing that information. 

With regard to the electronic dissemination of audited financial statements, including financial 
statements published electronically on the Internet, you understand-that electronic sites are a 
means to distribute information. Therefore, we are not required to read the information 
contained on any website or to consider the consistency of the financial statements with other 
information. 

AUDIT PROCEDURES - GENERAL 

An audit includes examining, on a test basis, evidence supporting the amounts and disclosures 
in the financial statements. Therefore, our audit will involve judgment about the number of 
transactions to be examined and the areas to be tested. An audit also includes evaluating the 
appropriateness of accounting policies used and the reasonableness of significant accounting 
estimates made by management, as well as evaluating the overall presentation of the financial 
statements. We will plan and perform the audit to obtain reasonable rather than absolute 
assurance about whether the financial statements are free of material misstatement, whether 
from 1) errors, 2) fraudulent financial reporting, 3) misappropriation of assets or 4) violations of 
laws or governmental regulations that are attributable to the entity or to acts by management or 
employees acting on behalf of the entity. Because the determination of abuse is subjective, 
Government Auditing Standards do not expect auditors to provide reasonable assurance of 
detecting abuse. 

An audit is designed to provide reasonable, but not absolute, assurance. Because of the 
inherent limitations of an audit, combined with the inherent limitations of internal control, and 
because we will not perform a detailed examination of .all transactions, there is a risk that 
material misstatements or noncompliance may exist and not be detected by us, even though the 
audit is properly planned and performed in accordance with auditing standards generally 
accepted in the United States of America and Government Auditing Standards. In addition, an 
audit is not designed to detect immaterial misstatements or violations of laws or governmental 
regulations that do not have a direct and material effect on the financial statements or major 
programs. However, we will inform the appropriate level of management of any material errors 
or any fraudulent financial reporting or misappropriation of assets that come to our attention. 
We will also inform the appropriate level of management of any violations of laws or 
governmental regulations that come to our attention, unless clearly inconsequential, and of any 
material abuse that comes to our attention. We will include such matters in the reports required 
for a Single Audit. Our responsibility as auditors is limited to the period covered by our audit 
and does not extend to any other periods. 
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Our procedures will include tests of documentary evidence supporting the transactions recorded 
in the accounts and may include direct confirmation of receivables and certain other assets and 
liabilities by correspondence with selected individuals, funding sources, creditors and financial 
institutions. We will request written representations from your attorneys as part of the 
engagement, and they may bill you for responding to our inquiries. At the conclusion of our 
audit, we will require certain written representations from management about the financial 
statements and related matters. We will rely upon such representations, and the Town of 
Mansfield, Connecticut, will indemnify and hold us harmless from any liability, damages, and 
legal or other costs we might sustain in the event such written management representations are 
inaccurate or incomplete. 

AUDIT PROCEDURES - INTERNAL CONTROL 

Our audit will include obtaining an understanding of the entity and its environment, including 
internal control, sufficient to assess the risks of material misstatement of the financial 
statements and to design the nature, timing and extent of further audit procedures. Tests of 
controls may be performed to test the effectiveness of certain controls that we consider relevant 
to preventing and detecting errors and fraud that are material to the financial statements and to 
preventing and detecting misstatements resulting from illegal acts and other noncompliance 
matters that have a direct and material effect on the financial· statements. Our tests, if 
performed, will be less in scope than would be necessary to render an opinion on internal 
control, and, accordingly, no opinion will be expressed in our report on internal control issued 
pursuant to Government Auditing Standards. 

As required by OMB Circular A-133 and the Connecticut State Single Audit Act, we will perform 
tests of controls over compliance to evaluate the effectiveness of the design and operation of 
controls that we consider relevant to preventing or detecting material noncompliance with 
compliance requirements applicable to each major federal and state award program. However, 
our tests will be less in scope than would be necessary to render an opinion on those controls, 
and, accordingly, no opinion will be expressed in our report on internal control issued pursuant 
to OMB Circular A-133 and the Connecticut State Single Audit Act. 

An audit is not designed to provide assurance on internal control or to identify significant 
deficiencies or material weaknesses. However, during the audit, we ·will communicate to 
management and those charged with governance internal control related matters that are 
required to be communicated under American Institute of Certified Public Accountants (AICPA) 
professional standards, Government Auditing Standards, OMB Circular A-133 and the 
Connecticut State Single Audit Act. 

AUDIT PROCEDURES - COMPLIANCE 

As part of obtaining reasonable assurance about whether the financial statements are free of 
material misstatement, we will perforrn tests of the Town of Mansfield, Connecticut's compliance 
with provisions of applicable laws, regulations, contracts and agreements, including grant 
agreements. However, the objective of those procedures will not be to provide an opinion on 
overall compliance, and we will not express such an opinion in our report on co·mpliance issued 
pursuant to Government Auditing Standards. 
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OMB Circular A-133 and the Connecticut State Single Audit Act require that we also plan and 
perform the audit to obtain reasonable assurance about whether the auditee has complied with 
applicable laws and regulations and the provisions of contracts and grant agreements 
applicable to major programs. Our procedures will consist of tests of transactions and other 
applicable procedures described in the OMB Circular A-133 Compliance Supplement and the 
Connecticut State Compliance Supplement for the types of compliance requirements that could 
have a direct and material effect on each of the Town of Mansfield, Connecticut's major 
programs. The purpose of these procedures will be to express an opinion· on the Town of 
Mansfield, Connecticut's compliance with requirements applicable to each of its major programs 
in our reports on compliance issued pursuant to OMB Circular A-133 and the Connecticut State 
Single Audit Act. 

ED001 

Pursuant to Section 10-227 of the Connecticut General Statutes, we will perform agreed-upon 
procedures as described in the Connecticut State Department of Education's Review package, 
which are agreed to by the State Department of Education (SDE) and the Town of Mansfield, 
Connecticut's Board of Education, solely to assist SDE in evaluating certain school year grant 
data as printed on SDE's internet application in connection with education reimbursement 
claims submitted by the Town of Mansfield, Connecticut's Board of Education. 

CONFLICT OF INTERESTS 

In the unlikely event that circumstances occur which we, in our sole discretion, believe could 
create a conflict with the ethical standards of our firm or the ethical standards of our profession 
in continuing our engagement, we may suspend our services until a satisfactory resolution can 
be achieved, or we may resign from the engagement without issuing a report. We will notify 
management of such conflicts as soon as practicable and will discuss with management any 
possible means of resolving them prior to suspending our services. 

AUDIT ADMINISTRATION 

Vanessa E. Rossitto is the engagement partner and is responsible for supervising this 
engagement and signing the audit reports. 

We will contact management about scheduling mutually acceptable dates to commence the field 
work for this engagement at your entity's offices. Management will supply all supporting 
documentation to the financial statements and all information requested to conduct audit 
procedures. The supporting documentation and information will include the items listed in the 
attached schedule according to the dates indicated. All entity records remain the property of the 
Town of Mansfield, Connecticut. All original records and documents provided to us will be 
returned to the entity. It is management's responsibility to maintain and preserve these records. 
The entity's records are provided to us only as needed to complete our engagement. Our 
records and files are our property and are not a substitute for the entity's records. 
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Our scheduling is based on the completion of your closing and adjusting process prior to our 
arrival to begin field work. In addition, all requested documentation noted above should be 
substantially completed prior to our commencement of the field work. Due to staff availability, 
delays in rendering services may occur if your closing and adjusting process is delayed or 
requested documentation is not provided in a timely manner. Although we will work with 
management to coordinate the completion of our work, please realize that any such delays may 
also delay the completion and delivery of our audit reports. We will not be responsible for the 
entity's failure to meet regulatory and other deadlines as a result of management failing to 
provide information in a timely manner or for any resulting penalties, interest or other damages 
that may be incurred. 

At the conclusion of the engagement, we will complete the appropriate sections of the Data 
Collection Form that summarizes our audit findings. It is management's responsibility to submit 
the reporting package (including financial statements, schedule of expenditures of federal 
awards, summary schedule of prior audit findings, auditors' reports and corrective action plan) 
along with the Data Collection Form to the federal audit clearinghouse. We will coordinate with 
you the electronic submission and certification. If applicable, we will provide copies of our report 
for you to include with the reporting package you will submit to pass-through entities. The Data 
Collection Form and the federal reporting package must be submitted within the earlier of 30 
days after receipt of the auditor's reports or nine months after the end of the audit period, unless 
a longer period is agreed to in advance by the cognizant or oversight agency for audits. 

We will make the required submissions to the Connecticut State Office of Policy and 
Management and the Connecticut State Department of Education. 

The audit documentation for this engagement is the property of Blum, Shapiro & Company, 
P.C., and constitutes confidential information. However, pursuant to authority given by law or 
regulation, we may be requested to make certain audit documentation available to federal 
and/or state funding agencies or their designee or the U.S. Government Accountability Office for 
purposes of a quality review of the audit, to resolve audit findings or to carry out oversight 
responsibilities. We will notify management of any such request. If requested, access to such 
audit documentation will be provided under the supervision of Blum, Shapiro & Company, P.C., 
personnel. Furthermore, upon request, we may provide copies of selected audit documentation 
to the aforementioned parties. These parties may intend, or decide, to distribute the copies or 
information contained therein to others, including other government agencies. Management 
acknowledges that we cannot and do not control the actions or decisions of these 
aforementioned parties. 
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In the interest of facilitating our services to the Town of Mansfield, Connecticut, we may 
communicate by use of electronic devices, send data over the Internet or allow access through 
secured portals. Electronic data that management considers confidential may be transmitted or 
stored using these methods. In using these data communication and storage methods, our firm 
employs measures designed to maintain security. We use reasonable efforts to keep such 
communications and data access secure in accordance with our obligations under applicable 
laws and professional standards. Management recognizes and accepts that we have no control 
over the unauthorized interception or breach of any communications or data once they have 
been sent or have been subject to unauthorized access, notwithstanding all reasonable security 
measures employed by us. Management consents to our use of these electronic devices and 
applications during this engagement. In particular, the Town of Mansfield, Connecticut's 
financial statements, federal single audit report and state single audit report are required to be 
submitted electronically and are publicly available through the State of Connecticut's and the 
Federal Audit Clearinghouse's websites. Therefore, these statements will be sent without 
password protection to facilitate their filing. 

The audit documentation for this engagement will be retained for a minimum of five years after 
the report release or for any additional period requested by the cognizant agency for the Town 
of Mansfield, Connecticut. If we are aware that a federal awarding agency, state awarding 
agency, pass-through entity or auditee is contesting an audit finding, we will contact the 
party(ies) contesting the audit finding for guidance prior to destroying the audit documentation. 

We participate in the AICPA's peer review program covering our audit and accounting practices. 
Under this program, our system of quality control is subjected to a peer review by a team of 
certified public accountants approved by the administering entity. As part of this peer review, 
the team will review a sample of our work. It is possible that the work we perform for the entity 
may be selected for review. If it is, the reviewers are bound by professional standards to keep 
all information confidential. 

Government Auditing Standards require that we provide you with a copy of our most recent 
external peer review report and any letter of comment, and any subsequent peer review reports 
and letters of comment received during the period of the contract. Our 2013 peer review report 
accompanies this letter. 

FEE ARRANGEMENT 

Our professional fees for the services outlined above will be $46,300. Our fees for these 
services are not contingent on results of the engagement. Our fee assumes the work required 
to complete the engagement is comparable in amount and complexity to prior years, and that 
requested information is furnished to us in an appropriate format and within a mutually 
acceptable time period. If the current year is not comparable, or the information we receive is 
not adequate or timely, our fee will be adjusted accordingly. The adjustment will reflect the 
additional time and complexity of any new issues. 
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Our professional fees will be billed as our work progresses. Payment is due within 30 days of 
our invoice date. In the event that payment is not received when due, you will be assessed 
interest charges of 1% per month on the unpaid balance. We reserve the right to suspend or 
terminate our work due to nonpayment. In the event that our work is terminated or suspended 
as a result of nonpayment, you agree that we will not be responsible for your failure to meet 
governmental and other filing or reporting deadlines, or for penalties or interest that may be 
assessed against you resulting from your failure to meet deadlines or for any other damages 
(including but not limited to consequential, indirect, lost profits or punitive damages) incurred as 
a result of the suspension or termination of our services. If we elect to terminate our services 
for nonpayment, the Town of Mansfield, Connecticut, will be obligated to compensate us for all 
time expended and to reimburse us for all out-of-pocket expenses through the date of 
termination. In the unlikely event that we should incur-costs to collect our fee, you agree to 
reimburse us for such costs, including reasonable attorney fees. 

OTHER 

All information you provide to us in connection with this engagement will be maintained by us on 
a strictly confidential basis. Should we be served with a summons, subpoena or subpoena 
duces tecum (a subpoena requiring that we produce documents related to this engagement) 
(collectively, subpoenas), the Town of Mansfield, Connecticut, agrees it will be responsible to 
pay us for the time our personnel are required to spend in preparing documents for production, 
preparing to testify and testifying in any deposition, trial or arbitration proceeding and to pay any 
costs, including reasonable attorney fees, that we incur in complying with such subpoenas. We 
agree to notify management of receipt of any subpoenas, unless we are prohibited by law from 
doing so. Assuming the tim·e for compliance permits, we will avoid incurring any costs or 
expenses before notifying management of our receipt of and obligation to comply with any 
subpoenas. Management may, within the time permitted for us to respond to any request, 
initiate such legal action as it deems appropriate to protect information from discovery. If 
management takes no action within the time period permitted for us to respond, or if 
management's action does not result in a judicial order protecting the requested information, we 
may construe management's inaction or failure as consent to comply with the request. 

If a dispute arises out of or relates to this engagement letter, and if the dispute cannot be settled 
through negotiation, the parties agree first to try in good faith to settle any dispute by mediation 
pursuant to the guidelines established by the American Arbitration Association under its 
Professional Accounting and Related Services Dispute Resolution Rules before resorting to 
some other dispute-resolution procedure. In addition, both parties will, in good faith, agree upon 
the selection of a neutral mediator. The costs of any mediation proceedings shall be shared 
equally by all parties._ 

We agree that the courts of the State of Connecticut shall have jurisdiction over the parties and 
any disputes arising from or in the context of this engagement, and you agree to submit all 
disputes to the courts of Connecticut. We also agree that the law of the State of Connecticut 
shall govern all disputes without reference to choice of law principles or rules. 
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Both parties may agree that we perform additional services not contemplated by this 
engagement letter. If this occurs, we will communicate with you regarding the scope and 
estimated cost of these additional services. Engagements for additional services may require 
that we issue a separate engagement letter to reflect the obligations of the parties. In the 
absence of any other written communications from us documenting such additional services, 
our services will be governed by the terms of this engagement letter. 

This engagement letter embodies the entire agreement regarding the services to be rendered 
by our firm to the Town of Mansfield, Connecticut. In the event that any portion of this 
engagement letter is deemed invalid or unenforceable, said finding shall not operate to 
invalidate the remainder of this engagement letter. 

We appreciate your confidence in retaining us as your independent auditors and believe this 
letter accurately summarizes the significant terms of our engagement. 

Please indicate your agreement to these arrangements by signing the attached copy of 
this letter and returning it to us. 

Sincerely, 

Blum, Shapiro & Company, P.C. 

The above terms and the services described in the foregoing letter are in accordance with our 
requirements and are hereby agreed to. 

Date Signature Title 
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American Institute of 
Certified Public Accountants 

Mississippi Society of 
Certified Public Accountanrs 

An Independent Member of 
CPA A~sociarcs lmemariona!. Inc_, 
A Worldwide- Assod:uion of Accounting Firms 

To the Shareholders of 

EUBANK BETTS 
Eubank, Betts, Him, Wood, PLLC 

A Pr.,feslil>n;>.! Limited Uability Comp:my 
CERTIFIED I"UBUC ACCOUNTANTS 

SYSTEM REVIEW REPORT 

Blum, Shapiro & Company, P. C. 
and the National Peer Review Committee 

3820 [~55 Nonh, Suire lOO 
Jackson, MS .3921! 

Post Office Box 16090 
Jackson, MS 39236-6090 

Phon~: 60 I -98'7 -4300 
Fnx: 60l-987-43l4 

www.cubankbetrs.com 

September 27, 2013 

We have reviewed the system of quality control for the accounting and auditing practice 
of Blum, Shapiro & Company, P. C. (the firm) in effect for the year ended May 31, 2013. 
Our peer review was conducted~in accordance with the Standards for Performing and 
Reporting on Peer Reviews established by the Peer Review Board of the American 
Institute of Certified Public Accountants. As a part of our peer review, we considered 
reviews by regulatory entities, if applicable, in determining the nature and extent of our 
procedures. The firm is responsible for designing a system of quality control and 
complying with it to provide the firm with reasonable assurance of performing and 
reporting in conformity with applicable professional standards in all material respects. 
Our responsibility is to express an opinion on the design of the system of quality control 
and the firm's compliance therewith based on our review. The nature, objectives, scope, 
limitations of, and the procedures performed in a System Review are described in the 
standards at www.aicpa.org/prsummary. 

As required by the standards, engagements selected for review included engagements 
performed under Government Auditing Standards and audits of employee benefit plans. 

In our opinion, the system of quality control for the accounting and auditing practice of 
Blum, Shapiro & Company, P. C. in effect for the year ended May 31, 2013, has been 
suitably designed and complied with to provide the firm with reasonable assurance of 
performing and reporting in conformity with applicable professional standards in all 
material respects. Firms can receive a rating of pass, pass with deficiency(ies) or fail. 
Blum, Shapiro & Company, P. C. has received a peer review rating of pass. 

~~~~~~~.wn-J 
EUBANK, BETTS, HIRN, WOOD, PLLC 
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General Information: 

1) Pension and OPEB Documents 

Town of Mansfield 
2015 Audit Request List 

A) Copies of the plan document and any updates 
B) GASB 25 and 27 Information 
C) GASB 43 and 45 information 

2) Updated Union Agreements 
A) Town Union Agreements 
B) Board of Education Union Agreements 
C) Any Other Union Agreements 

3) Pre-Close data download 
A) All funds balance sheet summary 
B) All funds balance sheet detail 
C) All funds income statement summary 
D) All funds income statement detail 

4) Management Representation letter 
A) Draft to be provided near the completion of field work 

5) Control process write-up's 
A) Updates for all control process memo's 
B) Copies of any newly approved or modified policies effective by 6/30/2015 

Finance Department: 

1) Financial Statement Schedules 
A) Letter of Transmittal 
B) Management's Discussion and Analysis 
C) Tax Collectors Report 
D) Statistical Tables 
E) RSI-1 expenditure budget schedule 
F) RSI-2 revenue budget schedule 

2) Notes to the financial statements 
A) Overlapping debt footnote 
B) Schedule of Bond Principal and Interest Payments 
C) Changes in Long-Term Debt 
D) Cash and Cash Equivalents 
E) Pension footnote 
F) Capital asset footnote 
G) OPEB footnote 
H) Authorized I Unissued debt footnote 
I) Bond anticipation note footnote - If Necessary 
J) Risk management footnote 

3) Other financial statements items 
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Requested 

By Date: 

7/7/2015 
W/A 
W/A 

7/7/2015 
7/7/2015 
7/7/2015 

7/7/2015 
7/7/2015 
7/7/2015 
7/7/2015 

TBD 

7/7/2015 
7/7/2015 

11/17/2015 
11117/2015 
10/6/2015 
11/17/2015 
10/6/2015 
11/17/2015 

10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 



A) Detail listing of encumbrances, if any 
B) Schedule of interfund payables /receivables 
C) Schedule of interfund transfers 
D) Cash summary 

4) GASB 34 
A) Capital Asset Schedule 
B) Depreciation expense and accumulated depreciation schedule 
C) Detail capital asset print outs 
D) Reconciliation of capital outlay to capital asset additions 
E) Allowance calculation for receivables 
F) Calculation of interest receivable on property taxes at 6/30/2015 
G) Compensated absences detail, and summary by function 
H) Copies of all lease agreements, capital and operating 
I) Summary of 0/S debt by type and year 

5) Fund Analysis 
A) Closed trial balances, for all funds (electronic) 
B) Detail balance sheet and income statement files (electronic) 

6) Other Items 
A) Schedule of assistance of state and federal awards 
B) CAFR Comments 
C) Reconciliation of assessor's abstract to the tax collector's rate book 
D) Copy of 2013 rate bill and tax warrant 
E) Provide a list of all federal grants with expenses above $300,000 

and state grants with expenses above $100,000 
F) Provide copies of any correspondence from funding sources 

G) Provide copies of any audit reports issued by funding source on the Town 

H) Provide copies of any audit reports issued on sub recipients ofT own 
state or federal grant awards 

I) Copies of all bank statements for 6/30/2015 
J) Copies of all summary investment statements showing YTD activity for 

6/30/2015 

Board of Education: 

1) Board of Education 
A) General fund expenditure detail 
B) Copies of ED001, ED006S, ED141 's, SEDAC-G etc. -Printed on Same Day 
C) ED001 supporting schedules 
D) Bank statements and reconciliations for all accounts at June 30, 2015 
E) Copies of any correspondence from the SDE re: the ED001 
F) Student activities fund trial balance and detail 

W/A When available 
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10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 

10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 

10/6/2015 
10/6/2015 

10/6/2015 
W/A 

717/2015 
7/7/2015 

7/7/2015 and 
10/6/2015 

7/7/2015 and 
10/6/2015 

7/7/2015 and 
10/6/2015 

7/7/2015 and 
10/6/2015 
10/6/2015 
10/6/2015 

10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 
10/6/2015 



Regional School District 19 
2015 Audit Request List 

General Information: 

1) Pension and OPEB Documents 
A) Copies of the plan document and any updates 
B) GASB 43 and 45 information 

2) Updated Union Agreements 

3) Pre-Close data download 
A) All funds balance sheet summary 
B) All funds balance sheet detail 
C) All funds income statement summary 
D) All funds income statement detail 

4) Management Representation letter 
A) Draft to be provided near the completion of field work 

5) Control process write-up's 
A) Updates for all control process memo's 
B) Copies of any newly approved or modified policies effective by 613012015 

Finance Department: 

1) Financial Statement Schedules 
A) Letter of Transmittal 
B) Management's Discussion and Analysis 
C) Statistical Tables 
D) RSI-1 expenditure budget schedule 
E) RSI-2 revenue budget schedule 

2) Notes to the financial statements 
A) Contingent liability footnote 
B) Schedule of Bond Principal and Interest Payments 
C) Changes in Long-Term Debt 
D) Cash and Cash Equivalents 
E) Pension footnote 
F) Capital asset footnote 
G) OPEB footnote 
H) Authorized I Unissued debt footnote - If Necessary 
I) Bond anticipation note footnote - If Necessary 
J) Risk management footnote 

3) Other financial statements items 
A) Detail listing of encumbrances, if any 
B) Schedule of interfund payables I receivables 
C) Schedule of interfund transfers 
D) Cash summary 

4) GASB 34 
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Requested 

By Date: 

71712015 
812512015 

71712015 

71712015 
71712015 
71712015 
71712015 

1011312015 

71712015 
71712015 

913012015 
913012015 
812512015 
812512015 
812512015 

812512015 
812512015 
812512015 
812512015 
812512015 
812512015 
812512015 
812512015 
812512015 
812512015 

812512015 
812512015 
812512015 
812512015 



A) Capital Asset Schedule 
B) Depreciation expense and accumulated depreciation schedule 
C) Detail capital asset print outs 
D) Reconciliation of capital outlay to capital asset additions 
E) Allowance calculation for receivables 
F) Compensated absences detail, and summary by function 
G) Copies of all lease agreements, capital and operating 
H) Summary of 0/S debt by type and year 

5) Fund Analysis 
A) Closed trial balances, for all funds (electronic) 
B) Detail balance sheet and income statement files (electronic) 

6) Other Items 
A) Schedule of assistance of state and federal awards 
B) CAFR Comments 
C) Provide a list of all federal grants with expenses above $300,000 

and state grants with expenses above $100,000 
D) Provide copies of any correspondence from funding sources 

E) Provide copies of any audit reports issued by funding source on the Region 

F) Provide copies of any audit reports issued on sub recipients of Region 
state or federal grant awards 

G) Copies of all bank statements for 6/3012015 
H) Copies of all summary investment statements showing YTD activity for 

6/30/2015 

Board of Education: 

1) Board of Education 
A) General fund expenditure detail 
B) Copies of ED001, ED006S, ED141's, SEDAC-G etc.- Printed on Same Day 
C) ED001 supporting schedules 
D) Bank statements and reconciliations for all accounts at June 30, 2015 
E) Copies of any correspondence from the SDE re: the ED001 
F) Student activities fund trial balance and detail 
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8/2512015 
812512015 
812512015 
8/2512015 
8/25/2015 
8125/2015 
8125/2015 
812512015 

811512015 
8/1512015 

8125/2015 
7/8/2015 

71712015 and 
812512015 

71712015 and 
812512015 

71712015 and 
8/2512015 

71712015 and 
8/2512015 
8/2512015 
8/25/2015 

91112015 
91112015 
911/2015 

8125/2015 
1011512015 
812512015 



Eastern Highlands Health District 
2015 Audit Request List 

General Information: 

1) Updated Union Agreements 

2) Pre-Close data download 
A) All funds balance sheet summary 
B) All funds balance sheet detail 
C) All funds income statement summary 
D) All funds income statement detail 

3) Management Representation letter 
A) Draft to be provided near the completion of field work 

4) Control process write-up's 
A) Updates for all control process memo's 
B) Copies of any newly approved or modified policies effective by 6/30/2015 

Finance Department: 

1) Financial Statement Schedules 
A) Expenditure budget schedule - Exhibit V 
B) Revenue budget schedule - Exhibit V 

2) Notes to the financial statements 
A) Contingent liability footnote 
B) Changes in Long-Term Debt 
C) Cash and Cash Equivalents 
D) Related Party transaction footnote 
E) Capital asset footnote 
F) Risk management footnote 

3) Other financial statements items 
A) Detail listing of encumbrances, if any 
B) Schedule of interfund payables I receivables 
C) Schedule of interfund transfers 
D) Cash summary 

4) GASB 34 
A) Capital Asset Schedule 
B) Depreciation expense and accumulated depreciation schedule 
C) Detail capital asset print outs 

. D) Reconciliation of capital outlay to capital asset additions 
E) Compensated absences detail, and summary by function 
F) Copies of all lease agreements, capital and operating 

5) Fund Analysis 
A) Closed trial balances, for all funds (electronic) 
B) Detail balance sheet and income statement files (electronic) 
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Requested 
By Date: 

7/7/2015 

7/7/2015 
7/7/2015 
7/7/2015 
7/7/2015 

TBD 

7/7/2015 
717/2015 

8/25/2015 
8/25/2015 

8/25/2015 
8/25/2015 
8/25/2015 
8/25/2015 
8/25/2015 
8/25/2015 

8/25/2015 
8/25/2015 
8/25/2015 
8/25/2015 

8/25/2015 
8/25/2015 
8/25/2015 
8/25/2015 
8/25/2015 
8/25/2015 

8/22/2015 
8/22/2015 



6) Other Items 
A) Schedule of assistance of state and federal awards 
B) Provide a list of all federal grants with expenses above $300,000 

and state grants with expenses above $100,000 
C) Provide copies of any correspondence from funding sources 

D) Provide copies of any audit reports issued by funding source on the Health 
District 

E) Provide copies of any audit reports issued on sub recipients of Health District 
state or federal grant awards 

F) Copies of all bank statements for 613012015 
G) Copies of all summary investment statements showing YTD activity for 

6/3012015 
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812512015 
71712015 and 

8/2512015 
717/2015 and 

8125/2015 
71712015 and 

812512015 
71712015 and 

812512015 
812512015 
8/2512015 



O'MALLEY, DENEEN, LEARY, MESSINA & OSWECKI 

WILL1AM C. LEARY 
Of Counsel 

VINCENTW. OSWECK!, JR. 
MICHAEL P. DENEEN 
KEVIN M. DENEEN 
RICHARD A. VASSALLO 
JAMES P. WElSH 

ATTORNEYS AT LAW 

20MAPLEAVENUE 
P. 0. BOX504 

WINDSOR, CONNECITCUT 06095 

TELEPHONE (860) 688-8505 
FAX (860) 688-4783 

Matthew W. Hart, Town Manager 
Town of Mansfield 
4 South Eagleville Road 
Mansfield, Connecticut 06268-2599 

Re: Ordinance 7 6-4 Purchasing 

Dear Matt: 

June 16, 2014 

THOMAS J. O'MAllEY (m) 

DONAlD J. DENEEN {<.t) 

ANDREW G. MESSIW.,Jit 

{194<1-2000) 

A question has arisen regarding procurement by the Town of professional services 
pursuant to Section 76-4(1) of the Code of Ordinances. Specifically it is asked whether 
the Town's use of the State Bid Purchasing list meets the requirements of this section, in 
lieu of the Town issuing its own RFP/RFQ for those professional services. 

Section 76-4(1) provides, in part, "as the procurement of professional services is generally 
exempt from the requirements of competitive sealed bidding, all contracts for 
professional services, including legal services, shall be obtained in accordance with the 
following guidelines." Subsection (I) further provides that "A request for proposal (RFP) 
or request for qualifications (RFQ) shall be written for all requests for professional 
services [other than for specialized legal services] in excess of $10,000." Subsection (2) 
provides a limited exception to this RFP/RFQ process by providing that "when the scope 
of work is less precise, the preferred methodof obtaining professional services shall be 
through the use of competitive negotiation. The process used for the solicitation of 
proposals shall assure that a reasonable and representative number of vendors are given 
an opportunity to compete. The Town Manager may limit the number of qualified 
vendors considered and may approve solicitation by invitation or public notice." 

The tenn "shall" is generally understood to be mandatory rather than directory. 
Subsection (I) provides that procurement of professional services with a cost in excess of 
$10,000 "shall be obtained through an RFP or RFP process. Subsection (2) provides an 
exception to this provision, in situation in which "the scope of work is less precise." In 
such a case, the Town Manager may use competitive negotiation. This section provides 
that the Town Manager solicit proposals and must assure that a reasonable and 
representative number of vendors are given an opportunity to compete. 

The State of Connecticut Bid Purchasing system qualifies bidders for various goods and 
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services using a Request for Bids/Qualifications process. Historically, the Town has 
viewed the State's system of qualifYing bidders as an RFPIRFQ process. While it is 
understandable that staff has viewed the State's use of an RFP/RFQ process for its 
purchasing as a RFP /RFQ under the ordinance, it is my opinion that the purchasing 
ordinance of Mansfield, as presently written, contemplates that the Town issue its own 
RFP/RFQ for those professional services contracts which are for specific projects. 

The use of the State of Connecticut Bid Purchasing list is permitted under the ordinance 
under Subsection (2), i.e., when the scope of professional services is "less precise." 
Unfortunately the ordinance does not presently define the term "less precise" or provide 
the standard to which this must be applied. 

As presently enacted, in cases in which there is a sufficiently precise scope of services, 
the Town should engage in its own RFP/RFQ. In cases in which the scope of services is 
'less precise', the Town Manager may utilize the State's Bid List, while ensuring a 
sufficient and representative number of vendors are given an opportunity to bid. The 
ordinance as presently written is somewhat problematic in that it does not define "less 
precise" as the standard for determining whether the State bid can be used for particular 
contracts. 

Please feel free to contact me with any further questions. 

Very truly yours, 

~'71t.~ 
Kevin M. Deneen ~ 

KMDillc 
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To: 

From: 

CC: 

Date: 

Re: 

Town of Mansfield 
Department of Finance 

Finance Committee, Town of Mansfield 

Cherie Trahan, Director of Finance rf' 
Matthew Hart, Town Manager 

July 29,2015 

Policies and Procedures Manual 

The Policies and Procedures Manual developed by BlumShapiro combined our individual 
policies into one cohesive manual and updated them to reflect current best practices. This is a 
great starting point for us. As we are working through the implementation of the policies and 
procedures we are finding areas, particularly with regards to detailed procedures that we would 
like to expand on and include in the document. In addition, there are procedures we would like 
to add - ones that would streamline some processes for departments as well as add further 
consistency with the agencies we support. 

The following is a list of procedural areas we will be addressing for inclusion in the manual in 
the coming months: 

I. Fully detail the procedures for purchases between $4,000 - $7,499 and, for purchases 
over $7,500. This would include what documentation is needed for quotes and how these 
purchases will be approved by Finance. For example, if the PW department is going to 
purchase a piece of equipment estimated at $4,500, they would need to get 3 quotes 
(which could include a State contract price). When entering the PO for approval, they 
would attach the 3 quotes to the PO for supporting documentation and add whatever 
notes they feel are necessary to justify why they chose the vendor they did. When the PO 
comes to Finance for approval, we would be able to review the attachments and notes. If 
we support the purchase, we will approve the PO. If not, it would be declined. This 
would eliminate the need for paper forms going back and forth between the departments. 
For purchases over $7,500, the purchaser would need to complete a Best Value form 
regardless of how the procurement was done and attach this form to the PO. If the PO is 
approved by the Finance Director, then that serves as approval of the best value source 
selection. We need to streamline this process from paper approvals if we are going to 
require all purchases to complete this form. 

2. Bid Process - The manual does not include procedures for going out to bid, doing a 
request for proposal or request for qualifications. We will create templates for each of 
these methods, instructions on when each method is most appropriate and where each 
should be advertised, etc. 
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3. Cash Collections- Procedures for departments and offsite locations to follow for cash & 
check collections, balancing, documentation and submission to the Revenue Collector's 
office for deposit. The manual includes procedures for processing at the Collector's 
office, but the initial receiving departments would benefit from standardized best practice 
procedures. 

4. Purchasing Cards - Update the spending limits to reflect the new lower limits 
implemented in June 2015. 

5. Other- We are finding some of the processes very time consuming and would like to· 
have a further discussion as to the value added. For example, copying the Finance 
Director on all new vendors. If the Accounting Manager is approving, is there a need for 
the Finance Director to be copied as well? 

6. Fraud & Whistleblower policies - I believe these policies would be best included in the 
Administrative Policies issued by the Town Manager's office. However, they can also be 
included in the Finance Department Policies and Procedures or a reference as to where to 
find them can be included. 

As we develop these procedures, we will provide a red-lined version of our recommended 
additions for the Finance Committee's review and suggestions. In the meantime if you have 
additional policies or procedures you would like us to review, please let me know. 
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TOWN OF MANSFIELD, CONNECTICUT 

REQUEST FOR PROPOSALS FOR: 

RFP NUMBER: 2016-Fin01 
RFP OPENING DATE: August 27,2015 
RFP OPENING TIME: 2:00PM 

Fraud Risk Assessment 

RFP OPENING PLACE: Audrey P. Beck Building, Finance Department 
·····················································~~~~~·································· 

The Town of Mansfield (hereinafter "Town"}, is seeking pfoposalstrom expert, independent and 
certified fraud examiners, with CPA credentials for a tbgrough Fraud Risk Assessment of financial 
practices in the Town. This contract has an anticipated start date of October 1, 2015. 

One (1) original and three (3) copies of sealed proposals must be received in the Finance Director's 
Office of the Audrey P. Beck Building, 4 S. Eagleville Road, Storrs-Mansfield, CT 06268 by the date 
and time noted above. The Town will not accept submissions by e-mail or fax. The Town will reject 
proposals received after the date and time noted above. 

The documents comprising the Request for Proposals may be obtained on the Town's website, 
www.mansfieldct.org , under "Legal Notices - Bid Notices/RFP's and RFQ's," or from Alicia 
Ducharme, Budget Analyst, Audrey P. Beck Building, 4 South Eagleville Road, Storrs-Mansfield, CT 
06268 during normal business hours. Each proposer is responsible for checking the Town's 
website to determine if the Town has issued any addenda and, if so, to complete its proposal 

. in accordance with the RFP as modified by the addenda. 

The Town reserves the right to amend or terminate this Request for Proposals, accept all or any part 
of a proposal, reject all proposals, waive any informalities or non-material deficiencies in a proposal, 
and award the proposal to the proposer that, in the Town's judgment, will be in the Town's best 
interests. 
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1. INTRODUCTION 

TOWN OF MANSFIELD, CONNECTICUT 

STANDARD INSTRUCTIONS TO PROPOSERS 

The Town of Mansfield (Town) is soliciting proposals for Fraud Risk Assessment Services from 
expert, independent, certified individUals/firms, to review and evaluate internal controls currently in 
place and to identify potential weaknesses and/or areas needing improvement. As the Town recently 
went through a Financial & Operational Controls Review, the regyested services would supplement 
this review and not duplicate it. The Town's Finance Departrf1ent supports the following agencies to 
be included in this review: the Mansfield Board of Educati6h, R~gional School District #19, Eastern 
Highlands Health District, Mansfield Downtown Partnership, and th~ Discovery Depot. This RFP is 
not a contract offer, and no contract will exist unles:;.and until a written contract is signed by the Town 
and the successful proposer. Interested parties shOuld submit a proposal in accordance with the 
requirements and directions contained in this RFP. 

1. Background and Intent 
The successful bidder will be expected to actively engage and partner with the Finance 
Department to provide all services as further defined below in Section 3 - Scope of 
Services. The Consultant will be expected to possess expert knowledge of the Fraud 
Risk/Forensic Audit landscape and related requirements and regulations in order to provide 
efficient and effective guidance and direction to the Town. 

The Town of Mansfield encompasses approximately 45.1 square miles. The Town is 
bounded on the east by Chaplin, on the north by Willington and Ashford, on the south by 
Windham, Lebanon and Columbia, and on the west by Coventry. The Town of Mansfield 
was first settled in 1692 as part of Windham. In October 1702, the Connecticut General 
Assembly granted a charter of incorporation to the Town of Mansfield which was formed 
out of Windham. Mansfield's population is approximately 25,000 with a grand list of 
approximately $1.0 Billion and an operating budget of approximately $48 Million. 

The Town operates under the provisions of its Charter and the General Statutes of the 
State of Connecticut. Since 1970, when the Town established the Town Manager/Council 
form of government, the legislative power of the Town was vested in a nine-member 
council, elected at large for terms of two years, and the Town Meeting. The Mayor is 
elected by majority vote of the council. The Town Manager, who is the chief executive 
officer, manages the operations of the Town. 

The Town of Mansfield provides a full range of services, including police and fire protection; 
the construction and maintenance of highways, streets, and other infrastructure; education 
pre-kindergarten through eighth grade and high school through the Regional School District 
No. 19; social services including a day care facility, a youth service bureau and a senior 
center; public health services through the Eastern Highlands Health District; recreation 
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services and adult education including a community center; library services; and affordable 
housing through a Town housing authority. 

The Contractor's principal contacts with the Town will be Cherie Trahan, Director of 
Finance. 

2. Qualifications 
Eligible quality management consultants will be those individuals, businesses and firms that 
have the following qualifications: 

1. 

2. 

3. 

Proposer must have demonstrated experience and expertise in regard to providing 
the types of services outlined in the Scope of§ervices. 
Proposer should have a proven track recprcLin providing these types of or similar 
services for municipal governments. TheJo\Nn would prefer a firm who has worked 
with other Connecticut municipalities similar in ~ize to Mansfield. 
Proposer must be qualified and properly licens€l<J in the State of Connecticut to 
perform its obligation under thi15 ~.roposal in compliance with all applicable Federal 
and State of Connecticut laws and regulations, statutes and policies. 

3. Scope of Services 
The Town desires to engage a qualified firm to provide an assessment of the potential risk 
for fraud based on the Town's current policies and procedures. 

The firm selected will be required to issue a report that: 

• Identifies areas most vulnerable to fraud; 

• Determines if adequate fraud prevention measures exist; 

• Identify opportunities to reduce the cost of fraud. 

4. Agreement Period 
The Town anticipates entering into a contract with the selected Consultant commencing on 
or about October 1, 2015. 

The Town will contractually reserve the right to cancel the contract at any time. The 
agreement period for any contract or purchase order resulting from this RFP shall ultimately 

be as negotiated to the mutual agreement of the parties. 

5. Management 
Any contract or purchase order resulting from this RFP_will be managed by the Director of 

Finance, or designee. 

6. Additional Conditions 
All those submitting proposals must be willing to adhere to the following additional 
conditions and must positively state this in the proposal. 

1. The proposer must certify that the personnel identified in its response to this RFP 
will be the persons actually assigned to the project. At its discretion, the Town 
may require the removal and replacement of any of the proposer's personnel who 
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do not perform adequately, regardless of whether they were previously approved 
by the Town. 

2. All subcontractors hired by the proposer awarded a contract or purchase order as 
a result of this RFP must have prior approval of the Town prior to and during the 
agreement period. However, please note that the Town prefers not to have the 
services subcontracted. 

3. Any contract or purchase order resulting from this RFP process will represent the 
entire agreement between the proposer and the Town and will supersede all prior 
negotiations, representations or agreements, alleged or made, between the 
parties. The Town shall assume no liability for payment of services under the 
terms of the contract or purchase order until the iluccessful proposer is notified 
that the contract or purchase order has been accepted and approved by the 
Town. Any contract resulting from this RFPrnay /)e amended only by means of a 
written instrument signed by the proposer and signedby the Town Manager. 

2. RIGHT TO AMEND OR TERMINATE TH~ ~FP OR CONTRACt 

The Town may, in its sole discretion, clarify, modify, amend or terminate this RFP if the Town 
determines it is in the Town's best interest. Any such action shall be effected by a posting on the 
Town's website, www.mansfieldct.org, Each proposer is responsible for checking the Town's 
website to determine if the Town has issued any addenda and, if so, to complete its proposal 
in accordance with the RFP as modified by the addenda. 

If this RFP provides for a multi-year agreement, the Town also reserves the right to terminate the 
Contract at the end of the last fiscal year for which funds have been appropriated, and the Town shall 
have no obligation or liability to the successful proposer for any unfunded year or years. 

3. KEY DATES 

RFP Advertised 
Questions due from Vendors 
RFP Open Date 
Interview of top Vendors 
Contract Execution Date 

07/31/15 
08/20/15 
08/27/15 at 2 P.M. 
TBD 
October 1, 2015 

4. PROPOSAL SUBMISSION INSTRUCTIONS 

A. Proposal Requirements & Required Format 

Proposals must set forth accurate and complete information for each of the items listed below. At 
the Town's discretion, failure to do so could result in disqualification. 

1. Proposer Information: Please provide the following information: 
a. Firm Name 
b. Permanent main office address 
c. Date firm organized. 
d. Legal Form of ownership. If a corporation, indicate where incorporated. 
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e. How many years have you been engaged in services you provide under your 
present name? 

f. Names, titles, reporting relationships, background and experience of the 
principal members of your organization, including officers. 

2. Experience, Expertise and Capabilities 
a. Philosophy Statement and Business Focus. A statement of the proposer's 

philosophy and approach in undertaking the services of the nature outlined in. 
the RFP, as well as a description of its primary business focus. 

b. Summary of Relevant Experience. A listing of projects that the proposer has 
completed within the last three (3) years of a similar nature to those included in 
the Scope of Services in this RFP must be provided. 

c. The following additional information shall be. provided by each bidder: 
• General description of the organizatidhal structure of your institution 

including parent and/or subsidial)' cOmpanies and the number of 
employees. 

• Identify who will be the prirnary client relationship manager. 
• Provide a general repre~ehtation of the key factors and other important 

considerations that you feel separates your institution/firm from others in 
providing the requested services. 

• Provide a detailed description of your firm's technical resources and 
experience in providing the desired scope of services to similarly sized 
entities. 

• Identify the location of the office(s) from which the services will be 
performed. 

• Disclose any current (last 3 years) business, financial, personal, or other 
types of relationships which may pose a conflict of interest. 

• Please list any contracts or purchase orders in the last three (3) years 
between the proposer and any agency of the Town. 

• If your firm maintains an ethics policy, please provide a copy with bid 
documents. 

3. Statement of Qualifications and Work Plan 
a. Qualifications. For each item listed in Section 1.2 - Qualifications, 

please describe your firm's qualifications, experience and capabilities as 
they pertain to each of the areas of qualifications listed, as well as those of 
the personnel to be assigned to this project. 

b. Work Plan. For each item listed in Section 1.3 - Scope of Services, please 
describe the approach that would be generally followed in undertaking these 
tasks. 

c. Services Expected of the Town. Identify the nature and scope of the services 
that would be generally required of the Town in undertaking these projects. 

4. Information Regarding: Failure to Complete Work, Default and Litigation. 

Please respond to the following questions: 
a. Have you ever failed to complete any work awarded to you? If so, where and 

why? 
b. Have you ever defaulted on a contract? If so, where and why? 
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c. Is there any pending litigation which could affect your organization's ability to 
perform this agreement? If so, please describe. 

d. Has your firm ever had a contract terminated for cause within the past five 
years? If yes, provide details. 

e. Has your firm been named in a lawsuit related to errors and omissions within 
the past five years? If yes, provide details. 

f. During the past seven years, has your firm ever filed for protection under the 
Federal bankruptcy laws? If yes, provide details. 

g. Are there any other factors or information that could affect your firm's ability to 
provide the services being sought about which the Town should be aware? 

5. Exceptions and Alternatives. Proposers wishing to take any exceptions to any 
requirement in the RFP shall state and explain su6h exceptions. The Town may 
accept proposals which take exception to any requirements in this RFP, or which 
offer any alternative to a requirement herein, as Well as consider such exceptions 
and alternatives in evaluating responses. Any exception or alternative must be 
clearly delineated and cannot materially affect the substance of this Request for 
Proposals. 

Your proposal should be submitted in a sealed envelope marked "Fraud Risk Assessment Services 
Bid #2015-Fin01" to the Finance Department at the Audrey P. Beck Building, 4 South Eagleville 
Road, Storrs-Mansfield, CT 06268, no later than 2:00P.M., Thursday, August 27, 2015. The Town will 
not accept submissions by e-mail or fax. Proposers are solely responsible for ensuring timely 
delivery. The Town will NOT accept late proposals. 

Proposal prices must be submitted on the Proposal Form included in this RFP. All blank spaces for 
proposal prices must be completed in ink or be typewritten. Since the Town may desire to consider 
the proposer's experience, qualifications, statement of work, and other aspects of the RFP 
prior to the Cost Proposal, the Cost Proposal (Appendix A) shall be sealed and submitted in a 
separate envelope marked "Confidential Cost Proposal." 

Proposals may be withdrawn personally or in writing provided that the Town receives the withdrawal 
prior to the time and date the proposals are scheduled to be opened. Proposals are considered valid, 
and may not be withdrawn, cancelled or modified, for sixty (60) days after the opening date, to give 
the Town sufficient time to review the proposals, investigate the proposers' qualifications, secure any 
required municipal approvals, and execute a binding contract with the successful proposer. 

An authorized person representing the legal entity of the proposer must sign the Proposal Form and 
all other forms included in this RFP. 

5. QUESTIONS AND AMENDMENTS 

Questions concerning the process and procedures applicable to this RFP are to be submitted in 
writing (including by e-mail or fax) and directed only to: 

Name: Alicia Ducharme 
Position: Budget Analyst 
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Email: duccharmeam@mansfieldct.org 
Fax: (860) 429-6863 

Questions concerning this RFP's Specifications are to be submitted in writing (including by e-mail or 
fax) and directed only to: 

Name: Cherie Trahan 
Position: Director of Finance 
Email: trahanca@mansfieldct.org 
Fax: (860) 429-6863 

Proposers are prohibited from contacting any other Town erl"jployee, officer or official 
concerning this RFP. A proposer's failure to comply with}~ is requirement may result in 
disqualification. 

The appropriate Town representative listed above ~ust receive ariy9uestions from proposers no 
later than seven (7) days before the proposal opening date. That representative will confirm receipt of 
a proposer's questions by e-mail. The Town will ~n~yver all written questions by issuing one or more 
addenda, which shall be a part of this RFP and the resulting Contract, containing all questions 
received as provided for above and decisions regarding same. 

At least four (4) calendar days prior to proposal opening, theTown will post any addenda on the 
Town's website, www.mansfieldct.org. Each proposer is responsible for checking the website to 
determine if the Town has issued any addenda and, if so, to complete its proposal in 
accordance with the RFP as modified by the addenda. 

No oral statement of the Town, including oral statements by the Town representatives listed above, 
shall be effective to waive, change or otherwise modify any of the provisions of this RFP, and no 
proposer shall rely on any alleged oral statement. 

6. ADDITIONAL INFORMATION 

The Town reserves the right, either before or after the opening of proposals, to ask any proposer to 
clarify its proposal or to submit additional information that the Town in its sole discretion deems 
desirable. 

7. COSTS FOR PREPARING PROPOSAL 

Each proposer's costs incurred in developing its proposal are its sole responsibility, and the Town 
shall have no liability for such costs. 

8. OWNERSHIP OF PROPOSALS 

All proposals submitted become the Town property and will not be returned to proposers. 

9. FREEDOM OF INFORMATION ACT 

All information submitted in a proposal or in response to a request for additional information is subject 
to disclosure under the Connecticut Freedom of Information. Proposers are encouraged not to 
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include in their proposals any information which is proprietary a trade secret or otherwise confidential. 
All materials associated with this procurement process are subject to the terms of state laws defining 
freedom of information and privacy, and all rules, regulations and interpretations resulting from those 
laws. 

10. REFERENCES 

Each proposer must complete and submit the Proposer's Statement of References form included in 
this RFP(Appendix B). 

11. PRESUMPTION OF PROPOSER'S FULL KNOWLEDGE 

Each proposer is responsible for having read and understood e.ach document in this RFP and any 
addenda issued by the Town. A proposer's failure to haverevie,Ved all information that is part of or 
applicable to this RFP, including but not only any addend<::~ p0sted 0n the Town's website, shall in no 
way relieve it from any aspect of its proposal or the obligations related. thereto. 

Each proposer is deemed to be familiar with and is required to comply with all federal, state and local 
laws, regulations, ordinances, codes and orders that in any manner relate tO this RFP or the 
performance of the work described herein. 

By submitting a proposal, each proposer represents that it has thoroughly examined and become 
familiar with the scope of work outlined in this RFP, and it is capable of performing the work to 
achieve the Town's objectives. If applicable, each proposer shall visit the site, examine the areas and 
thoroughly familiarize itself with all conditions of the property before preparing its proposal. 

12. TAX EXEMPTIONS 

The Town is exempt from the payment of federal excise taxes and Connecticut sales tax and use 
taxes. Such taxes must not be included in prices. 

13. AWARD CRITERIA & SELECTION 

All proposals will be publicly opened and read aloud as received on the date, at the time, and at the 
place identified in this RFP. Proposers may be present at the opening. 

The Town reserves the right to correct, after proposer verification, any mistake in a proposal that is a 
clerical error, such as a price extension, decimal point error, etc. If any error exists in an extension of 
prices, the unit price shall prevail. 

The Town reserves the right to accept all or any part of a proposal, reject all proposals, and waive 
any informalities or non-material deficiencies in a proposal. The Town also reserves the right, if 
applicable, to award the purchase of individual items under this RFP to any combination of separate 
proposals or proposers. 

The Town will accept the proposal that, all things considered, the Town determines is in the best 
interests. Although price will be an important factor, it will not be the only basis for award. Due 
consideration may also be given to a proposer's experience, references, service, ability to respond 
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promptly to requests, past performance, and other criteria relevant to the Town's interests, including 
compliance with the procedural requirements stated in this RFP. 

A. Evaluation Criteria 

The following specific criteria are expected to be among those utilized in the selection 
process. They are presented as a guide for the proposer in understanding the Town's 
requirements and expectation for this project and are not necessarily all inclusive or 
presented in order of importance. 

• The background experience, and strength of the Proposer in providing similar services 
elsewhere, including the level of experiencE;) in working with other Connecticut 
municipalities of similar size, and the quality of services performed, either for other 
school systems or other municipalities, or 86th, 

• The Proposer's responsiveness and corn'pliance with the RFP requirements and 
conditions to provide the services req!Jested. 

• A review of references provided with the Proposal, and administration of prior 
contracts. 

• Competitiveness of proposed fee. The Town reserves the right to negotiate fees with 
the selected Proposer. 

The Town will not award the proposal to any business that or person who is in arrears or in default to 
the Town with regard to any tax, debt, contract, security or any other obligation. 
The Town may elect to have the proposals evaluated by a committee as part of making a selection. If 
deemed necessary, the Town reserves the right to arrange for interviews/oral presentations as part of 
the selection process, which invitations for interviews may involve a short-listing of the proposals 
received. 

If the proposer does not execute the Contract within ten (1 0) business days of the date of notification, 
unless extended by the Town, the Town may call any proposal security provided by the proposer and 
may enter into discussions with another proposer. The Town will post the Preliminary Notice of 
Award and related information on its website, www.mansfieldct.org, under "Legal Notices -
Bid Notices/RFP's and RFQ's." 

The Interview and Contract Execution dates in Section 3's Key Dates are anticipated, not certain, 
dates. 

14. ATTACHMENTS 

The following attachments are included below and must be completed, as detailed within the RFP. 

A. Proposal Form 
B. Proposer's Statement of References 
C. Proposer's Guarantees and Warranties 
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PROPOSER'S FULL LEGAL NAME: 

TOWN OF MANSFIELD, CONNECTICUT 

ATTACHMENT A: PROPOSAL FORM 
Fraud Risk Assessment #2016-Fin01 

Pursuant to and in full compliance with the RFP, the undersigned c;eJilfies this proposal is submitted without 
collusion and all responses are true and accurate. If awarded this ptoposal, it is agreed this forms a contractual 
obligation to provide services at fees specified in this Proposal Form, supj\')ct to and in accordance with all 
instructions, conditions, requirements contained in the doc.;uwents, includihg addenda, which are made part of 
this proposal. 

Pricing 

All-Inclusive Rate for Fraud Risk Assessment: 

Description and Pricing for any additional/related services: 

NOTE: This document, in order to be considered a valid proposal, must be signed by a principal officer or 
owner of the business entity that is submitting the proposal. Such signature constitutes the proposer's 
representations that is has read, understood and fully accepted each and every provision of each document 
compromising the RFP, unless an exception is described above. 

Name and Title of Authorized Representative 

Signature of Representative, Duly Authorized 

Date 

Phone# and Fax# 
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TOWN OF MANSFIELD, CONNECTICUT 

ATTACHMENT 8: PROPOSER'S STATEMENT OF REFERENCES 
Fraud Risk Assessment #2016-Fin01 

Provide at least three (3) references: 

1. BUSINESS NAME 

ADDRESS 

CITY, STATE 

TELEPHONE: 

INDIVIDUAL CONTACT NAME AND POSITION 

2. BUSINESS NAME 

ADDRESS 

CITY, STATE 

TELEPHONE: 

INDIVIDUAL CONTACT NAME AND POSITION 

3. BUSINESS NAME 

ADDRESS 

CITY, STATE 

TELEPHONE: 

INDIVIDUAL CONTACT NAME AND POSITION 
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TOWN OF MANSFIELD, CONNECTICUT 

ATTACHMENT C: PROPOSER'S GUARANTEES AND WARRANTIES 
Fraud Risk Assessment #2016-Fin01 

PROPOSER'S FULL LEGAL NAME: 

Pursuant to and in full compliance with the RFP, the undersigried proposer, having visited the site or 
property if applicable, and having thoroughly examined eaqh ~rid every document comprising the 
RFP, including any addenda, hereby offers and agree~ as follows: 

1/we, the proposer, certify that: 

1. 1/we are in compliance with the equal employment opportunity clause as set forth in 

Connecticut state law (Executive Order No. Three). 

2. 1/we are in compliance with the Americans with Disabilities Act. 

3. 1/we are in compliance with the Immigration Reform and Control Act, arid attest that each 

employee provided under contract will at all times be authorized for employment in the 

United States. 

4. 1/we (check one) 

___ have an Affirmative Action program, or 

___ employ 10 people or fewer. 

INSURANCE REQUIREMENTS: 

Contractor shall, at its own cost and expense, procure and maintain Comprehensive General Liability 
Insurance, Comprehensive Auto Liability Insurance, and Comprehensive Catastrophe Liability 
Insurance, as well as Worker's Compensation Insurance as required by the appropriate Workers' 
Compensation Law or Act. All insurance shall be carried with insurers authorized to do business in 
the State of Connecticut and evidence of insurance, with adequate limits of liability, shall be furnished 
all parties to the contract. Such evidence shall be in the form of a formal certificate of insurance 
properly executed by a licensed representative of the participating insurers and must contain a clause 
granting at least thirty (30) days prior written notice to the certificate holder of intent to affect 
cancellation, non renewal, or other material change which may have an adverse effect on the policies 
of insurance referred to in the certificate. The interests of the certificate holder must be added to the 
aforementioned liability policies of insurance as an additional insured. 
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Combined single limit of liability as respects bodily injury, personal injury and property damage liability 
as follows: 

COMMERCIAL GENERAL LIABILITY: 
$2,000,000 AGGREGATE 

PROFESSIONAL LIABILITY: 
$1,000,000 PER OCCURRENCE 

COMPREHENSIVE AUTOMOBILE LIABILITY: 
$1,000,000 PER OCCURRENCE 

COMPREHENSIVE CATASTROPHE LIABILITY: (UMBRELLA) 
$2,000,000 PER OCCURRENCE/AGGREGATE 

The above minimum limits of liability shall apply to all preniise.s- operations, elevators, independent 
contractors, products- completed operations, contractualHability1 broad form property damage, XCU 
coverage extension, employee as additional insur~(:J's, automobiles - owned and non owned, 
including hired automobiles, and other coverage's which may be required to satisfy the parties to the 
contract. 

In every instance coverage must apply both on and away from the premises referred to in the 
contract, and The Town shall be listed as an additional insured. Insurance coverage shall be primary 
and non-contributory. 

Please list any exceptions to the above guarantees and warranties: 

We have read and understand the above listed insurance requirements and will provide the 
appropriate insurance certificates if awarded this contract 

Signature ______________ _ Date. _____ _ 
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1. KI'I!TRmmcnoN 
~the·p~·OC(iu;:es·out~·ined·o,l.the·ro·iiO~f~1g··pages·retYeci·the·cu~-re;1t·ta·sks·ancrtran·s·acdon·s·· 
necessary to process and complete any and all financially related transactions performed by the 
Town of Mansfield. This includes but not limited to the following entities: Town of Mansf-ield. 
Mansi1eld School District. Region 19. Eastern Highlands Health District Downtown PartnerShip 
and Discovery Depot. 

\Vithrn·~aai··p~-ocectu~:e;·a·Irkey··eiements·a·,~e-yde·nti·t-rea~--~n·c·Juairtg:··· 
..... 

• Required forms and documents 
• Necessary approvals and authorizations 
• Appropriate staff and department contacts 

"in-·tiie·eve·J1t-·any·questi"ons·or·ex·c,eptions·arise~·-iHS-ihe·respon·snJiHt-y-o-rthat-starr-pe·rson'to·· 
confirm the appropriate course of action with their Supervisor, the Finance Director, and, if 
necessary, the Town Manager or Superintendent. 

·,t-·;s·t·he·;:es~-e~Sii3i"!E):·o·i'th·e·--T"he-~f'o~ri·or~iansfieJ·a~"F-inance .. oepa~·t;n·entT5·J:espoi1Sihi"~ .. ror·te·-
maintaining the accuracy and consistency of these procedures. If changes. are requested for any 
of the stated policies/procedures. they need to be reviewed and abproved bv the Town of 
Mansiield?s Finance De6artmentAA) eflanges shou1_d bc.im!Tlediate1y repGrtecl te ike finanec 
Direeter witH a El.etaileEi-deseriptien anEI. reasoR fer the ehange._._ 

A.l. Definitions 
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• 
Separations·- A person that is laid-off. i·esigns or retir'es fi·om an entity 
Severance Payment- refel·s·onlY to when a person is laid-o'lf.- When soineone is terminated 
or separated from service Mansfield-does not refer to their final payment as severan-ce 

A..G,'i,. Distril:mtion Ust for Finance Department Policies and Procedures 

• Town Manager's Office 

• Town Council 

• Finance Committee 

• Downtown Partnership 
Aager's Offiee ~ 

----Finanee Con1mi:tee 
• Tevm Cel::lneil 

• StJf.Jerin~denCs Office 
• Beara eJ'-C~ 

• Sunerintendent's OfJice 

• Board of Education 

• Eastern Highland Health District 

• Discovery De12ot 
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I A.1..3_. !Financial Management System (IFMS) 

rilerowii oi'rviansfieid iiiiiJieiiieiiiect Aorvii'Nsuiiiriect coiiiii:liiiiiiy(ADci cttiriiiiiii:e year 
1997. This software is an integrated Pinancial Management System (FMS) software solution 
exclusive to local governments and School Districts. The following modules were purchased: 

• General Ledger 
• Accounts Payable 
• Budgeting 
• Payroll 
• Human Resources 

.... { Formatted: Font: 8 pt 
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(QDS) and a Computer Assisted Mass Appraisal system (CAMA), Vision System. All financial 
cta:ta is manually imported from these systems to the main FMS- no electrOnic interfacing exi~ts:. 
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2. AOCOUN'lnNG RJEICOJRJD§ 

B.1. Security ofRecon:ls 

Users are assigned access rights to specit1c FMS modules according to their job function and 
responsibility, and are prevented from entering and approving their own entries in the system. 
Each accounting record is associated with the appropriate users that created, approved, and 
posted the transaction with the system. 

B.Z. Jo:mmallEntries 

The Finance Director, Accounting Manager, Budget Analyst and Accountant are the only 
individuals with responsibility and capability to enter and post journal entries in the General 
Ledger. The Accountant's journal entries must be reviewed arid approved by the Accounting 
Manager. The Accounting Manager's and Budget Analyst's journal entries must be reviewed and 
approVed by the Finance Director. All approvals must be confirmed via email and archived in 
Journal Entry labeled folders within the Finance Section of the FMS. 

B.3. · Bank Transfers 

The Finance Dh'ector (Backup). Accounting Manager{Primary). AccOuntant (SecOndary) and 
Budget-Analyst (Secondary) are restricted from releaSing their own· bank tranSferS for security 
pu.rposes. If one of the aforementioned employees wants.to make a bank.tr3nsfer, one of the 
other four employees must make a secondary approval after the transaction is initiated. The 
transaction is restricted from full processing until the·secondary secure token approval is made. 
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3. IFlii\JANUAL lVi!A\1\JAGIEMEI\JT SYSTEM (IFMS) 
ADMH\ll!STRA TKON 

~June2015 

·;;,:i5M:ii\is inc: is iiie sort;.va;:.; Cie~ei0i)ffienlcoilliJailyii1ai creaiecliiilCi ffiaiiliaiiis A'b'Mii\is 
Unified Community. ADMINS is based in Cambridge, Massachusetts, and has been providing 
municipal and local government software solutions to the Northeast since 1974 (hereinafter 
referred to as FMS). The FMS is hosted on a Windows 2008 server and uses a Microsoft 
Windows environment. 

C.1. System Security 

·c·omiJtiterTnrormadon·systems·artcrnetworiS"·a~e·"key·btis·in·es_s-·to·ois·"fo·r·the·tow·n·orYviansfieicr .. 
Mansfield has made a substantial Investment in human and financial resources to create these 
systems to support and enhance department and overall operations. 

rileToiiowing roiides iia:Ve t;;;;;;; esiai>ilSilea iii ota;;;: 10: 
• Protect this investmerit. 
• Safeguard the information contained within these systems. 
• Reduce business and legal risk. 
• Protect the Town and entities served. 
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·policy. Failure to observe these·guidelines may result in disciplinilry action by Tqwn officials 
depending upon the type and severity of the violation, whether it cauSes any liability' or loss to 
the Town, and/or the presence of any repeated violation(s). 

·Aifusers·iTl.the·,,·sy·sten;;;·g~oup··Ea·ve·admin·ist;:ati·ve··J.rgiits··to·"ft,jJfViii~fs:··rh~·Fin~n·~et>ii:ecto;.~· ... 
Accounting Manager and IT Director should be the only active users with administrative rights. 
All access to ADMINS is role-based. 

C.Z: Establishing a New User in the FMS .. 
1. ···HR .. Rep·i·e·sentation·rot:·:rhtn~n-iitY'i'iOtHYes·iie·Accountiii"Q:"Ma·nag·er ... 

.... 

Human Resources must notify the Accounting Ma1iager by electronic mail, at least three days 
prior to the start date, of any new employ.ee needing access to the FMS. The email must 
include the new employee's full name, assigned department, position title, phone number, 
name of direct supervisor and specific access needed in the FMS. The Finance Director and 
must be copied on aJl email notifications. 

2. Accounting Manager Sets Up User Account 
The Accounting Manager creates a user account for the new employee based on the access 
requested by Human Resources. The Accounting Manager is responsible for notifying the 
appropriate Department Head, the respective HR personnel and the Finance Director, via 
email, when the user account has been fully set up. 

Page 
16 

···{ forn:latted: Font: 8.pt 

... ... ······· { Foi-matted: Space Before: 16 pt 

Formatted: Font: (Default) Times New Roman, 
8 pt,, No underline 

Formatted: Font: {Default} llmes New Roman, 
8 pt 

..{formatted: Font: 6 pt 



TOWN OJ? MANSFIELD 
FINANCE DEPARTMENT- POLICIES AND PROCEDURES MANUAL A:pffi-.Junc 2015 

3. Archive New User Requests 
The Accounting Manager is responsible for archiving all email notifications from Human 
Resources in the FMS. Emails are stored in folders labeled according to the name and email 
of the new user. The separate folders for individual users are all stored in a "New User" 
folder. 

C.3. ModifYing a User's Application and System Privileges 

1. beiiarimeiiiHea<isi\ioiifvrile A"ccoiiiiiiiiii iViaiiai!er··· 
Department Heads must notify the Accounting Manager by electronic mail with any change 
tO a user's access rights to the FMS. The email must include the employee's name, email, 
and an indicated reason for the change. The· Finance Director must be copied on the em,ajJ. 

z. Archive··Moctmca"ti<;n·ReQtiests··· 
The Accounting Manager is responsible for archiving all email notifications f'i·om 
Depattment Heads in the FMS. Emails are stored in folders, labeled according to the name 
and email of the modified use!·. The separate folders for individual users are all stored in a 
"Modified Access" folder. 

C.4. NotifYing the Fi,nance Department of Separated or Terminated 
Employees 

···-:·· Formatted: Font: 6 pt 
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In the event .an employee is to be terminated from service,. Human Resources must notify the formatted:·Ust Paragraph, Indent: Left: 0',25" 

Accounting Manager via email no less than 30 minutes prior to'the terrriination to ensure all 
access rights to the FMS are revoked. This nOtification must incl'ude the em'ployee's full 
name, department, job title and phone number to ensure the .correct employee is removed. 
The Finance Director, respective HR personnel, and appropriate.Oepa1tm.ent Head must be 
copied on the etnail. In the case :a Town emp.loyee. is terminated,. the Town Manager sftetH.a 
must be copied. In the case a School District employee is terminated, the Superintendent 
'*""'14-must be copied. 

In the e\>ent an employee is to be separaiCd f1·om service. Human 'Resources must' notify the· 
Accounting Manager via email within a·week of the employees separatiori to ensure all 
access rights to the FMS arc revoked. This notification mlist include the employee's full 
name. department. job title and phone number to ensure the co!-rect employee is removed. 
The Finance Director. J;espective HR personneL and apprOpriate Department Head must be 
copied on the email. 

z. The·Accounti;~·g··rvi'anagei:t>·fsab'Jes·Th·e·use·r·xcco·unT·· · 
Upon receipt of a termination -t:fie...email notification from the HR Det:JartrTieAtHuman 
Resources, the Accounting Manager must immediately disable all access rights to the FMS. 
Upon a separation. The AcCounting Manager will disable the users account on the dav of 
separation. In both instances. oGnce complete, a reply confirmation email is sent #1-&-HR, 
Dcpartmentto HR. +R€-fc.ffinnee Director, 1·1R reseee:ive HR EersOABelDireet~ 
aprropriate DepartmeA~ Head IBHst be co13ied oA tAe email. In the case a Town-eHtJ3l-eyee-i5 
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terl'fliAateEI, tHe TowR ~4aRager sfle1:1lEi Se ee13ieti. IA :He ease a Sefleel Distriet emple) eo is 
terR'Iinac:ea, the SBrefinleB<Jent sheBia be espies. 
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3. Archive Termination Requests 
The Accounting Manager is responsible for archiving all email sepai'ation/termination 
notifications from the HR De13artment Human Resources in the FMS. Emails are stored in 
folders, labeled according to the name and email of the teH<Atft.atee...user. The separate folders 
for individual users are all stored in a "Separation-Terminated User" folder. 

4. Accounting Manager Reviews FMS User Accounts 
On an annual basis, the Accounting Manager is responsible for vetting separated/terminated 
employees against users in the FMS. The HR De13artment Human Resources will provide the 
Accounting Manager with a list of ~~arated/terminated employees from the current year to 
perform the review. The Accounting Mal)ager will review the FMS user list to ensure no 
separated/terminated employees on the HR provided list have an active account. The Finance 
Director will review, sign off and file the review if successful. The Accounting Manager is 
then responsible for notifying the H-R.-f>epart-meffiHuman Resources of a successful review. 
If any discrepancies are found, the Finance Director and HR Direeterrespective HR 
personnel are to be nOtified immediately' and appropriate removal and investigative action 
will be taken. 

C.S:. Systems Support 

The Town's IT Department is responsible for all netwOrkadl'ninistra:tion and .support. The 
Accounting Manager is responsible for all FMS administration and works with Support from 
Admins Inc. to maintain and update-the sOftware. 

C.6. Data Backup 

The Town relies hecwily on the computer systems that manage·its data' and applications. Every 
day, the inforination saved on a computer's hard drive or the Town Network t-s-cOu!d bC·exposed 
to a wide variety Of risks: Equipment failure, unauthorized intrusion, viruses, and/or powet 
surges. To make sure Mansfield can successfully recover from such disastrous events, the 
following Data Backup Policy has been established: 

Perform Backups Daily 
The data residing on the-servers that comprise the Town Network will be backed up on a 
daily basis. This process fully backs up data and system files stored on all servers to 
ensure the most recent versions can be recovered when required. The Town's Information 
Technology Director is responsible for ensuring this process successfully occurs every 
night. 

.. ~.~q.l.'~-·~-~~~-~J:?.-~~9}~_9!!-:§_i_!~... .. ................................. _ .. -·-···· {Formatted: Font: Not Bold, Font color: Auto 
Most databases. including the FMS. are backed up lirst by their own vendor-provided 
~ts on drive .storage at the Town Hall. These script driven backups arc then in turn 
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copied to offsite 111e storage every night. This process ensures that each night's backups 
are always immediately stored both on and off-site for redundancy. Specilically. the off­
site storage is the Town's password protected ONAP backup device in a highly secure 
and climate controlled room at E.O. Smith High School. In addition. the virtual machine 
that runs the FMS is also backed up off:-site. as are lesser. tile-level components of the 
FMS infOrmation such as Finance Department scans of invoices and purchase orders. 
This approach creates a level of data insurance that provides recovery from multiple 
sources in the unlikely case that one element of the backup were to be unsuccessful. 

AfJeh a RetatioA Strategy 
A retatieeal sehedule usieg a ai!TereH!-f>aelwp-ex{ffitai-IHwd drh es "ill be telle'AeEh 
Eight (8) e;cternal hard dri\ es \\ill he retateEi eH a ffi~asis. This ap13reaeh: ereates a 
level of data iAsuraHee that le~s users t;eee\ er clata iH tHe ease tHe leeal serij3t baelcup is 
l:lflSHeeessft~l. 

Perform Full System Backups 
ln addition to nightly full system backups, at least one full weekly backup ~will be 
performed. This procedure will include the backup of all system programs, application 
programs and ·associated data files required by the computer systems to function 
correctly. Ifit·is de·emed necessary; this procedure will be performed on a mor~ frequent 
basis. At year end, the IT Department will perform an additional lull system backup and 
take off-site tor storage. 

...... . ... ( Formatted: Indent: Left: 0" 
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The backup retentior.l will have 3 months of point-in-time backups. ensuri11g data can be 
recovered as it existed on any given date during the past 3 months' time. Additionally. 
there will be quarterly backups for the past 12 months. ensuring data can· be recovered as 
it existed for Mi.given Quarter during the past.12 months' time." Additionally, there will 
be annual b<ickUps fOr the Past 7 years. en· suring data call be recovered as it existed tOr 
any given yea!' during the past 7 years• time. 
~eiwp-Media Off Site 
~{-efflal hard dri; es ''ill be stored off preffiise te eAsHre ~he T~ata is safe 
from petentffil-flal'ffl. A leeal script '\ill provide eight!) baekHp e#all T"""'fl tieaeeial 
data to a data Gefl-teF-aHhe leeal High £eHeel. fA additieA. the enternal harcl-ffi:-ives will be 
taken off si~e amH=e4ateEI-ei'l-a-ff!BH~hly basis te pm; ide a seeeAclle'> el of redill~ 

C6JJ. 

Periodically Test Backups 
The backup process will be tested qua1terly to ensure that files are successfully copied to 
external hard drives. The testing process will include the recovery of a randomly selected 
test file to each of the network's servers to confirm the reliability of the external drive in 
use and the contlguration of the data backup software. 
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C.7. User ms and !Passwords 

Although the information gathered, processed and maintained by the Town of Mansfield is, by 
law, public record, access to that information must be controlled to assure integrity and use of 
that data for Town operations. The Town has implemented various system controls to protect 
this infOrmation, ensuring that only authorized employees have access. This access is further 
restricted to only those capabilities that are appropriate to each employee's job duties. 

l. IT Department Responsibilities 
The IT Department shall be responsible for the administration of access controls to all Town 
computer systems. T~e .JT Department will process adds, deletions, and changes Upon 
receipt of a request from the HR -Department or the end user's supervisor. All requests must 
be provided by electronic mail for record keeping purposes. The IT Department is 
responsible for responding to all electronic requests promptly and in a timely fashion, and 
will maintain a list of administrative access codes and passwords and keep·this list in a secure 
area. 

2. Em.ployee Responsibilities 
Each employee: 

• Shall be responsible for all computer transactjons that are made with his/her user ID 
and password. 

• Shall· riot disclose passwOrds to 6thCrs~ Passwords ffiust be changed immediatelY if it 
is suspected thatthey may be known to othe.rs. PaSswords should not be recoi·ded 
where they may be easily obtained. 

• Will change passwords at least every 90 days. 
• Should use pa·sswords.that meet complexity requirerrients. 
• Should log out when leaving a workstation for an extended period. 

3. Supervisor's Respoi1sibility 
Managers and supervisors should notify the IT Department promptly whenever an employee 
leaves the Town or tranSfers to an'other department so that his/her access can be revoked. 
Involuntai·y terminatiori.s must be reported' by the HR Department concurrent with the 
termination. 

4. HR Department Responsibility 
The HR Department will notify the IT Department by electronic mail at least three days prior 
to the new employees hire date to allow sufficient time to set up a neW ID with the necessary 
access rights. This electronic notification should include the riew ·employee's job title and 
system access requirements. For any involuntary terminations, the HR Department must 
notify the IT Department concurrent with the termination to ensure all system access can be 
revoked. 

Page 
21 



TOWN OF MANSFIELD 
FINANCE DEPARTMENT- POLICIES AND PROCEDURES MANUAL A"Pt'i.f-.June 2015 

The Disaster Recovery plan contains contact information, data backup procedures, prioritization 
of restoration, inventory of systems and step-by-step procedures for possible disaster scenarios 
with offsite recovery locations. The plan must be reviewed and tested on no less than an annual 
basis. 

C.9. !Role Badmp 

One employee in the IT Department must be assigned as backup network administrator in the 
situation the IT Director is unavailable. The Finance Director is assigned as the backup FMS 
administrator in the situation the Accounting Manager in unavailable. 
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4 .. CHART O!F ACCOUNTS 

D.1. Accmmt Code Stmcture 

D.l.a.Policy 
The Accounting Manager is responsible for maintaining the Town's Chart of Accounts. 
The Finance Director and Budget Analyst have ability in the FMS to create new 
accounts, but they still must notify the Accounting Manager via email for approval. Any 
and all requests for new accounts must be emailed direCtly to the Accounting Manager 
for approval. In the case the Accounting Manager wants to create an account on. his/her 
own, the Finance Director must be emailed for approval. All approval emails must be 
archived FMS folders. Only the three aforementioned employees have FMS authorization 
to create new accounts. 

D.l.b Elements of' the Account Code Stmcture 

1. Account Number 
17-digit ·account.numbers are used in the FMS for Town and Board of Educati()n 
transactions. These· ac<;:ount numbers- consist of five (5) segments: 3-digit Fund, 5-
digit Department, 5-digit Object, 2-digit Location and 2-digit Entity (NOTE: The 
Entity code is always ''00") 

2. Fund Number 
Each fund has its owri individual code. A fund number has to be assigned first before 
any activity can be entered into the FMS, 

3. ~artm.ent Number 
These numbers represent the individual dep<irtn1ents across the Town and School 
District. 

4. Object 
These numbers dassitY rev~nues and expenditures tbr which speci'lic areas are 
charged. They also represent the activity for which a service or- material object is 
acquired. 

• .L~""'6,t>.S~J 
• ~,,::J:A<:th_iJ)D~ 
• 3 __ ":' C~UlSL1?AliJ.QG..ciRG.tainc_d._f_gJJ,tiJJJ6S 
• 4 = R\:v~~nuc 
--~ "" E\n.~ag~ 
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··-- ...... 12 pt 

5. Location 
This number is used for classification purposes,as fello'ns: 
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5. E:UDIGIETING 

E.1. ll:ludget Calemlar 

E.1.a. 'fown of Mansfield 

Early December 

Late January 

Late January -Early 
February 

Late February 

Early M-arch 

Mid March 

Late March 

Early April 

Late April 

Stat! Meeting- Budget Manual/Package 

Budget Retreat and Mf\ior Projects Update w/ Town 
Council 
All budgets (ClP& GF) entered into system 
Program Narratives & Performance Measures 
submitted 
Proposed Salaries entered 

Department reviews -·Budgets, Narrative, 
Petformanc.e Me<;tsures, Core Services & CIP 
ClP Budget Team Meetings 

General Fund bottom line 
I st Draft B·ook ready for review 

znd Draft Bo'ok ready for reView 

Final Budget Book ready for review 

Budget Book ready for reproduction 
Council Budget Workshop 
Mail out Citizen's Budget Guide 
First Council Budget Workshop 

Council Budget Workshops continued 
Public Information Session #I 
Public Hearing on Budget 

Council Budget Workshops continued 
Adoption of Budget and Recommended 
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Early May 

Mid May 

Mid June 

Appropriations 

Town Meeting Guide to printer 
Public Information Session #2 

Annual Town Meeting 

Town Referendum 

E.l.b. Mansfield Board of Education 

Early October 

Early December 

Mid January 

Late Jaimary 

Early Feb~uary 

Mid February 

Budget Manual Sent to Administrators 

Budget Review with Administrators 

Budget finalized by Superintendent 
Budget Books prepared for BOE 

Budget Introduction & Overview 
Board ReVie·w- Regular Programs 

Board Review- Di-strict Mgmt., Special Education, 
Support Svcs. & Board Questions 

BOm;d Detail Review and AdoptiOn 

E.1.c. Region 19 School District 

Early November 

Late November 

Early December 

Mid December 

Early-Mid January 

Budget manual .to administrators and depmtment 
heads 
Board Retreat to discuss Budget priorities 
Budget .process reviewed at departni.ent head 
meetings 

Draft program narratives submitted to Principal 

Technology requests to IT Director 
Department Budgets submitted to Principal 

Municipal Budget meeting 
Budgets reviewed by Principal and forwarded to 
Superintendent 

Bottom Line/Budget Book preparation 
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2. 

Late January 

Early February 

Late February 

Early March 

Late March 

Early April 

Early May 

Superintendent's Proposed Budget to printer 

Superintendent's Proposed Budget distributed to 
member towns and the public 

Budget Review Meeting 

Regular District BOE Meeting 
Budget Review Meetings 

Public hearing on SuperiDtendent's Budget 
Finance Committee meeting 
Budget review and recommendation 

Regular District BOE Meeting 
Board Adoption ofBudget 

Annual Meeting on Budget 
Budget referendum held in Town of Ashford, 
Mansfield and Willington 

E.l.d. Eastern Highlands Health District 

Late November Finance Committee Budget Meeting- I 

Early December Finance Committee,Budget Meeting-2 

Mid December Budrret Presentation to Board 

Mid January 

""···· 
Early February ..I?.l!~g~-~-!>_lJ_bli_c_J.-.I.~~-~·i!).8J!~~~_!.l!?~.l?.~t~i.~~~-~---

Mid February 

The Town Manager and Finance Director must meet with Department Iieads in early 
December to provide guidelines for budget preparation. Department Heads are 
responsible for preparing individual estimates for the current year, as well as revenue and 
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expenditure estimates for the upcoming year. Department Heads must pay close attention 
to historical trends and CutTent needs when determining estimates. The Town Manager 
and Finance Director review estimates with the Department Heads and use them to 
develop the Town Manager's proposed budget. The Town Council reviews the Town 
Manager's pmposed budget, makes changes as necessary, and eventually adopts. The 
final Town budget, along with the Board of Education budget, is sent to the Town 
Meeting for voter adoption. 

E.Z.b. Mansfield Board of Education 
Administrators and Principals are responsible for preparing estimated and proposed 
budgets for review by the Superintendent. The Superintendent then presents his/her 
proposed budget to the Board of Education. The Board of Education engages in. fmther 
review and iS ultimately responsible for preparing a tina! itemized estimate of the budget 
each year for submission to the Town Council for review clnd appropriation. Following 
appropriation, the Board of Education shall meet and revise such iterilized estimates, if 
necessary. and adopt a final appropriated budget for the year. The final Board of 
Education budget, along with the Town -budget, is sent to the Town Meeting for voter 
adoption. 

E.Z.c. Regi.on 19 School District 
. The Board of EdUcation is responsible for preparing an itemized estimate of its budget 
each year for presentation at a public district meeting. Following the district meeting, the 
Board will prepare a final budget for the next fiscal year that wlll be presented at a 
second public district meeting. The final budget is approved and adopted at the second 
district meeting. 

E.3. Budget Monitoring and Transfers 

E.2.a. Tovvn ·of Mansfield 
The Finance Director and Town Manager are responsible for administering and 
monitoring the budget th1:ough the course ofthe year. On a quarterly basis, the Finance 
Director updates the Town Manager and Finance Committee on budget appropriations 
versus expenditures to date,. The Qu-arterly Financial Reports are reviewed and signed by 
the Finance Director prior to submission to the Finance Committee. Allline·item 
transfers· are prepared by the Finance Departnient and presented to the Finance 
Committee for review and recommended approval to the Town Council. Line item 
transfer requests made by Department Heads_ must be approved by the Finance Director 
before submission to the Finance Committee. 

The Superintendent's Off-ice is responsible for administering and monitoring the budget 
through the course of the year. A quarterly budget report, prepared in the same fOrmat as 
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the annual budget, is presented to the Board of Education at the second regularly 
scheduled meeting in the month following the period for which such report is prepared. 
The report must show the appropriated budget amount for each line item, expenditure to 
date, project expenditures, difference between the project expenditures and the 
appropriation, and general comments indicating the reason for the difference. The 
Superintendent will recommend to the Board of Education any requested line item 
transfers. The Superintendent is authorized to approve urgent line item transfers without 
approval of the Board of Education as long as they do not exceed 5% of the total budget. 
Urgent transfers will be announced at the next regularly scheduled meeting.with the 
Board of Education. 

E.2.c. !Region 1 'I School District 
The Superintendent's Office is responsible for administering and monitoring the budget 
through the course of the year. A quarterly budget report, prepared in the same format as 
the annual budget, is presented to the Board of'Education at the second regularly 
scheduled meeting in the month following the period for which such report is prepared. 
The report must show the appropriated budget amount for each line .item, expenditure to 
date, project expenditures, difference between the project expenditures and the 
appropriation, and general comments indicating the reason for the difi:erence. The 
Superintendent will recommend to the Board.OfEducation .any reqUested line item 
transfers. The Superintendent is authorized to approve urgent Hne item tfarlsfers. without 
approval of the Board of Education as long as they do not exceed 5% of the total budget. 
Urgent transfers will be announced at the i1ext regularly scheduled meeting with the 
Board of Education. 
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6. CASH AND BANK IRIECONICliUATION 

1!'.1. Petty Cash 

F.1.a. Obtaining Reimbursement 
1. Submit Request For Petty Cash To The Petty Cash Administrator 

Employees seeking petty caSh reimbursement must submit the request to their 
respective Petty Cash Administrator. All requests must be signed and dated by the 
requestor-and respective Depa1tment Head. Disbursements are not-to exceed $100 
on an individual basis. Cash will not be disbursed without the review and 
signature of the Petty Cash Administrator. Petty cash requests must be submitted 
during the fiscal year of the actual purchase(s). Any Petty Cash Administrator 
seeking personal reimbursement must gain approval from a different Petty cash 
Administrator. 

2. Receipt Included With Request 
All Petty Cash requests require an original receipt for the amount to be disbursed. 
Copies of receipts will not be accepted. Receipts rntist be itemiZed showing 
indiVidUal_ items for all pu~chases; Online purchases using .a personal credit card 
submitted for reitnbUi'Sem~nt can have an online receipt' and a copy of the E.~~~~~-~ ..... _ ..... ---· {Formatted; Not Highlight 

card statement. 

3. Disburse Cash To Requestor And Log Chanw 
Funds are disbursed. in the form ·of cash to the person requesting reimbursement. 
The Petty Cash Administrator will then record the disbursement in the petty cash 
voucher. The Petty Cash Administrator is responsible for keeping the· voucher up­
to-date. The voucher must completely document the proper General Ledger code, 
amoUnt paid, and the department/program to be Charged. Documented invoiceS 
and cash slips must be properly endorsed by the recipient of funds~ The Petly 
Cash Administrator must sign and date the voucher b6tbre s·ubnlission to FinanCe. 

4. Chief ExecutiVe Reimbursement 
Chid' Executives of each entity must have signed approval from the Firiance 
Director to receive petty cash reimbursement. 

F. 1.fbl. Petty Cash, RJ:~P:Ieni:shnruent 
1. Complete Petty Cash Replenishment Voucher 

On a monthly basis, the Petty Cash Administrator will reconcile expenditures with 
cash on hand using the appropriate Finance Department form. Once reconciled, 
the Petty Cash Administrator will submit the replenishment voucher and 
reconciliation documentation to the Accounts Payable department for 
replenishinent. 
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2. Accounts Payable Processes Request 
Accounts Payable will process the request for reimbursement and create the 
appropriate purchase order to do so. The AP Clerk must sign and date the review 
of all reimbursement vouchers before creating the appropriate purchase order. 

F.Z. Termination of Petty Cash Accounts 
The Finance Director maintains the authority to suspend or terminate a petty cash account 
that is non-compliant with the aforementioned operating procedures. 

F.3. Bank Reconciliation Process 

There are nine (9) accounts that get reconciled on a monthly basis. 

1. Town Checking AccoUnt 
This is a pooled-cash, operating account for the Town, Eastern Highland Health District, 
Daycare and Downtown Partnership. The Accountant reconciles the bank statement and the 
Accounting Manager reviews and signs off. 

2. Region 19 Checking Account 
Thisis a pooled-cash, operating account for Region 19 &: .EO Smith Foundation. The 
Accountant reconciles the bank. st'atement and the AccoUnting Manager reviewS and signs 
off. 

3. Community Ceriter Credit Card Checking Account 
This is a deposit account for all community center cred.it card transactions. On a monthly 
basis~ all funds in the account are transfe1Ted to the Town Chec!):ing account~ leaving a 
remaini'ng palance of$?,000 for.refunds and other ne.eds. The Accounting· Manager 
reconciles the account and the Finance Director revi·ews and signs· off. 

4. Holiday Fund Checking Account 
This account is for contributions to the Holiday Fund program. The Human Services 
Department is allowed to use these funds for the Holiday Program. All contributions ai'e 
deposited to the Town Checking Account and then transferred into the Holiday Fund 
Checking Account. The Accounting manager reconciles the account and the Finance Director 
reviews and signs off. 

5. Board of Education Student Activities ACcount 
This account is for funding student activities. The bank statements· m'e sent to the Finance 
Depmtment and the checkbook pages are photocopied and set up for reconciliation. The 
Finance Clerk reconciles the account and the Accounting Manager reviews and signs off~ ........... --······ 

6. lloard of Education Athletics Account 
This account is tOr funding student activities. The bank statements are sent.to the Finance 
Department and the checkbook pages are photocopies and set up for reconciliation. The 
Finance Clerk reconciles the account and the Accounting Manager reviews and signs off. 
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7. Region 19 Student Activities Account 
This account is for funding student activities. The bank statements are sent to the Finance 
Department and the checkbook pages are photocopied and set up for reconciliation. The 
Finance Clerk reconciles the account and the Accounting Manager reviews and signs off. 

8. Region 19 Athletics Account 
This account is for funding student athletic activities. The bank statements are sent to the 
Finance Department and the checkbook pages are photocopied and set up for reconciliation. 
The Finance Clerk reconciles the account and the Accounting Manager reviews and signs off. 

9. Small Cities Checking Account 
This account is for Small Cities to deposit funds. When funds are deposited, they are 
transferred to the Town Checking Account. The Accounting Milnager receives the bank 
statements and reconciles the account and the Finance Director reviews and signs off. 
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'7. RJECJEliPTS AND RIEVJENUJES 

G.l. Deposit and Application of J\liiscelian1eous Receivables 

G.l.a. Receipt of Revenues 
The Collector of Revenue Oftice is responsible for receiving and reconciling daily Town 
revenues. All cash and checks are delivered to the Collector of Revenue Office with 
standard Report of Collection forms. The physical cash and checks are reconciled against 
the Report of Collection forms and totaled in the Daily Revenue Sheet. The Repmt of 
Collection fonns are then attached to the Daily Revenue Sheet and sent to the Finance 
Office and Town Treasurer for processing. 

G.:t.b.IElank Deposits 
The Collector of Revenue office is responsible for bringing cash and checks to the Bank 
for deposit the following business day of collection. 

G.2. Record Keeping 
Crish·arid·checks are.stored in a locked bank ba:gand stofed in a secure !Ocation.·until the 
deposit is taken to the bank. The Tax Colle.ctor's Office receives the Daily Revenue 
Sheet-, indicating each 'deposit with department i1ame, total check/cash amount-and a 
grand total for the day. The Revenue Specialist is responsible for reconciling the Daily 
Summary Sheet against the cOrreSponding-Report of Collection formS before entering ariy 
revenues into AUC. Any short/over discrepancies o\rer $1.00 in the· recording of daily 
revenues are adjusted manually using a separate Report of Collections ·once the reven1,1es 
are posted to the· General Ledger, the Accounting Manager reconciles the Daily Su,mmary 
Sheet against what the Tax Collector's Oftice posted to the General Ledger. If accurate, 
the Accounting Manager records the changes in the Cash Control Spreadsheet. The 
Accountant is responsible for entering the tax ·a:ctjustinents reCeivabl~ into AUC on a 
quarterly basis. The Accounting Manager reviews and approves this entry. The Collector 
of Revenue Oflice is responsible for reconciling recorded revenues between the AUC and 
QDS systems on an annual basis. 
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8. PURCHASlil\lG 

H.l. !Principles of!Pmrchasing 

H.1.a.!Purchasing Program Overview 
• Establishment of written policies, regulations, controls and guidelines tbr the 

purchasing process 
• Integration of budgeting and recordkeeping functions with purchasing processes 

H.Z. Purchasing Policies 

All purchases must go through the formal request and approval process detailed in the following 
policy. Exceptions to the process include p-Card purchases and emergellcy purchases which are 
detai.led in the Exceptions to the Normal Purchasing Process section (H. 7.) ofthis policy. 

All purchases $7,500 or more must go out to bid unless the Town or School District can tak¢ 
advantage of a State Contractor a bid waiver is approved by the purchasing agent (See H.3.c for 
waivers). Bids for Professional Services in excess of$10,000 mUst-be awarded by the Towh 
Manager. 

All Towri purchases.in excess of$7~500,: which do not go out to bid or are nbt reoCcurring 
service charges, must have a completed Best Value Method Source Selection form (bid waive1') 
accompanying the puJ·cbase order. The f()rm mu·st be reviewed arid signed by the Finance 
Director. 

H.3.a.Competitive Quotation !Process 
Depa1tments with purchases that are at least $¥\)94.000 but less than $7,500 must solicit 
offers from at least three (3) vendors. 

H.3.b CompetiUve Proposal !Process 
A request for Proposal (RFP) or Rs;.quest for Qualification (RFQ) shall be written for all 
requests for professional services in excess of$10,000~ The process used fOr solicitation 
of proposals shall assure that a reasonable and representative number of vendors are 
given an opportunity to compete. The Town Manager or Superintendent has the authority 
and responsibility to execute professional service contracts in excess of $10,000. 
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H.3.c. Waivers 
To request a bidding, quotation or proposal process be waived, a requesting administrator ..... - ..... { Formatted: Space After: 6 pt 

must make a written request to the Superintendent or Town Manager to obtain a waiver. 
The processes may be waived for any of the following reasons: 

!. Only one (I) reasonable or qualified source can be identified. This shall include 
situations such as the purchase of copyrighted materials and textbooks. 

2. The pUrchase is made using one (1) of the State of Connecticut's formal contracts 
with a third party. 

3. Time is a critical factor, and taking the time necessary to comply with the formal 
process would not be in the best interest of the Town or School District. 

4. In the opinion of the Superintendent and/or Finance Director, an emergency 
requires the purchase of goods or services tO avoid injury or damage to human life 
or property. 

5. A special source, including but not limited to a sale, purchasing plan, government 
discount~ or trade-in allowance, will supply a lower cost than that which would 
result fi·om a bid process. 

6. A formal process would result in substantially higher costs to the Town and/or 
SchoOl District, or inefficient use of personnel, or cause substantial disruption of 
TOwn and/or School District operations. 

7. Prices of goods or services are subject to specific federal or state competitive 
bidding requireinents, including, but 1iot Htnited to, ''school building projects'' as 
defined in the Connecticut General Statutes. 

8. Region<'!.! or cooperative pu-rchases. 

RequlisH:ionirng 

l1L4.a.Department Requests anal Approvals 
1. Submit Purchase Order Requests to the Finance· DeP-artment 

Purchase order requests must be completed and include the fol!owil1g infOrmation: 
• Vendor Name- Detelmined by the requesting·dej)artment or H·om the FMS 

Vendor list 
• Ship-to Code- Location of where goods or services will be received 
• Account Number- Account to be chatged for the expense 
• Receiving School or Department -Who is respOnsible for receiving the goods 

or services 
• items for Purchase- Description should include sufficient detail including 

any part numbers or vendor information about the item(s) 
• Extended Price- The total price of the purchase, including any freight 

charges should be calculated and included 
• Total Anticipated Cost~- The total value of the goods or services included on 

the Purchase Order 
• Requestor !D (Name) The person responsible for addressing any issues 

regarding the request and the ·goods and/or services received per the Purchase 
Order 
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2. Obtain Appropriate Approvals 
The request must be approved by the requestor's Department Head, All approved 
purchase requests are then reviewed and approved by the AP Clerk. The Finance 
Director must approve all purchases in excess of$5,000. 
..... 

3. Payment Approval 
All purchases orders need to have proper approvals before the actual purchase can be 
made. Purchases conducted without the proper approvals made beforehand may result 
in non-payment. 

4. Purchase Order Thresholds 
The Firlance Department ~will t-e-review vendors on file On an ongoing basis·-and 
implement a process to review appropriate purchase order thresholds. This wHf 
process will help to identify users that may attempt to circumvent the PO 
process.tffi:H.H:.Ae-amoun~ tAat ean be Sflent on a siRi;le 'eREior ana also flelf3 f3reveR~ 
BR) iiT6Sf30nsil:~.J.e-Sj3Gfl6ing. '.Vritten B:f3f3l'O'>Etl·from tfle rinaR_ee Direeter 11'1\:ISt be 
8\ iEieAt !o eAaHge an af3}Jlie6 tflre~flolEI. 

H.5. lf'm:dnase On!ers 

!;-)",6. 

H.5.a.lf'reparation ofthe lf'llllrchase Order 
Department Heads and their staJf l)Se the FMS to create purchase order's: electronically'. 
The- purchase orders are sent to the Finance Depaitment for review arid processing, From 
there, approved purchase orders are then·emailed or nlailed to vendors. Any relevant 
do.cument.ation (packing slips, delivery confirmation, etc.) received-in connection with 
goods or services covered by a pUrchase order must be filed at. the schoOl or depa~tment. 
The school or department will confirm the receipt of the goods or services and the vendor 
will be paid according to standard ACcounts Payable procedures. The Finance Director or 
Accounting Manager ·must approve an appropriate allocation .of funds. befOre a vendor 
will be paid. 

b1.5.lb l?un::hase Order CanceHation 
In the event a School or Department decideS to cancel a purchase order, they should 
promptly email the Finance DepaJtment with the Subject "Cancelled Purchase Order for 
(insert school/department)". The purchase order number and date should be stated in the 
email. The email will act as approval from the school fOr cancellation of the purchase 
order. The Finance Depmtment will archive all cancellation emails. It is the 
responsibility of the School or Department to promptly notify the vendor that the order 
has been cancelled. The finance Department will then delete the Purchase Order from 
the system. 

Ce:1rdls (f-Can:ls) and Store Charge Cards 
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The Town of Mans11e!d and the respective entities that they provide services to do not possess or 
maintain entity based credit cards Ceg. Visa. MasterCard. Amercan Express). Instead the Town 
and respective entities use either Purchase Cards (P-cards) or Store Charge cards. 

Purchasing Cards are awarded to Department Heads and other Town employees on an as-needed 
basis. All purchases made by Town 13.!:.-card;! are for Town business only; personal expenditures 
are not allowed. Requests for p£-cards must be directly approved by the Finance Direetor._-On 
an annual basis. the Finance Department will compare the year's terminated employees against 
current cardholders to ensure all cardholders are active employees. On an anAHal basis~ tlw 
Vinanee Department will eeJ~e-year~s termiAateEl eA'I:pie) ees agaiAs~ e1:1rrent eaJ~efS-te 
ensure all earElflelElers are aeti\e empl~ 

P-Card Policy Agreeme-nt: 
All employees granted a :rE.-card graAteEl emfJle) ees must sign the Cardholder Agreement Form 
and Purchasing Card Use Policy. These policies outline purchasing ethics, general policies, the 
purchasing process, recordkeeping requirements and alJthorized account usage. 

Spending Limits: 
Cardholders are held to daily and monthly spending limits based on their job function. 
Individuals are granted either a$! ,000 single-transaction and $5,000 monthly limit, or a $5,000 
s'ingle~transaction and $25,000 monthly limit On anan.nual basis, the Firiimce Department will 
review Cardholder spending limits and adjust the limits at their disci;etiOJi. 

IHL6.a.P-Card Recordkeeping 
Cardholders are responsible. for entering their purchases online and apply_ing them to the 
correct account codes. All purchaseS must be entered by.A'IentA eAElthe 15t11 gf~.~S:.h ........... ·------··/ {Formatted: suPerscript 
month or the Finance Department will freeze the individual p£-card. Cardholders print 
their monthly exp~nse report, attach supporting documentation and ·receiptS, -sign the 
report, have their Depa1tment Heads review arid sign the report; and send it to the 
Finance Department. fOr processing. The finance Department performs monthly reviews 
Of p-card expenditures to ensure there is no backlog of unprocessed purchases and that all 
purchases have appropriate documentation. All reviewS must be signCd and dated. 

Store Charge Card Policy Agreement: 
The only authorized store credit cards for the Town ofMans11:el.d and its reso'ective entities are 
(Jo·~ne·t>er;ot·:·srg·v·a;1·crwaJma~:t·.- .. Afre;ll-pioyees··grantecf a StOi-e <::-ilarge··ca;:cfmu·s·t·srgn .. the· ........ --~. 
Cardholder Ajrreement Form and Store Chai·ge C.ird Use Policy. These policies outlinC 
purchasing ethics. general policies. the purchasing process. recordkeeping reQuirements and 
authorized account usage. 

fu2ending Limits: 
Cardholders are held to spending limits based on the type of card in their possession. Card limits 
range from $100 to $1.600. The Finance Department will reconcile each card on a monthly basis. 
On.an annual basis. the Accounting Manager will review cardholder SPending limits and adjust 
the limits at their discretion. 
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H.6.b Store Charge Card Recordkeeping 
Cardholders are responsible for entering their purchases online and applving them to the 
correct account codes. All purchases must be entered by the 15111 of each month or the 
Finance Department wil! freeze the individual Store Charge card. Cardholders orint their 
monthly expense report attach supporting documentation and receipts, sign the report. 
have their Department Heads review and sign the report. and send it to the Finance 
Department fOr processing. The Finance Department performs monthly reviews of Store 
Charge expenditures to ensure there is no backlog of unprocessed purchases and that all 
purchases have appropriate documentation. All reviews must be signed and dated. 

H.7. Exceptions to the Norm.al Pnnrchasing Process 

Under certain (!mergency conditions, defined below, it may be necessary to deviate from the 
formal requisitioning and purchasing process. 

Definition of-an Emergency 
An emergency exists when unforesee11 circumstances beyond the Town or School District's 
control: 

a. Present a real, immediate threat to the proper performance of essential .functions; 
or 

b. May reasonably be expected to result in 

Under $7,500 

i. Material loss or damage to_ p~operty, 
ii. Bodily injury or 

iii. Loss of life,_ if immediate action is not taken. 

If-an emergency determination is made that requires immediate action, the r~questo·r will contact 
the ·Finance Department immediately and ask that the Finance Ditector approve the purchase. At1 
additional email request must be sent to the Finance Director for record-keeping purposes. The 
purchase will. be approVed and the invoice will be submitted to the Finance Department within 
24 hours. The invoice will be matched to the emergency_ purchase. The requisition will be· 
eniered into FMS after-the-fact and the purchase approved by the Finance Director (or 
Accounting Manager iri his/her absence). 

$7.500 or more 
If an emergencY determ-ination is made whereby the time required- ~o go through the fOrmal· 
bidding process is not feasible, the vendor selected will need to be approVed by the Finance 
Director, Town Manager or Superintendent (and Board of-Education or Town Council when 
$20,000 or more). The Finance Office will be informed promptly at any emergency declarations 
and provided the necessary direction to record contracted obligations. 
A written contract shall be executed prior to commencing work. Where a purchase is made or 
work contracted without a prior written contract, a written contract shall be prepared and 
executed as early as possible. The contract· shall contain such detail as is appropriate under the 
circumstances. At a minimum, the contract shall state the parties, the item to be purchased, the 
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maximum amount, the basis for payment and require that the contractor comply with all statutory 
requirements. A copy of the contract shall be kept in the Finance Department files. 

Because an emergency situation may require immediate action without incorporating all of the 
usual and customary contract provisions, Finance Department staff and the vendor should 
consider the use of a short term contract with limited authority whenever possible. During this 
interim period, alternatives should be considered, such as competition (by sealed bids or 
otherwise) for the remaining purchases or work, or a more detailed contract which incorporates 
the usual and customary terms. Even where an emergency is determined to exist, the Town shall 
obtain competition whenever practicable, as the best means to assure quality services and 
minimum cost. 

Purchasing Cards 
P-Card holders are asked to use their p-cards for .emergency situations. P-Card holders are asked 
to only use the exception process if the emergency purchase .exceeds their daily or monthly 
spending limit. 
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9" ACCOUNTS PAYA!B:UE AND IEXJPiENDITURJE§ 

li.l. Accounts Payable ami Disbursement 

li.Jl.a. Receipt of Goods and Services 
Schools and Departments receive items that have been approved through the purchasing 
policy. Goods or services are delivered directly to the requesting School or Department. 
Confirmation and verification of the receipt of goods or services is the responsibility of 
each· reSpective location. 

i.1.b. Vendor Invoices 
Invoices for all goods and services are mailed directly to the Finance Depattment. In the 
event an invoice is sent directly to a School or Department, the invoice is forwarded to 
the Finance Department as soon as possible; original invoices only for processing. 

L1.c. Recording .Invoices 
The Finance Clerk is· responsible for matching invoices to purchase orders and ·entering 
them in the FMS. It is the Finance Clerk's responsibilitY to identify anY discrepandes 
with purchase order information and alert the Accounting Manager an9/or Finance 
Director immediately. In the_ event a pUrchase order match cannot be foUnd; the invoice is 
sent to the recipient School ,or Department to be verified. If the goods or set;viceS have 
been received and the_ inVoice infOrmation· is correct, the Finance Clerk must ct'eate a 
purchase request using the information p'rovided on .the inVoke. The purchase request 
must. then be processed according to standard procedures. The invoice will·not be paid 
until the c·ontirmation receipt h::is· been entered-in the-system. 

Chedc Processling 
Checks to vendors are automatically signed and printed out of the FMS; The Finance 
Clerk is responsible for reviewing the batch of checks and matching them against the 
·corresponding purchase orders and invoices. Each purchase order reviewed by the 
Finance Clerk requires his/her signature and date to signify completion of the review 
process. Any discrepancies are brought to the immediate attention of the Finance Director 
and-Accounting Manager. If no dis_crepancies are found, the Finapce Clerk signs and 
dates the batch and provides the report to the Accounting Manager for final review and 
ill212roval. A second Finance Clerk, who is not involved in Accounts Payables functions, 
will be asked to perform the same· review process as a second level of redundancy. 
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1.2. Expendit.lue Reviews 

The Finance Director and Department Heads are responsible for scheduling expenditure 
meetings at the end of each quarter. At these meetings, the Finance Director and Department 
Heads will discuss expenditure levels to-date and communicate ways to keep departments from 
spending over budget. The Finance Director will also train Department Heads how to look for 
fraudulent spending. 

1.3. Adding a Vendor to file 

The Finance Director, Accounting Manager, and Finance Clerks are the only authorized users to 
add new vendors to file in the FMS. To request a new vendor be_ added, the process is as follows: 

1. Department Staff Email the Accounting Manager 
If a Department wints to make a t'equisition to a vendor not already on tile, a staff 
member must email a formal request to the Accounting ·Manager. The Finance Director 
and the respective Department Head must be copied on the email. The email should 
contain detailed information about the vendor allowing for quic;k and easy creation by the 
Finance Department. The Accounting Manager is responsible for reviewing and 
approving the request. · 

2. Accounting Manager Archives all Requests 
The Accounting Manager i$ reSponsible for archiving all emai_l notifications fi"om the 
Department Heads in the FMS. Emails are stored in folders, labeled aeeording to the 
name and of the new vendor. The separate folders for individual vendors are all stored in 
a "New Vendor" folder. 

3. P.erform Formal Vendor RevieWs 
The Finaf1Ce Department must review the vendor file on a quar.terly basis. Finance is 
responsible for running a report in AUC that identifies ilew vendors for the year, who 
added each vendor and when each vendor was added. The Accounting Manager and 
Finance Director must then review the. repott and confirm all vendors on file are 
appropriate. The repmt'should be signed and dated by the Accounting Manager and 
Finance Director. 
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Hl. JPl A VIR 0 lL IL 

j.l. Paym!l ami Persormei(Human Resources 

The Human Resources module in the FMS includes all employee related information, such as 
employee demographics, work history, salary history, etc. Once an employee record has been 
entered into the FMS, the employee record in the Payroll module is updated with appropriate 
deductions, withholding, etc. The Town, Region 19 and Mansfield Board of Education are 
responsible for documenting their individual procedures for adding and removing employees to 
the payroll system. 

j.l.a. New Hires 
Human Resources is responsible for ensuring all appropriate forms are giVen to and/or 
signed by the-new employee. A completed New Hire Checklist or Personnel Action Form 
is required fOr each new hire and is stored in their personnel file. Human Resources must 
notify the Accounting Manager of any new employee that needs access to the FMS. 

j.l.h. Employee Changes 
Any chang·e-to an employee's.information is documented in a Pe.rson·nei_Actfon Form. 
Human Resources is t~esponsible for notifying appropriate- parties of employee changes, 
including the· Accounting Manager for changes in the FMS. 

For n .. ~~--~~!:~~-~~-~-~-~E!~Y.~~ .. C::~~-~~~-~~-!~!.t!~.<:l-~ .. J3..~~-~~T~~-~-s-~~-JIIJ.1?,.~~RR9.t."~.(i.~!~~-~~-~9..~.~-~- ....... ,;:::, .... -
Information Technology (IT) department to provide acCess to all computer related 
technologY needs (finanCial system. computer netvmrk. email system. remote access. 
othei· software programs). IT then coordinates with the Accoui1ting Manager fe: the 
FMS. In the case of terminations for cause HI\ notifies IT" ASAP. or aS fat' in advance "s_ 
possible as to when the COiilQuter access must b~""Sh~t·d~w~·:m·--•m•m••mmm••m•mm•m•• ...... - --·-, .. 

§.1.c. Ern.pEoyee _TenY)lf.ril.afdon.s 
In the case of a termination, the Town Manager, Superintendent, or·Department Head 
must notify Human- Resources as soon as possible. Human Resources must notify the 
Accounting Manager-as soon as possible-to remove the former employee's access rights 
to the FMS. Human Resources is responsible for maintaining all termh1ation 
correspondence (Exit Interview Checklist, emails, resignation letters, etc.) and storing it 
in the former employee'S personnel file. 
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information (resignations. retirements. terminations). and payroll infbrmation such as 
compensation changes and direct deposit forms 19. health insurance. life insurance. 
contract, and payroll infOrmation. such as W-2s. pension. union membership cards dues. 
and direct deposit. are filed in the employee 1s appropriate tile. Three separate tiles are 
maintained for employees: personnel, payrolL and medical.Al-1-Attmim-resources 
iflf'ennatioH, sweh as 19, Aealth iAsuranee, life iAsHraRee, coHtmc!, aRE! payroll 
iAforma-~ioA, Stich as Y./ 2s, peAsioH, HRion SHes, Elireet deJ30Sit, are Hl~e 
CA:tf3leyee's '111e. 'Jl-le·.v I lire Checklis~s, Exit lR~en iev. CAeeldis!-s,P-et:ooooef.-Aet.i.eR 
forms, termiAatioR eerrespeRdeRee aAEi an) sigRed polieies aR~1:lres are alse 
maiRtained iR the perseARel 1iles. AA) medical iAfennation aBo1:1t tl:!e employee, l:!ov·ever, 
oeeas te be J1le8 separately. 

J.Z. Time Records and IPayroiiiPreparation 

j.Z.a. Timekeeping 
Time entry is decentralized and handled by each school/department. Employees enter 
their time into a standardized excel .spreadsheet and Department Heads review for 
accuracy and sign off. The spreadsheets are delivered to the Payroll Administrator by the 
end of each pay-period. 

1. Payroll Administrator Enters Time in the FMS 
The PayroiLAdministrator enters the hours worked per pay period by employees at 
the Town, Downtown Partnership, Region 19 and the Board of Education. The 
Payroll Administrator uses the-submitted spreadsheets- to enter employee time into the 
FMS. 

2. PaYroll Administrator-Reviews Time Entry Submission· 
The time entry spreadsheets submitted to Payroll are reviewed by the Payroll 
Administrator to confirm information is correct and appropriate ·approvals are in 
place. The Payroll Administrator and Finance Clerk compute payroll totals and 
manually enter them to a Timesheet Edit Rep01t, The Timesheet Edit Report is then 
used to manually enter payroll data into the FMS. The Payroll Administrator initials 
and dates the payroll run to document the review. 

3. Additional Review 
The Finance Clerk and the PayJ·o!l Administrator are responsible fbr a secondarY 
review after timesheetS are entered into the payroll system. A Timesheet Summary 
Report is printed out of the FMS and compared to the original Timesheet Edit Report 
and individual spreadsheets. The Payroll Administrator signs and dates the review. 
Additionally, the Accounting Manager completes a pay-period estimation that is 
compared-against the actual payroll totals. If accurate, the estimate is signed, dated 
and tiled by the: Accounting Manager. 

4. Payroll Distribution 
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The payroll distribution lists, for all managed entities, are reviewed and signed by the 
Accounting Manager prior to sending check files to the bank. All distribution lists 
should be maintained by the Finance Department for recordkeeping purposes. 

j.2.1:l. Payroll Adjustments 
Human Resources are-is responsible for managing employee changes in the payroll 

system.l:-d!..~~i.~~~~~!~.~~.!:~Sll:l.!!:~5::!.~!~.~T..~.~9.1~g!~~~~--~~!:~2~.~~-l .. A.~~1~~ .. f~X~Je/~!~l.2!:.. . .............. ·· ~~~~aF~~td~~~~t~~~~fault) Times New Roman, 
.sm:propriate back UJ2 for the particular payroll change (i.e. Form W-4 for tax withholding '-"="-""'-=""''-"'""-------__) 
adjustment. Community Center Membership Payroll Deduction Agreement for 
Community Center Membership etc.)All aE!jl;lstmeAts reEJ.I;lire a eom13leted Persennel 
Action Perm tl<!a~ iAdieates the exact ehaAges. IIR PersOAA:el Assis~aAts eAter 13a;rell 
ehaA:ge iFifermatioA diree~ly iAto the payroll S) s'tem. All changes entered ge iA~e et'feet as 
ef tile neJi: rao'ffll+-~efie<h 

j.2.c. Check !Processing 
Payroll is run bi-weekly on Monday and Tuesday, with checks being issued on 
Wednesday. Payroll checks are signed by the Director of Finance and Accounting 
Manager. All .checks are automatically signed when printed. }'h.e:.faJ;If>_l_l_ Admi:niS1JaJm 
E!.D_-~\g~{;_~JbS:f.J)1_c_ti_k_J3.Ggj_s.teLIJJld_tJ!£~.J2jJP,s.;_L0~~H9~iJ.J~-~g!.illf:r.Jl?.iJhJ1-:I1J:A~t,lJ:,_~r:,$.J~~~L£-W,, 
JL,QJ;.>,JJJ:Q~Q,- the __ 1\ CC()U!lt Mana~_!1(:1_)_~<;-~J,_~);,tb£Jli:!X!:9JJJ:l!£;:;,J9Jb~ J?J;l,.t'!l.;,<J.,l),i;ilii_g]1_~ ___ [!!)~1 
.9Jl!~~~Manu.al checks are issued as needed and entered into'the System with the next 
regular payroll period. Finance Clerks are responsible for distributing Town paycheCks 
and School DistriCt paychecks are given to -Personal Assistants fOr distribution. ~ 
~h~Jn'Fi¥H45tf{l·cr J?o¥8d 122.l tl~-@~#t{M~'fM~~t~~S'ituit Reekit.'e~· 
th~~lcW€l:- .H"@l,~-@ol' ·. If Ltj3f'l*-AA..~-&t~~:4;1'J{}rt,-geJ~IJtrlht2+~a;'f~ 

tfi~'*"''~~, 

1.3. Dedluctilms and Quarterly /Year-End Reporting 

Payroll reports are generated to confirm that the FMS payroll information has been updated. The 
Payroll Administrator is resp<:msible f(w·creating them and the Accounting Manager reviews and 
signs off. The following quatterly and year~end repmis are printed aild distributed: 

• 941 Qum1erly Report 
• W-2s 

Normal deduction infOrmation (i.e. taxes, insurance, 401/457) is entered into the payroll systenl 
by HR PeFSOAAel Assistan!sstaff when an employee is added. The Payroll Administrator will 
enter wage attachments (i.e. Child Support, IRS Penalties), and federal tax and retirement fund 
adjustments. The Payroll Administrator is also responsible for submitting payments to various 
companies and organizations based on the deductions. 
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lA·. Severance, Vaeatien ana Sic!< Time Final Payroll Payments and 
Accruals 

The ltR-Affi:J~it'listraters aREI ~He-Payroll Administrator are-is responsible for calculating and 
recording severanee, vaeatien anEl siel:: timefinal payments to employees. Q~S?.Y52.'!!R~~~.~g~ .. ~b.e ... 
calculations are reviewed and signed by the Assistant Town Manager and included in the 
employee's 11nal paycheck. 

..'[~-~-)~~Yt~l.! .. ~~-l}?_i_~i_sy·~-~<?_r __ i_~.X~-~PS?rt.~.i.~J.~_!:~!:.~~.C:E!-!.~!-~~~<?.~~~~!~!?· T<?.~~-· .. !?.~~!::I.P .. ?_~~-P.?.~~!.'.!0.~YD. 
Partnership accruals are done automatically through the payroll module on a monthly or annual 
baSis-depending on the type of accrual. At the beginning of the fiscal year. the HR Staff iS 
responsible to run a report for vacation time to ensure employe·es are being allotted their correct 
accrual amount at that point in time. Once completed. the HR Staff signs. dates and tiles the 
report. 
Th¥-~~H PartRersAi13 aeerHals are done B.utomatieally tflro~:~gfl the 138:)'ro.ll moffilfe.: 
Af.:t.A~~f ~He fiseal ) ear, the MR A9mini-stffi.ffif-f!eeds to FHA a re138rt for all 'aeatiOI=t 
!iffle aAd re\ iew to-ensui~OJ ees are 6eiAg allotteG-#ie-c-0r-rec+-afl'lOtmt of time. 0Aee 
eomf:Jletea. :He I IR A9ministrator signs and dates the n~13ort aH9 files it. THe J lR :\9miAistrater is 
also. respeHsible fer ealeulati-ng severanee. Onee eomJ3lete.a, tl:Je ealeu+atkms are revie\\e9 aHcl 
sigHed B) tJ:J.e ·IIR Dire6tOI~Payrell Administrator fl'IUSt i:e\iev, severaflee pfr)FnentwAen the 
I IR AEimiAiS!ra!or enters it iAto the sys!em. 

J,S ..... J\.ccrtiecl Benefits/Rt;tiret1lent~()lici~s .. 

Human Resources is responsible for tracking and maintaining the listing of retirees and reporting 
of re:tiree benefits to the Town. 
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11. JFKNANCKAt RlEIP'ORTENG 

K.l. Closing Procedures 

K.La.Monthly Close 
Journal entries are reconciled against bank statements on a monthly basis and are 
reviewed and Signed off by the Accounting Manager. 

Kl.b.Quarterfty Close 
All monthly closing procedures are performed. The Accounting Manager prepares a 
detailed fund review by reconciling asset and liability accounts and also by reviewing 
revenue and expenditure detail for each account. This is then further reviewed by the 
Finance Director and the Finance Committee. An aged purchase order review is 
performed as well. The quarterly financial statements are prepared by the Accounting 
Manager and then reviewed by the Finance Director prior· to being reviewed by the 
Finance Committee. 

K1.c. Year, End! t!ose 
All monthly and qua1terly closing procedures are pert9nned. All recelvables, payables, 
deferred revenu·es, yeai·-endjournal eritriCs, fixed aSsets. and -depreciation are recorded. 
Allowance account balanceS are revieWed and encumbranceS are rolled over to the n~xt 
year. AIJ closing entrieS are posted after: the financial audit and-fund balances are. Closed 
out. 

K1.!l.Accounting Period! Close 
I. Cash/Investments 

Bank reconciliations are perfoi·med ·by the Accountant an~ Accounting f\1anager and 
reviewed by the Accounting Manager and Finance Director (see section F.2 . .for 
details). The- Accounting Manager uses a cash control spreadsheet to maintain the 
People's checking accounts on a daily basis. This g6ts reconciled on a monthly basis. 

2. Accounts Receivable 
The Accounting Manager reviews all July deposits. to ensure funds are recorded in the 
appropriate year. The Revenue Collector's office reviews all billing activhy and 
collections and provides a listing of receivables to the Accounting Manager to review 
and record the journal entry. The Finance Directory reviews the journal entry. 

3. Inventory 
The Accounting Manager records and analyzes reports of sales and purchases. Gift 
Card and Paper inventory counts are compared to physical inventory on a monthly 
basis. The Food Services Director performs a physical count of all fOod and provides 
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the totals to the Accountant to record the journal entry. A reconciliation of food 
inventory is completed on a quarterly basis. 

4. Fixed Assets 
On a quarterly and year-end basis, the Accountant reviews all expenditure activity for 
the year to record all expenditures as tixed assets. Fixed assets are recorded into the 
Fixed Assets module and depreciation schedules are prepared. Physical inventory is 
reviewed on a bi-annual basis and Department Heads will notify the Accountant of 
any fixed asset disposals. 

5. Accounts Payable 
The final check run for the current fiscal year is performed in the middle of the next 
fiscal year. Any check runs after the year-end check run are· reviewed for prior year 
invoices. If any invoices are found to belong tO the final year, provide them to the 
Accounting Manager to record an_appropriate journal. entry. Open purchase orders are 
reconciled and all Purchase orders are reviewed with Department Heads- to determine 
the accuracy of the information. 

6. Deferred Revenue 
The Tax Collector provides deferred revenue infOrmation to the Accounting Manager 
tOr review and re<:;ording. 

7. Revenues and ExpenditUres 
Revenue arid expenditure detail for each accOunt is reviewed to correct any posting 
errors and investigate unusual results. For departments with their own -syStems (ex: 
Parks& Rec- Rec Trac), revenues are reconciled against What is recorded in AUC 
on monthly' basis.· For departments that do not track revenue, their funds are analyzed 
based on their budget. All budgeted funds are compared based on budgeted and actual 
balances. Non-budgeted funds are co'mpared based 6n cun·en~ year.and prior year 
results. Any unusual results are inveStigated with Department Heads. 
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12. GJRANT M[Al\JAGJE!\IiJ\NT 

1\11.1. Reqm~sts 

1. Grant Applicants Notify Finance Department 
Grant applicants must contact the FinanCe Department prior to applying for a grant. The 
applicant is required to provide the Budget Analyst detailed information regarding the 
prospective grant, including a detailed reason for pursuing the -grant, what the grant will be 
used for, who the grant provider is and what the grant spending requirements/restrictions are. 

2. Cost-Benefit Analysis 
The Budget Analyst is responsible for conducting a cost-benefit analysis to ensure that 
applying for and managing a given grant does not yield negative gains. The Finance Director 
will reject any grants that provide fewer.funds than it costs to monitor, process, and apply for 
the grant. 

3. Grant Award Letter 
If the applicant is approved and awarded grant funds, a copy of the applicable award letter 
must be submitted to and' maintained by the Firian'ce Department for tracking purposes. 

The Finance Department-is responsible for monitoring and tracking all grant activit)'. Formal 
grant fund reviews should be completed by the Finance Department on a monthly basis. The 
person responsible for the grant administers the grant and he/she will meet with the Budget 
Analyst on a ·qUarterly basis to discuss the expenditures and budgeted items. The person 
responsible for the gi'ant is· responsible for ensudng all expenditures meet grant re_quiremerits. It 
is up to the discretion of the Budget AnalySt and-Finance Director to revoke administrative rights 
in the case the current administratoi· is incapable of properly managing the grant. 

I. Town Grants 
All Town grant applications require a cost-benefit analysis by the Budget Analyst. If 
confirmed, the application requires Fina·nce Director and TOwn Manager approval before 
submission to Town Council. Town Council is the final approval step before the grant 
application can be processed. 

2. School District Grants 
All School District grant applications require a cost-benefit analysis by the Budget Analyst. 
If confirmed, the application requires Finance Director and Superintendent approval before 
submission t(l'the Board of Education. The Board of Education is the final approval step 
before the grant application can be processed. 
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13. CAIPTf AL ASS JETS 

N.1. Capital Asset l'olides 

N.1.a.Accmmting Methodology 
The Town makes beneficial use of capital assets in pursuing its missions. Legal 
responsibilities require that the Town accurately record and account for capital assets on 
a regular basis. Because the Town engages in the acquisition, transfer, disposal, and use 
of capital equipment, this policy sets f01th the roles and responsibilities in regard to 
capital assets. One reason capital assets are recorded and capitalized is to properly 
depreciate their value over time, thus reflecting their cost during the useful life of the 
asset and not only on the date of acquisition. An item valued at less than the 
capitalization threshold is not d6preciated. It is fully written off as an expense at the. time 
of acquisition and not added to the capitalization inventory. Another reason capital assets 
are recorded and capitalized is to protect the assets from misuse and misappropriation. 
The FMS Fixed Asset module will compile a list of all capital assets, replete with a 
description of the asset, value and location. The Accountant ·and Accounting Manager 
mainta'in the physical and reporting control of the Town's capital assets, and the 
AccoUnting Mariager reviews arid signs the annual fixed asset rep01ts. The m~jor 
responsibilities each party has in conneCtion with the Capital Assets Policy & Procedu_res 
are as follows: 

All Departments and Schools: 
• Rep01t to the Finance Department the loss or destruction of fixed assets· within 

one (I) day of discovery 
• Review the annual liSting of property inventoi·y pr~pared and distributed by the 

Finance Department_ on a timely basis~ explaining and pursuing the resolution of 
all discrepancies identified in the property inventory 

• Safeguard allproper1y in the custody of the department/school 

Finance Department: 
• Record all change~ to .assets on the Fixed Asset module and in the general ledger 
• Review and approve all Construction in Progress activity on an .annual basis 
• Review "book current depreciation" as part· of the annual re.view of the fixed asset 

reports 
• Prepare an annual listing of recorded prope1ty and diStribute it to individual 

departments/schools for verifications and certifiCation purposes by September 301
h 

of the current fiscal year 
• Conduct a periodic physical inventory of property (including affixing inventory 

tags) 
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N.l.b.Asset Classifications 
To be classified as a fixed asset) a property acquisition must meet the following criteria: 

I. Be of tangible nature 
2. Have a useful life of at least two (2) years 
3. Have signifiCant value: 

a. Equipment 

Town/Board 
Item General funds 

Computer Equip.-
Capitalization >$5,000 

Computer Equip.- $I ,000-$5,000 
Accountable 
Non Computer Equip.- >$5,000 
Capitalizatio-n 
Non Computer Equip.- $2,500-$5,000 
Ac·countable 

Town-MSF 833 Fund 
>$500 
Exception: All laptops 
and computers are 
capitalized regardless of 
cost 
N/A 

>$2,500 

N/A 

EHHD Region 19 

>$I,OOO >$5,000 

N/A $I ,000-$5,000 

>$I,OOO >$5,000 

N/A· $2,500-$5,000 

b. Buildings, building imprOyements, Or improvements other than 
buildings, must have an acquisition cost. of at lea·st $20,000 

c. InfrastructUre (i.e. rOads, bridges, cu1;bs~ .drains, etG.) mu'st have an 
acquisitions cost of at least $100,000 

N.l.c. Addition of Capital. Assets 
Capital asset acquisitions are entered into the FMS at year-end or as they are purchased. 
The Accountant is responsible for recording all fixed assets and the Accounting Mariager 
assists and reviews. The Town Manager has- the authority to approve the acceptance Of 
capital assets. 

N.1.d.Disrposai of Capita~ Assets 
Department Heads must notify the Finance Department withi.n one (I) day of any capital 
asset disposal. An approved Fixed Asset DisposaJ·form iS required for the dispoSal of a 
capital asset. The Town Manager or Superintendent muSt sign the form. 

of Capitai Assets 
Department Heads must notify the Finance Department within one (I) day of any capital 
asset transfer. A completed Fixed Asset Transfer form is required fot' the transfer of a 
capital asset. 
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14L STUD lENT & ATH!LIETHIC AIC'fiVITY FUI\!D AICICOUJ\!TS 

The High School (Regional School District 19) and Mansfield Middle School are the only 
schools with Student and/or Athletic Activity Fund Accounts. The funds are set up as petty cash 
funds and the account is a single signature checking account with select individuals, as appointed 
by the Superintendent, to sign for cheeks. The following procedures must be followed for all 
Student and/or Athletic Activity Fund Accounts: 

0.1. Receipts 

I. Collection Of Receipts 
Each school activity collects money through various means Of fundraising- donations, sales, 

._and/or events. Two (2) employees for each school are responsible for collecting money raised 
from school activities. The Activity Collection Form is tilled out and. signed by the two (2) 
employees- each school is required to disclose Who these employees are to the Finance 
Depattment on an annual baSis. The form indicates the t~?tal funds collected and -for what 
reasOns. The money is then sealed in an envelope with the Activity Collection Form and sent 
to the Finance Department for processing within two (2) business days of an event. 

2. Recordkeeping 
It is the responsibility of the two (2) assigned employees for each school to keep detailed 

·records of Student a1ld Athletic Activity Fund Account activity. The accOunt activity must be 
updated after every collectio·n. 

The Accounting Manager is responsible for entering the receipt into the General Ledger after 
receiving an Activity Collection Form. On a monthly basis, the (2) assigned employees are 
responsible for sending the School's accou~t record/ledger to the Finance Department tbr a 
formal recOnciliatiOn against the account's bank statement. .The-Accounti'ng Manage·r 
completes the reconciliation and signs, dates and t11es it. The reconciliation for each account 
MUST be completed by the Finance Departinent in addition-to the school'S internalrCview. 

Disbrrrsenn.en:ts 

I. General Disbursements 
The disbursement of activity funds must be clearly documented by the two (2) assigned 
employees in the School's account record/ledger. All checks drawn must haye a signatui·e 
from an assigned approver. Under no circumstances will checks be distributed without an 
approval signature. Additionally, checks must be written to a specific party- the "pay to the 
order" line cannot be left blank. 

2. Reimbursement Requests 
An Activity Reimbursement Request form must be completed by one of the two (2) 
employees responsible for overseeing the Student and Athletic Activity Fund Accounts in 
order to obtain reimbursement. The form must clearly outline how much money is needed for 
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reimbursement and for what reasons. Copies of the corresponding checks and the activity 
ledger must be attached to the voucher. The School Principle and one of the two (2) 
designated employees sign the form. Once completed, the form is sent to the Finance 
Department. 

3. Reimbursement Processing 
On a monthly basis, the Finance Clerk creates a purchase order to replenish the account. All 
Activity Reimbursement Request forms for the month are reviewed and totaled on the 
month-end PO. Copies of checks drawn for that month must be attached. The PO is reviewed 
and approved by the Superintendent before any funds are disbursed. Once the PO is 
approved, one of the authorized employees cuts the reimbursement check and -it is deposited 
in the appropriate School's Student or Athletic Activity Fund Account. 

3. Recordkeeping 
It is the responsibility of the two (2) assigned employees for each school to keep detailed 
records of Student Activity Fund Account activity. The account activity must be updated 
after every reimbursement. The Accounting Manager is responsible for entering the expense 
into the General Ledger after reviewing the month~end voucher. Reimbursement vouchers 
need .to be reconciled against the monthly bank statement in addition to·the schooJsl check 
registers/ledgers. 

0..3, Reporting ami Reconciliation 

Each school's record of their fund's activity must be 'kept in a.detailed.spreadsheet. The Principal 
must review, initial and date the spreadsheet before sending it to the Finance Department for 
reconciliation. The monthly reconcil-iatiOn performed by the .Accounting Manager must be 
approved and reviewed by the Finance Director and the school Principals. Under no 
circumstances are sep~rate Activity Fund Accounts to exist within the High School or Middle 
School that are not overseen by the Finance Department. 
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15. IEXP!El\!SE IREKMJBURSIEMIENTS 

P.Jl. Genem!IReimbursements 

Employees are eligible for reimbursement from the town for a number of different expenses, 
including travel (mileage, lodging, parking, etc.), meals, memberships, supplies, uniforms and 
more. All Town, Mansfield Board of Education and Region 19 School District employees must 
have approval in advance from their Department Heads to be eligible for a reimbursement. 
Employees must submit the Employee Reimbursement Form and all supporting documentation 
(original receipts only!) for reimbursement directly to their Department Heads and 
Superintendent (if applicable) for review and signed and dated approval. The Employee 
Reimbursement Form and supporting documentation are then submitted to the Finance 
Department for further review and approval. Reimbursements are then processed through the 
payroll system, with the supporting documentation maintained by the Finance Depa1tment for 
1'ecordkeeping purposes. 

Under no circumstances, is a ManSfield official at any level, 3Howed to approve their own 
expense reimbursements without Finance Del)artn'lent revieW and approval. 

P.2. Tra.vei ReintburseJtnents 

Employees atlthorized .to attend Conferences, meetings or travel on Town, Board of Education.or 
Region 19 School District business shall be·reirnburs~d, tipon stibniitting the Employee 
Reimbw;sement Form and supporting documentation for reasonable expenditures, transportation 
costs, and registration fees.·Emplo)'ees must gain advanced-approvalby completing and 
submitting a Professional Travel Request form. This form must be submitted prior to any travel 
or the inc.urred _expenses will not-be reimbursed. 

F.3. 

.., ...... / { Formatted: Space Before: 18 pt 

.. .. /····1 Formatted: space-BefOre: 18 pt 
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12 pt 17. 2008 and may be amended from time to time. All mileage should be submitted for approval 

using the Employee Reimbursemerit Fon'n. 

Forrn .tnstn.nr.ti.ons 

1. From/Destination - List both the name and address of the starting point and destination. 
The starting place should be the place in which the mileage reimbursement starts. For 
example, if you are leaving your house for a meeting but can only be reimbursed tt·om 
your central office location please input the central oflice location as your starting point. 

2. MTG Nature/Purpose - Provide a clear and concise detail of why you are attending the 
meeting. Please do not put generic terms such as "Confe·rence/Workshop.ll The more 
information that can be verified the better. 
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3. Miles- We have created a "Standard Mileage Chart" which can be found on the Town's 
Intranet/nMu drive (Region). This chart provides standard mileage for frequently traveled 
sites. Please check this chart to see if your travel is documented here. If so, please input 
the standard mileage based on this chatt. No other mileage value will be accepted if the 
travel site is listed within this chart. If your travel site is not listed within the Standard 
Mileage Chart please submit documentation of mileage for your travel. (i.e. Mapquest, 
Google Maps) 

4. All mileage reimbursements should be submitted to Finance for processing. 

P.3.1J.Standard Mileage Chart of Approved Distances 

Location Fromrfo 

Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT · · 
GoOdwin. El_Cm0ntar·y 
321 Hunting Lodge Rd Storrs, CT 
Goodwin Elementary 
321 Hunting Lodge Rd. Storrs, CT 
Goodwin Elementary 
321 Hunting Lodge Rd. Storrs, CT 
Southeast -Elementary 
134 Warrenville Rd. Mansfield, CT 
Southeast Elementary 
134 Warrenville Rd. Mansfield, CT 
Southeast El_ementary 
134 Warrenville Rd. Mansfield, CT 
Vinton Elementary 
306 Stafford Rd. Mansfield, CT 
Vinton Elementary 
306 Stafford Rd. Mansfield, CT · 
Vinton Element_ary 
306 Stafford Rd. Mansfield, CT 
Town Hall 

· 4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 

Location Fromffo 

Goodwin Elementary 
321 Hunting Lodge Rd Storrs.CT 
Southeast Elementary 
134 Warrenville Rd Mansfield CT 
Vinton Elementary 
306 Stafford Rd Mansfield CT 
Mansfield Middle School 
205 Spring Hill Rd. Storrs CT ·. 

Southeast Elementary 
!34 Warrenville Rd Mansfield CT 
Vinton Elementary 
306 Stafford Rd Mansfield CT 
Mansfield Middle School 
205 Spring Hill Rd Storrs CT . 

Vinton Elemeritary 
306 Stafford Rd Mansfield CT 
Mansfield Middle School 
205 Spring Hill Rd Storrs CT 
Goodwin Elementary 
321 Hunting Lodge Rd Storrs CT 
Mansfield Middle School 
205 Spring Hill Rd Storrs CT 
Goodwin Elementary 
321 Hunting Lodge Rd Storrs CT 
Southeast Elementary 
134 Warrenville Rd Mansfield CT 
EAST CONN 
376 Hartford T~ke Hampton CT 
State Dept. of Ed 
165 Capitol Ave Hartford CT 
Legislative Office Bldg 
300 Capitol Ave Hartford CT 
ACES 
205 Skiff St Hamden CT 
Conn Assn of Public School Supt 26 
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4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
ToWn Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield .CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
ToWn Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall . 

4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 

. 

Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 

Cava Ave, W. Hmtford, CT 
Institute of Tech & Bus Dev 
185 Main St New Britain CT 
Conn Assn School 
30 Realty Dr Cheshire CT 
Holiday Inn 
100 E. River Dr East Hmtford CT 
Crowne Plaza 
I 00 Berlin Rd Cromwell CT 
Quinnipiac 
275 Mt. Cannel Ave Hamden CT 
Capitol Region Education Council 
Ill Chmter Oak Ave Hmtford CT 
Univ. ofHattford 
200 Bloomfield Ave W. Hmtford CT 
Four Points Sheraton 
275 Research Pkwy Meriden CT 
CT Convention Center 
l 00 Columbus Blvd Hartford CT 
Central CT State University 
1615 Stanley St New Britain CT 
Sheraton Hartford South Hotel 
I 00 Capital Blvd Rocky Hill CT 
Marco Polo Restaurant 
1250 Burnside Ave East Hartford CT 
Farmington Marriott 
15 Fann Springs Rd Fannirigton CT 
Shipman and GoodWin 
1 Constitution Plaza Hartford CT 
Aqua Turf Club 
556 Mulberry St Plantsville CT 
Community Child Guidance Clinic 
317 N Main St Manchester CT 
Manchester Memorial Hospital 
71 Haynes St Manchester CT 
CT Children's Medical Center .School 
282 Washington St Hartford CT 
EASTCONN (Columbia Autism Prog) 
10 Commerce Drive Columbia CT 
Gengras Center 
1678 Asylum Ave West Hartford CT 
EASTCONN (Putnam) 
508 Pomfret St Putnam CT 
New England Assistive Technology 
Center (NEAT) 
33 Coventry St Hartford CT 
Windham Early Childhood Center 
322 Prospect St Willimantic CT 
STEM Magnet School 
141 Tuckie Rd Nmth Windham CT 
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P.4. Employee Reimbursement Form 

1. This form should be completed in its entirety. If any information is left blank or 
supporting documentation is not complete, the reimbursement will not be processed until 
all appropriate information has been received. 

2. All reimbursements should be processed monthly at a minimum. (This does not apply to 
Dependent Care, Uninsured Medical or Tuition Reimbursements) 

3. Uninsured Medical/Dependent Care Reimbursements/Tuition Reimbursement- Submit 
this form with all supp01ting documentation to your appropriate HR Administrator for 
processing and approval. Department head signature is not required. 

4. Supplies/Travel/Meals- Attach all supporting original receipts (including the travel 
authorization form, if appropriate) to the reimbursement, have your Departinent Head 
sign off for approval and submit to Finance for processing. 

5. All 3p])roval signatures need to be hand written signatures. Stamped signatures w_ill 
not be accepted fOr' reimbursement. 
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16. GIIFT CARD MANAGEMENT 

The purchase and use of merchant gift cards is a fairly new activity, most utilized by the Human 
Services and Youth Services depa1tments. There is a need for the occasional use of gift cards for 
specific purposes, however given the ucash" nature of these cards, tight internal controls are 
necessary to avoid any instance or appearance of tZ.aud. The following procedures are in place to 
effectively manage all Town-owned gift cards: 

1. The purchase of any gift card, regardless of the denomination or source of funding (i.e. 
grants), must have prior written approval from either the Director of Finance or the Town 
Manager. The request must be signed by a Depattment Head and must include: the 
number of cards to be purchased, the merchant, the denomination of each card, the 
intended recipient(s), and the reason or purpose of the gift card. 

2. Aeeeptable uses inelude, but may not be limited to: 
a. Volunteer or other appreciation award 
b. Human Services Assistance program 
c. Holiday Giving program 
d. Other programs as approved by the Town Manager 

3. Unacceptable uses includC, but are not limited tO: 
a. As an alternate procurement method. In other Words, they are not to be purchased 

to be used at a later date to purchase food or other materials and suppliers for 
meetings, events, etc. 

b. As payment to an independent contractor for services or experise reimbursement 
c. As reimbursement to an employee for mileage, meals ot·other expenses 
d. As reimbursement to a volunteer for mileage, meals or other expenses 

4. Once purchased, all cards are to be inventoried by the requesting Depatiment and 
recorded on the attached Gift Card Inventory List. It is the responsibility of the requesting 
Department Head to make certain the cards are secured in a locked area with controlled 
access. 

5. Distribution of gift cards must be documented either with a letter to the recipient 
(including name and address) stating the reason and amount of the award, signed by the 
Department Head (or his/her designee) or signature on the Gift Card Inventory List by 
both the indiVidual dispensing the card and the recipient. 

6. On a monthly basis, prepare a month end report documenting the physical inventory of 
the gHl cards in your possession as compared to the Gift Card Inventory list. Department 
Head approval is required and a copy of the report must be sent to the Firiance office. 

7. All gift card inventories are subject to random, unannounced audit by the Finance 
Department. Please retain all Inventory Lists and Reports along with copies of all letters 
to recipients. 
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17. CJELILUILAR l'IEILIEPHONJE USJE POUCY 

AJ _I ... ~~~~X?!_(?. Y.~~-~--~!1-~~~--~~~-~~-~--~~- .!!]_~.T <?.\\'~-~-?_G.~).!--~ ~-~!!~ .. e.<?.J.i.~X-~~-E~.Y!.~~-~. 9.~ .A p1:i 1 ___ 1_ .· .. ~9. ~-? .. ~!].~.!:~-~X.-~_ ... -····· Formatted~ Font: {Default) Times New Roman, 
be amended fi·om time to time. Employees granted a Town-owned cell phone who elect to use it '-1..c2ccPc_1 -------------' 

for personal use are required to adhere to the Town's Acceptable Use Policy. These employees 
must sign and date the policy. 
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1. INTRODUCTION 

The procedures outlined on the following pages reflect the current tasks and transactions 
necessary to process and complete any and all financially related transactions performed by the 
Town of Mansfield. This includes but not limited to the following entities: Town of Mansfield, 
Mansfield School District, Region 19, Eastern Highlands Health District, Downtown Partnership 
and Discovery Depot. 

Within each procedure, all key elements are identified, including: 

• Required forms and documents 
• Necessary approvals and authorizations 
• Appropriate staff and department contacts 

In the event any questions or exceptions arise, it is the responsibility of that staff person to 
confirm the appropriate course of action with their Supervisor, the Finance Director, and, if 
necessary, the Town Manager or Superintendent. 

The Town of Mansfield's Finance Department is responsible for maintaining the accuracy and 
consistency of these procedures. If changes are requested for any of the stated 
policies/procedures, they need to be reviewed and approved by the Town of Mansfield's Finance 
Department. 

A.l. Definitions 

Outlined below are definitions of key terms used within this document. 

• Terminations -A person that is fired from an entity 
• Separations - A person that is laid-off, resigns or retires from an entity 
• Severance Payment -refers only to when a person is laid-off. When someone is terminated 

or separated from service Mansfield does not refer to their final payment as severance 

A.Z. Distribution List for Finance Department Policies and Procedures 

• Town Manager's Office • Superintendent's Office 

• Town Council • Board of Education 

• Finance Committee • Eastern Highland Health District 

• Downtown Partnership • Discovery Depot 

A.3. Financial Management System (FMS) 

The Town of Mansfield implemented ADMINS Unified Community (AUC) during the year 
1997. This software is an integrated Financial Management System (FMS) software solution 
exclusive to local governments and School Districts. The following modules were purchased: 

• General Ledger 
• Accounts Payable 
• Budgeting 
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• Payroll 
• Human Resources 

Aside from AUC, the Tax Collector's Office and Tax Assessor's office use Quality Data Service 
(QDS) and a Computer Assisted Mass Appraisal system (CAMA), Vision System. All financial 
data is manually imported from these systems to the main FMS - no electronic interfacing exists. 
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2.ACCOUNTING RECORDS 

B.1. Security of Records 

Users are assigned access rights to specific FMS modules according to their job function and 
responsibility, and are prevented from entering and approving their own entries in the system. 
Each accounting record is associated with the appropriate users that created, approved, and 
posted the transaction with the system. 

B.2. Journal Entries 

The Finance Director, Accounting Manager, Budget Analyst and Accountant are the only 
individuals with responsibility and capability to enter and post journal entries in the General 
Ledger. The Accountant's journal entries must be reviewed and approved by the Accounting 
Manager. The Accounting Manager's and Budget Analyst'sjournal entries must be reviewed and 
approved by the Finance Director. All approvals must be confirmed via email and archived in 
Journal Entry labeled folders within the Finance Section of the FMS. 

B.3. Bank Transfers 

The Finance Director (Backup), Accounting Manager (Primary), Accountant (Secondary) and 
Budget Analyst (Secondary) are restricted from releasing their own bank transfers for security 
purposes. If one of the aforementioned employees wants to make a bank transfer, one of the 
other four employees must make a secondary approval after the transaction is initiated. The 
transaction is restricted from full processing until the secondary secure token approval is made. 
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3. FINANCIAL MANAGEMENT SYSTEM (FMS) 
ADMINISTRATION 

June 2015 

ADMINS Inc. is the software development company that created and maintains ADMINS 
Unified Community. ADMINS is based in Cambridge, Massachusetts, and has been providing 
municipal and local government software solutions to the Northeast since 1974 (hereinafter 
referred to as FMS). The FMS is hosted on a Windows 2008 server and uses a Microsoft 
Windows environment. 

C.1. System Security 

Computer information systems and networks are key business tools for the Town of Mansfield. 
Mansfield has made a substantial investment in human and financial resources to create these 
systems to support and enhance department and overall operations. 

The following policies have been established in order to: 
• Protect this investment. 
• Safeguard the information contained within these systems. 
• Reduce business and legal risk. 
• Protect the Town and entities served. 

Any violations by Town employees may result in disciplinary action in accordance with Town's 
policy. Failure to observe these guidelines may result in disciplinary action by Town officials 
depending upon the type and severity of the violation, whether it causes any liability or loss to 
the Town, and/or the presence of any repeated violation(s). 

All users in the "System" group have administrative rights to ADMINS. The Finance Director, 
Accounting Manager and IT Director should be the only active users with administrative rights. 
All access to ADMINS is role-based. 

C.Z. Establishing a New User in the FMS 

1. HR Representation For The Entity Notifies The Accounting Manager 
Human Resources must notify the Accounting Manager by electronic mail, at least three days 
prior to the start date, of any new employee needing access to the FMS. The email must 
include the new employee's full name, assigned department, position title, phone number, 
name of direct supervisor and specific access needed in the FMS. The Finance Director and 
must be copied on all email notifications. 

2. Accounting Manager Sets Up User Account 
The Accounting Manager creates a user account for the new employee based on the access 
requested by Human Resources. The Accounting Manager is responsible for notifying the 
appropriate Department Head, the respective HR personnel and the Finance Director, via 
email, when the user account has been fully set up. 
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3. Archive New User Requests 
The Accounting Manager is responsible for archiving all email notifications from Human 
Resources in the FMS. Emails are stored in folders labeled according to the name and email 
of the new user. The separate folders for individual users are all stored in a "New User" 
folder. 

C.3. Modifying a User's Application and System Privileges 

I. Department Heads Notify The Accounting Manager 
Department Heads must notify the Accounting Manager by electronic mail with any change 
to a user's access rights to the FMS. The email must include the employee's name, email, 
and an indicated reason for the change. The Finance Director must be copied on the email. 

2. Archive Modification Requests 
The Accounting Manager is responsible for archiving all email notifications from 
Department Heads in the FMS. Emails are stored in folders, labeled according to the name 
and email of the modified user. The separate folders for individual users are all stored in a 
"Modified Access" folder. 

C.4. Notifying the Finance Department of Separated or Terminated 
Employees 

I. HR Representation For The Entity Notifies The Accounting Manager 
In the event an employee is to be terminated from service, Human Resources must notify the 
Accounting Manager via email no less than 30 minutes prior to the termination to ensure all 
access rights to the FMS are revoked. This notification must include the employee's full 
name, department, job title and phone number to ensure the correct employee is removed. 
The Finance Director, respective HR persounel, and appropriate Depmiment Head must be 
copied on the email. In the case a Town employee is terminated, the Town Manager must be 
copied. In the case a School District employee is terminated, the Superintendent must be 
copied. 

In the event an employee is to be separated from service, Human Resources must notify the 
Accounting Manager via email within a week of the employees separation to ensure all 
access rights to the FMS are revoked. This notification must include the employee's full 
name, department, job title and phone number to ensure the correct employee is removed. 
The Finance Director, respective HR persom1el, and appropriate Department Head must be 
copied on the email. 

2. The Accounting Manager Disables The User Account 
Upon receipt of a tennination email notification from Human Resources, the Accounting 
Manager must immediately disable all access rights to the FMS. Upon a separation, The 
Accounting Manager will disable the users account on the day of separation. In both 
instances, once complete, a reply confirmation email is sent to HR. 

Page 
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3. Archive Termination Requests 
The Accounting Manager is responsible for archiving all email separation/termination 
notifications from the Human Resources in the FMS. Ernails are stored in folders, labeled 
according to the name and email of the user. The separate folders for individual users are all 
stored in a "Separation-Terminated User" folder. 

4. Accounting Manager Reviews FMS User Accounts 
On an annual basis, the Accounting Manager is responsible for vetting separated/terminated 
employees against users in the FMS. Human Resources will provide the Accounting 
Manager with a list of separated/terminated employees from the current year to perform the 
review. The Accounting Manager will review the FMS user list to ensure no 
separated/terminated employees on the HR provided list have an active account. The Finance 
Director will review, sign off and file the review if successful. The Accounting Manager is 
then responsible for notifying the Human Resources of a successful review. If any 
discrepancies are found, the Finance Director and respective HR personnel are to be notified 
immediately and appropriate removal and investigative action will be taken. 

C.5. Systems Support 

The Town's IT Department is responsible for all network administration and support. The 
Accounting Manager is responsible for all FMS administration and works with support from 
Adrnins Inc. to maintain and update the software. 

C.6. Data Backup 

The Town relies heavily on the computer systems that manage its data and applications. Every 
day, the information saved on a computer's hard drive or the Town Network could be exposed to 
a wide variety of risks: Equipment failure, .unauthorized intrusion, viruses, and/or power surges. 
To make sure Mansfield can successfully recover from such disastrous events, the following 
Data Backup Policy has been established: 

C.6.a. Normal FMS Data Backup 

Perform Backups Daily 
The data residing on the servers that comprise the Town Network will be backed up on a 
daily basis. This process fully backs up data and system files stored on all servers to 
ensure the most recent versions can be recovered when required. The Town's Information 
Technology Director is responsible for ensuring this process successfully occurs every 
night. 

Store Backup Media Off-Site 
Most databases, including the FMS, are backed up first by their own vendor-provided 
scripts on drive storage at the Town Hall. These script driven backups are then in_ turn 
copied to offsite file storage every night. This process ensures that each night's backups 
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are always immediately stored both on and off-site for redundancy. Specifically, the off­
site storage is the Town's password protected QNAP backup device in a highly secure 
and climate controlled room at E.O. Smith High School. In addition, the virtual machine 
that runs the FMS is also backed up off-site, as are lesser, file-level components of the 
FMS information such as Finance Department scans of invoices and purchase orders. 
This approach creates a level of data insurance that provides recovery from multiple 
sources in the unlikely case that one element of the backup were to be unsuccessful. 

Perform Full System Backups 
In addition to nightly full system backups, at least one full weekly backup will be 
performed. This procedure will include the backup of all system programs, application 
programs and associated data files required by the computer systems to function 
correctly. If it is deemed necessary, this procedure will be performed on a more frequent 
basis. At year end, the IT Department will perform an additional full system backup and 
take off-site for storage. 

Apply a Retention Strategy 
The backup retention will have 3 months of point-in-time backups, ensuring data can be 
recovered as it existed on any given date during the past 3 months' time. Additionally, 
there will be quarterly backups for the past 12 months, ensuring data can be recovered as 
it existed for any given quarter during the past 12 months' time. Additionally, there will 
be annual backups for the past 7 years, ensuring data can be recovered as it existed for 
any given year during the past 7 years' time. 

C.6.b. Testing Data Backups 

Periodically Test Backups 
The backup process will be tested quarterly to ensure that files are successfully copied to 
external hard drives. The testing process will include the recovery of a randomly selected 
test file to each of the network's servers to confirm the reliability of the external drive in 
use and the configuration of the data backup software. 

C.7. User IDs and Passwords 

Although the information gathered, processed and maintained by the Town of Mansfield is, by 
law, public record, access to that information must be controlled to assure integrity and use of 
that data for Town operations. The Town has implemented various system controls to protect 
this information, ensuring that only authorized employees have access. This access is further 
restricted to only those capabilities that are appropriate to each employee's job duties. 

1. IT Department Responsibilities 
The IT Department shall be responsible for the administration of access controls to all Town 
computer systems. The IT Department will process adds, deletions, and changes upon 
receipt of a request from the HR Department or the end user's supervisor. All requests must 
be provided by electronic mail for record keeping purposes. The IT Department is 

·············~-~················- -······~···············································--·····························-Page 
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responsible for responding to all electronic requests promptly and in a timely fashion, and 
will maintain a list of administrative access codes and passwords and keep this list in a secure 
area. 

2. Employee Responsibilities 
Each employee: 

• Shall be responsible for all computer transactions that are made with his/her user ID 
and password. 

• Shall not disclose passwords to others. Passwords must be changed immediately if it 
is suspected that they may be known to others. Passwords should not be recorded 
where they may be easily obtained. 

• Will change passwords at least every 90 days. 
• Should use passwords that meet complexity requirements. 
• Should log out when leaving a workstation for an extended period. 

3. Supervisor's Responsibility 
Managers and supervisors should notif'y the IT Department promptly whenever an employee 
leaves the Town or transfers to another department so that his/her access can be revoked. 
Involuntary terminations must be reported by the HR Department concurrent with the 
termination. 

4. HR Department Responsibility 
The HR Department will notify the IT Department by electronic mail at least three days prior 
to the new employee's hire date to allow sufficient time to set up a new ID with the necessary 
access rights. This electronic notification should include the new employee's job title and 
system access requirements. For any involuntary tenninations, the HR Department must 
notify the IT Department concurrent with the termination to ensure all system access can be 
revoked. 

C.8. Disaster Recovery Plan 

The Disaster Recovery plan contains contact information, data backup procedures, prioritization 
of restoration, inventory of systems and step-by-step procedures for possible disaster scenarios 
with offsite recovery locations. The plan must be reviewed and tested on no less than an annual 
basis. 

C.9. Role Backup 

One employee in the IT Department must be assigned as backup network administrator in the 
situation the IT Director is unavailable. The Finance Director is assigned as the backup FMS 
administrator in the situation the Accounting Manager in unavailable. 

··········--····································~··································-········································ ~------~---·················· Page 
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4. CHART OF ACCOUNTS 

D.1. Account Code Structure 

D.1.a. Policy 
The Accounting Manager is responsible for maintaining the Town's Chart of Accounts. 
The Finance Director and Budget Analyst have ability in the FMS to create new 
accounts, but they still must notify the Accounting Manager via email for approval. Any 
and all requests for new accounts must be emailed directly to the Accounting Manager 
for approval. In the case the Accounting Manager wants to create an account on his/her 
own, the Finance Director must be emailed for approval. All approval emails must be 
archived FMS folders. Only the three aforementioned employees have FMS authorization 
to create new accounts. 

D.1.b Elements ofthe Account Code Structure 

I. Account Number 
17 -digit account numbers are used in the FMS for Town and Board of Education 
transactions. These account numbers consist offive (5) segments: 3-digit Fund, 5-
digit Department, 5-digit Object, 2-digit Location and 2-digit Entity (NOTE: The 
Entity code is always "00") 

2. Fund Number 
Each fund has its own individual code. A fund number has to be assigned first before 
any activity can be entered into the FMS. 

3. Department Number 
These numbers represent the individual departments across the Town and School 
District. 

4. Object 
These numbers classify revenues and expenditures for which specific areas are 
charged. They also represent the activity for which a service or material object is 
acquired. 

• 1 =Asset 
• 2 = Liability 
• 3 = Fund Balance/Retained Earnings 
• 4 =Revenue 
• 5 =Expense 

5. Location 
This number is used for classification purposes 

·-Page 
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5. BUDGETING 

E.1. Budget Calendar 

E.l.a. Town of Mansfield 

Early December 

Late January 

Late January - Early 
February 

Late February 

Early March 

Mid March 

Late March 

Early April 

Late April 

Early May 

Mid May 

Mid June 

Staff Meeting- Budget Manual/Package 

Budget Retreat and Major Projects Update w/ Town 
Council 
All budgets (CIP & GF) entered into system 
Program Narratives & Performance Measures 
submitted 
Proposed Salaries entered 

Department reviews- Budgets, Narrative, 
Performance Measures, Core Services & CIP 
CIP Budget Team Meetings 

General Fund bottom line 
1" Draft Book ready for review 

2"d Draft Book ready for review 

Final Budget Book ready for review 

Budget Book ready for reproduction 
Council Budget Workshop 
Mail out Citizen's Bndget Guide 
First Council Budget Workshop 

Council Budget Workshops continued 
Public Information Session #I 
Public Hearing on Budget 

Council Budget Workshops continued 
Adoption of Budget and Recommended 
Appropriations 

Town Meeting Guide to printer 
Public Information Session #2 

Annual Town Meeting 

Town Referendum 
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E.1.b. Mansfield Board of Education 

Early October 

Early December 

Mid January 

Late January 

Early February 

Mid February 

Budget Manual Sent to Administrators 

Budget Review with Administrators 

Budget finalized by Superintendent 
Budget Books prepared for BOE 

Budget Introduction & Overview 
Board Review - Regular Programs 

Board Review- District Mgmt., Special Education, 
Support Svcs. & Board Questions 

Board Detail Review and Adoption 

E.1.c. Region 19 School District 

Early November 

Late November 

Early December 

Mid December 

Early-Mid January 

Late January 

Early February 

Late February 

Early March 

Budget manual to administrators and department 
heads 
Board Retreat to discuss Budget priorities 
Budget process reviewed at department head 
meetings 

Draft program narratives submitted to Principal 

Technology requests to IT Director 
Department Budgets submitted to Principal 

Municipal Budget meeting 
Budgets reviewed by Principal and forwarded to 
Superintendent 

Bottom Line/Budget Book preparation 

Superintendent's Proposed Budget to printer 

Superintendent's Proposed Budget distributed to 
member towns and the public 

Budget Review Meeting 

Regular District BOE Meeting 
Budget Review Meetings 

Page 
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Late March 

Early April 

Early May 

Public hearing on Superintendent's Budget 
Finance Committee meeting 
Budget review and recommendation 

Regular District BOE Meeting 
Board Adoption of Budget 

Annual Meeting on Budget 
Budget referendum held in Town of Ashford, 
Mansfield and Willington 

E.1.d. Eastern Highlands Health District 

Late November Finance Committee Budget Meeting-! 

Early December Finance Committee Budget Meeting-2 

Mid December Budget Presentation to Board 

January 1'' Deadline for final budget estimates per By Laws 

Mid January Fiscal Year 2015/2016 Budget Public Hearing 

Early February Budget Public Hearing Deadline per By Laws 

Mid February Adoption of Budget 

E.2. Budget Preparation, Presentation and Adoption 

E.2.a. Town of Mansfield 
The Town Manager and Finance Director must meet with Department Heads in early 
December to provide guidelines for budget preparation. Department Heads are 
responsible for preparing individual estimates for the current year, as well as revenue and 
expenditure estimates for the upcoming year. Department Heads must pay close attention 
to historical trends and current needs when determining estimates. The Town Manager 
and Finance Director review estimates with the Department Heads and use them to 
develop the Town Manager's proposed budget. The Town Council reviews the Town 
Manager's proposed budget, makes changes as necessary, and eventually adopts. The 
final Town budget, along with the Board of Education budget, is sent to the Town 
Meeting for voter adoption. 
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E.Z.b. Mansfield Board of Education 
Administrators and Principals are responsible for preparing estimated and proposed 
budgets for review by the Superintendent. The Superintendent then presents his/her 
proposed budget to the Board of Education. The Board of Education engages in further 
review and is ultimately responsible for preparing a final itemized estimate of the budget 
each year for submission to the Town Council for review and appropriation. Following 
appropriation, the Board of Education shall meet and revise such itemized estimates, if 
necessary, and adopt a final appropriated budget for the year. The final Board of 
Education budget, along with the Towu budget, is sent to the Town Meeting for voter 
adoption. 

E.Z.c. Region 19 School District 
The Board of Education is responsible for preparing an itemized estimate of its budget 
each year for presentation at a public district meeting. Following the district meeting, the 
Board will prepare a final budget for the next fiscal year that will be presented at a 
second public district meeting. The final budget is approved and adopted at the second 
district meeting. 

E.3. Budget Monitoring and Transfers 

E.Z.a. Town of Mansfield 
The Finance Director and Town Manager are responsible for administering and 
monitoring the budget through the course of the year. On a quarterly basis, the Finance 
Director updates the Town Manager and Finance Committee on budget appropriations 
versus expenditures to date. The Quarterly Financial Reports are reviewed and signed by 
the Finance Director prior to submission to the Finance Committee. All line item 
transfers are prepared by the Finance Department and presented to the Finance 
Committee for review and recommended approval to the Towu Council. Line item 
transfer requests made by Department Heads must be approved by the Finance Director 
before submission to the Finance Committee. 

E.Z.b. Mansfield Board of Education 
The Superintendent's Office is responsible for administering and monitoring the budget 
through the course of the year. A quarterly budget report, prepared in the same format as 
the annual budget, is presented to the Board of Education at the second regularly 
scheduled meeting in the month following the period for which such report is prepared. 
The report must show the appropriated budget amount for each line item, expenditure to 
date, project expenditures, difference between the project expenditures and the 
appropriation, and general comments indicating the reason for the difference. The 
Superintendent will recommend to the Board of Education any requested line item 
transfers. The Superintendent is authorized to approve urgent line item transfers without 
approval of the Board of Education as long as they do not exceed 5% of the total budget. 

. Page 
18 



TOWN OF MANSFIELD 
FINANCE DEPARTMENT POLICIES AND PROCEDURES MANUAL June 2015 

Urgent transfers will be announced at the next regularly scheduled meeting with the 
Board of Education. 

E.Z.c. Region 19 School District 
The Superintendent's Office is responsible for administering and monitoring the budget 
through the course of the year. A quarterly budget report, prepared in the same format as 
the annual budget, is presented to the Board of Education at the second regularly 
scheduled meeting in the month following the period for which such report is prepared. 
The report must show the appropriated budget amount for each line item, expenditure to 
date, project expenditures, difference between the project expenditures and the 
appropriation, and general comments indicating the reason for the difference. The 
Superintendent will recommend to the Board of Education any requested line item 
transfers. The Superintendent is authorized to approve urgent line item transfers without 
approval of the Board of Education as long as they do not exceed 5% of the total budget. 
Urgent transfers will be announced at the next regularly scheduled meeting with the 
Board of Education. 
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6. CASH AND BANK RECONCILIATION 

F.1. Petty Cash 

F.l.a. Obtaining Reimbursement 
1. Submit Request For Petty Cash To The Petty Cash Administrator 

Employees seeking petty cash reimbursement must submit the request to their 
respective Petty Cash Administrator. All requests must be signed and dated by the 
requestor and respective Department Head. Disbursements are not to exceed $100 
on an individual basis. Cash will not be disbursed without the review and 
signature ofthe Petty Cash Administrator. Petty cash requests must be submitted 
during the fiscal year of the actual purchase( s ). Any Petty Cash Administrator 
seeking personal reimbursement must gain approval from a different Petty Cash 
Administrator. 

2. Receipt Included With Request 
All Petty Cash requests require an original receipt for the amount to be disbursed. 
Copies of receipts will not be accepted. Receipts must be itemized showing 
individual items for all purchases. Online purchases using a personal credit card 
submitted for reimbursement can have an online receipt and a copy of the credit 
card statement. 

3. Disburse Cash To Requestor And Log Changes 
Funds are disbursed in the form of cash to the person requesting reimbursement. 
The Petty Cash Administrator will then record the disbursement in the petty cash 
voucher. The Petty Cash Administrator is responsible for keeping the voucher up­
to-date. The voucher must completely document the proper General Ledger code, 
amount paid, and the department/program to be charged. Documented invoices 
and cash slips must be properly endorsed by the recipient of funds. The Petty 
Cash Administrator must sign and date the voucher before submission to Finance. 

4. Chief Executive Reimbursement 
Chief Executives of each entity must have signed approval from the Finance 
Director to receive petty cash reimbursement. 

F.l.b. Petty Cash Replenishment 
1. Complete Petty Cash Replenishment Voucher 

On a monthly basis, the Petty Cash Administrator will reconcile expenditures with 
cash on hand using the appropriate Finance Department form. Once reconciled, 
the Petty Cash Administrator will submit the replenishment voucher and 
reconciliation documentation to the Accounts Payable department for 
replenishment. 
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2. Accounts Payable Processes Request 
Accounts Payable will process the request for reimbursement and create the 
appropriate purchase order to do so. The AP Clerk must sign and date the review 
of all reimbursement vouchers before creating the appropriate purchase order. 

F.2. Termination of Petty Cash Accounts 
The Finance Director maintains the authority to suspend or terminate a petty cash account 
that is non-compliant with the aforementioned operating procedures. 

F.3. Bank Reconciliation. Process 

There are nine (9) accounts that get reconciled on a monthly basis. 

1. Town Checking Account 
This is a pooled-cash, operating account for the Town, Eastern Highland Health District, 
Daycare and Downtown Partnership. The Accountant reconciles the banl( statement and the 
Accounting Manager reviews and signs off. 

2. Region 19 Checking Account 
This is a pooled-cash, operating account for Region 19 & EO Smith Foundation. The 
Accountant reconciles the bank statement and the Accounting Manager reviews and signs 
off. 

3. Community Center Credit Card Checking Account 
This is a deposit account for all community center credit card transactions. On a monthly 
basis, all funds in the account are transferred to the Town Checking account, leaving a 
remaining balance of $5,000 for refunds and other needs. The Accounting Manager 
reconciles the account and the Finance Director reviews and signs off. 

4. Holiday Fund Checking Account 
This account is for contributions to the Holiday Fund program. The Human Services 
Department is allowed to use these funds for the Holiday Program. All contributions are 
deposited to the Town Checking Account and then transferred into the Holiday Fund 
Checking Account. The Accounting manager reconciles the account and the Finance Director 
reviews and signs off. 

5. Board of Education Student Activities Account 
This account is for funding student activities. The bank statements are sent to the Finance 
Department and the checkbook pages are photocopied and set up for reconciliation. The 
Finance Clerk reconciles the account and the Accounting Manager reviews and signs off. 

6. Board of Education Athletics Account 
This account is for funding student activities. The banlc statements are sent to the Finance 
Department and the checkbook pages are photocopies and set up for reconciliation. The 
Finance Clerk reconciles the account and the Accounting Manager reviews and signs off. 
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7. Region 19 Student Activities Account 
This account is for funding student activities. The bank statements are sent to the Finance 
Department and the checkbook pages are photocopied and set up for reconciliation. The 
Finance Clerk reconciles the account and the Accounting Manager reviews and signs off. 

8. Region 19 Athletics Account 
This account is for funding student athletic activities. The bank statements are sent to the 
Finance Department and the checkbook pages are photocopied and set up for reconciliation. 
The Finance Clerk reconciles the account and the Accounting Manager reviews and signs off. 

9. Small Cities Checking Account 
This account is for Small Cities to deposit funds. When funds are deposited, they are 
transferred to the Town Checking Account. The Accounting Manager receives the bank 
statements and reconciles the account and the Finance Director reviews and signs off. 
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7. RECEIPTS AND REVENUES 

G.1. Deposit and Application of Miscellaneous Receivables 

G.1.a. Receipt of Revenues 
The Collector of Revenue Office is responsible for receiving and reconciling daily Town 
revenues. All cash and checks are delivered to the Collector of Revenue Office with 
standard Report of Collection forms. The physical cash and checks are reconciled against 
the Report of Collection forms and totaled in the Daily Revenue Sheet. The Report of 
Collection forms are then attached to the Daily Revenue Sheet and sent to the Finance 
Office and Town Treasurer for processing. 

G.t.b.Bank Deposits 
The Collector of Revenue office is responsible for bringing cash and checks to the Bank 
for deposit the following business day of collection. 

G.2. Record Keeping 
Cash and checks are stored in a locked bank bag and stored in a secure location until the 
deposit is taken to the bank. The Tax Collector's Office receives the Daily Revenue 
Sheet, indicating each deposit with department name, total check/cash amount and a 
grand total for the day. The Revenue Specialist is responsible for reconciling the Daily 
Summary Sheet against the corresponding Report of Collection forms before entering any 
revenues into AUC. Any short/over discrepancies over $1.00 in the recording of daily 
revenues are adjusted manually using a separate Report of Collections Once the revenues 
are posted to the General Ledger, the Accounting Manager reconciles the Daily Summary 
Sheet against what the Tax Collector's Office posted to the General Ledger. If accurate, 
the Accounting Manager records the changes in the Cash Control Spreadsheet. The 
Accountant is responsible for entering the tax-adjustments receivable into-AUC on a 
quarterly basis. The Accounting Manager reviews and approves this entry. The Collector 
of Revenue Office is responsible for reconciling recorded revenues between the AUC and 
QDS systems on an annual basis. 
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8. PURCHASING 

H.1. Principles of Purchasing 

H.l.a.Purchasing Program Overview 
• Establishment of written policies, regulations, controls and guidelines for the 

purchasing process 
• Integration of budgeting and recordkeeping functions with purchasing processes 

H.Z. Purchasing Policies 

All purchases must go through the formal request and approval process detailed in the following 
policy. Exceptions to the process include p-card purchases and emergency purchases which are 
detailed in the Exceptions to the Normal Purchasing Process section (H.7.) of this policy. 

H.3. Bid Requirements Policies 

All purchases $7,500 or more must go out to bid unless the Town or School District can take 
advantage of a State Contract or a bid waiver is approved by the purchasing agent (See H.3.c for 
waivers). Bids for Professional Services in excess of$10,000 must be awarded by the Town 
Manager. 

All Town purchases in excess of$7,500, which do not go out to bid or are not reoccurring 
service charges, must have a completed Best Value Method Source Selection form (bid waiver) 
accompanying the purchase order. The form must be reviewed and signed by the Finance 
Director. 

H.3.a.Competitive Quotation Process 
Departments with purchases that are at least $4,000 but less than $7,500 must solicit 
offers from at least three (3) vendors. 

H.3.b Competitive Proposal Process 
A request for Proposal (RFP) or Request for Qualification (RFQ) shall be written for all 
requests for professional services in excess of$10,000. The process used for solicitation 
of proposals shall assure that a reasonable and representative number of vendors are 
given an opportunity to compete. The Town Manager or Superintendent has the authority 
and responsibility to execute professional service contracts in excess of$10,000 . 
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H.3.c. Waivers 
To request a bidding, quotation or proposal process be waived, a requesting administrator 
must make a written request to the Superintendent or Town Manager to obtain a waiver. 
The processes may be waived for any ofthe following reasons: 

1. Only one (1) reasonable or qualified source can be identified. This shall include 
situations such as the purchase of copyrighted materials and textbooks. 

2. The purchase is made using one (1) of the State of Connecticut's formal contracts 
with a third party. 

3. Time is a critical factor, and taking the time necessary to comply with the formal 
process would not be in the best interest of the Town or School District. 

4. In the opinion of the Superintendent and/or Finance Director, an emergency 
requires the purchase of goods or services to avoid injury or damage to human life 
or property. 

5. A special source, including but not limited to a sale, purchasing plan, government 
discount, or trade-in allowance, will supply a lower cost than that which would 
result from a bid process. 

6. A formal process would result in substantially higher costs to the Town and/or 
School District, or inefficient use of personnel, or cause substantial disruption of 
Town and/or School District operations. 

7. Prices of goods or services are subject to specific federal or state competitive 
bidding requirements, including, but not limited to, "school building projects" as 
defined in the Connecticut General Statutes. 

8. Regional or cooperative purchases. 

H.4. Requisitioning 

H.4.a.Department Requests and Approvals 
1. Submit Purchase Order Requests to the Finance Department 

Purchase order requests must be completed and include the following information: 
• Vendor Name -Determined by the requesting department or from the FMS 

Vendor list 
• Ship-to Code- Location of where goods or services will be received 
• Account Number - Account to be charged for the expense 
• Receiving School or Department- Who is responsible for receiving the goods 

or services 
• Items for Purchase - Description should include sufficient detail including 

any part numbers or vendor information about the item(s) 
• Extended Price -The total price of the purchase, including any freight 

charges should be calculated and included 
• Total Anticipated Cost- The total value of the goods or services included on 

the Purchase Order 
• Requestor ID (Name)- The person responsible for addressing any issues 

regarding the request and the goods and/or services received per the Purchase 
Order 
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2. Obtain Appropriate Approvals 
The request must be approved by the requestor's Department Head. All approved 
purchase requests are then reviewed and approved by the AP Clerk. The Finance 
Director must approve all purchases in excess of $5,000. 

3. Payment Approval 

2015 

All purchases orders need to have proper approvals before the actual purchase can be 
made. Purchases conducted without the proper approvals made beforehand may result 
in non-payment. 

4. Purchase Order Thresholds 
The Finance Department will review vendors on file on an ongoing basis and 
implement a process to review purchase order thresholds. This process will help to 
identify users that may attempt to circumvent the PO process. 

H.5. Purchase Orders 

H.5.a.Preparation ofthe Purchase Order 
Department Heads and their staff use the FMS to create purchase orders electronically. 
The purchase orders are sent to the Finance Department for review and processing. From 
there, approved purchase orders are then emailed or mailed to vendors. Any relevant 
documentation (packing slips, delivery confirmation, etc.) received in connection with 
goods or services covered by a purchase order must be filed at the school or department. 
The school or department will confirm the receipt of the goods or services and the vendor 
will be paid according to standard Accounts Payable procedures. The Finance Director or 
Accounting Manager must approve an appropriate allocation of funds before a vendor 
will be paid. 

H.5.b Purchase Order Cancellation 
In the event a School or Department decides to cancel a purchase order, they should 
promptly email the Finance Department with the Subject "Cancelled Purchase Order for 
(insert school/department)". The purchase order number and date should be stated in the 
email. The email will act as approval from the school for cancellation of the purchase 
order. The Finance Department will archive all cancellation emails. It is the 
responsibility of the School or Department to promptly notify the vendor that the order 
has been cancelled. The Finance Department will then delete the Purchase Order from 
the system. 

H.6. Purchasing Cards (P-Cards) and Store Charge Cards 

The Town of Mansfield and the respective entities that they provide services to do not possess or 
maintain entity based credit cards (eg. Visa, MasterCard,Amercan Express). Instead the Town 
and respective entities use either Purchase Cards (P-cards) or Store Charge cards . 
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Purchasing Cards are awarded to Department Heads and other Town employees on an as-needed 
basis. All purchases made by Town P-cards are for Town business only; personal expenditures 
are not allowed. Requests for P-cards must be directly approved by the Finance Director. On an 
annual basis, the Finance Department will compare the year's terminated employees against 
current cardholders to ensure all cardholders are active employees. 

P-Card Policy Agreement: 
All employees granted a P-card must sign the Cardholder Agreement Form and Purchasing Card 
Use Policy. These policies outline purchasing ethics, general policies, the purchasing process, 
recordkeeping requirements and authorized account usage. 

Spending Limits: 
Cardholders are held to daily and monthly spending limits based on their job function. 
Individuals are granted either a $1,000 single-transaction and $5,000 monthly limit, or a $5,000 
single-transaction and $25,000 monthly limit. On an annual basis, the Finance Department will 
review cardholder spending limits and adjust the limits at their discretion. 

H.6.a.P-Card Recordkeeping 
Cardholders are responsible for entering their purchases online and applying them to the 
correct account codes. All purchases must be entered by the 15th of each month or the 
Finance Department will freeze the individual P-card. Cardholders print their monthly 
expense report, attach supporting documentation and receipts, sign the report, have their 
Department Heads review and sign the report, and send it to the Finance Department for 
processing. The Finance Department performs monthly reviews of p-card expenditures to 
ensure there is no backlog of unprocessed purchases and that all purchases have 
appropriate documentation. All reviews must be signed and dated. 

Store Charge Card Policy Agreement: 
The only authorized store credit cards for the Town of Mansfield and its respective entities are 
Home Depot, Big Y and Walmart. All employees granted a Store Charge Card must sign the 
Cardholder Agreement Form and Store Charge Card Use Policy. These policies outline 
purchasing ethics, general policies, the purchasing process, recordkeeping requirements and 
authorized account usage. 

Spending Limits: 
Cardholders are held to spending limits based on the type of card in their possession. Card limits 
range from $100 to $1,600. The Finance Department will reconcile each card on a monthly basis. 
On an annual basis, the Accounting Manager will review cardholder spending limits and adjust 
the limits at their discretion. 

H.6.b Store Charge Card Recordkeeping 
Cardholders are responsible for entering their purchases online and applying them to the 
correct account codes. All purchases must be entered by the 15th of each month or the 
Finance Department will freeze the individual Store Charge card. Cardholders print their 
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monthly expense report, attach supporting documentation and receipts, sign the report, 
have their Department Heads review and sign the report, and send it to the Finance 
Department for processing. The Finance Department performs monthly reviews of Store 
Charge expenditures to ensure there is no backlog of unprocessed purchases and that all 
purchases have appropriate documentation. All reviews must be signed and dated. 

H.7. Exceptions to the Normal Purchasing Process 

Under certain emergency conditions, defined below, it may be necessary to deviate from the 
formal requisitioning and purchasing process. 

Definition of an Emergency 
An emergency exists when unforeseen circumstances beyond the Town or School District's 
control: 

a. Present a real, immediate threat to the proper performance of essential functions; 
or 

b. May reasonably be expected to result in 

Under $7,500 

1. Material loss or damage to property, 
11. Bodily injury or 

m. Loss of life, if immediate action is not taken. 

If an emergency determination is made that requires immediate action, the requestor will contact 
the Finance Department immediately and ask that the Finance Director approve the purchase. An 
additional email request must be sent to the Finance Director for record-keeping purposes. The 
purchase will be approved and the invoice will be submitted to the Finance Department within 
24 hours. The invoice will be matched to the emergency purchase. The requisition will be 
entered into FMS after-the-fact and the purchase approved by the Finance Director (or 
Accounting Manager in his/her absence). 

$7,500 or more 
If an emergency determination is made whereby the time required to go through the formal 
bidding process is not feasible, the vendor selected will need to be approved by the Finance 
Director, Town Manager or Superintendent (and Board of Education or Town Council when 
$20,000 or more). The Finance Office will be informed promptly at any emergency declarations 
and provided the necessary direction to record contracted obligations. 
A written contract shall be executed prior to commencing work. Where a purchase is made, or 
work contracted without a prior written contract, a written contract shall be prepared and 
executed as early as possible. The contract shall contain such detail as is appropriate under the 
circumstances. At a minimum, the contract shall state the parties, the item to be purchased, the 
maximum amount, the basis for payment and require that the contractor comply with all statutory 
requirements. A copy of the contract shall be kept in the Finance Department files. 

Because an emergency situation may require immediate action without incorporating all of the 
usual and customary contract provisions, Finance Department staff and the vendor should 
consider the use of a short term contract with limited authority whenever possible. During this 
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interim period, alternatives should be considered, such as competition (by sealed bids or 
otherwise) for the remaining purchases or work, or a more detailed contract which incorporates 
the usual and customary terms. Even where an emergency is determined to exist, the Town shall 
obtain competition whenever practicable, as the best means to assure quality services and 
minimum cost. 

Purchasing Cards 
P-Card holders are asked to use their p-cards for emergency situations. P-Card holders are asked 
to only use the exception process if the emergency purchase exceeds their daily or monthly 
spending limit. 
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9. ACCOUNTS PAYABLE AND EXPENDITURES 

1.1. Accounts Payable and Disbursement 

I.l.a. Receipt of Goods and Services 
Schools and Departments receive items that have been approved through the purchasing 
policy. Goods or services are delivered directly to the requesting School or Department. 
Confirmation and verification of the receipt of goods or services is the responsibility of 
each respective location. 

l.l.b. Vendor Invoices 
Invoices for all goods and services are mailed directly to the Finance Department. In the 
event an invoice is sent directly to a School or Department, the invoice is forwarded to 
the Finance Department as soon as possible; original invoices only for processing. 

l.l.c. Recording Invoices 
The Finance Clerk is responsible for matching invoices to purchase orders and entering 
them in the FMS. It is the Finance Clerk's responsibility to identify any discrepancies 
with purchase order information and alert the Accounting Manager and/or Finance 
Director immediately. In the event a purchase order match cannot be found, the invoice is 
sent to the recipient School or Department to be verified. If the goods or services have 
been received and the invoice information is correct, the Finance Clerk must create a 
purchase request using the information provided on the invoice. The purchase request 
must then be processed according to standard procedures. The invoice will not be paid 
until the confirmation receipt has been entered in the system. 

I.l.d. Check Processing 
Checks to vendors are automatically signed and printed out of the FMS. The Finance 
Clerk is responsible for reviewing the batch of checks and matching them against the 
corresponding purchase orders and invoices. Each purchase order reviewed by the 
Finance Clerk requires his/her signature and date to signify completion of the review 
process. Any discrepancies are brought to the immediate attention of the Finance Director 
and Accounting Manager. If no discrepancies are found, the Finance Clerk signs and 
dates the batch and provides the report to the Accounting Manager for final review and 
approval. A second Finance Clerk, who is not involved in Accounts Payables functions, 
will be asked to perform the same review process as a second level of redundancy. 
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1.2. Expenditure Reviews 

The Finance Director and Department Heads are responsible for scheduling expenditure 
meetings at the end of each quarter. At these meetings, the Finance Director and Department 
Heads will discuss expenditure levels to-date and communicate ways to keep departments from 
spending over budget. The Finance Director will also train Department Heads how to look for 
fraudulent spending. 

1.3. Adding a Vendor to File 

The Finance Director, Accounting Manager, and Finance Clerks are the only authorized users to 
add new vendors to file in the FMS. To request a new vendor be added, the process is as follows: 

1. Department Staff Email the Accounting Manager 
If a Department wants to make a requisition to a vendor not already on file, a staff 
member must email a formal request to the Accounting Manager. The Finance Director 
and the respective Department Head must be copied on the email. The email should 
contain detailed information about the vendor allowing for quick and easy creation by the 
Finance Department. The Accounting Manager is responsible for reviewing and 
approving the request. 

2. Accounting Manager Archives all Requests 
The Accounting Manager is responsible for archiving all email notifications from the 
Department Heads in the FMS. Emails are stored in folders, labeled according to the 
name and of the new vendor. The separate folders for individual vendors are all stored in 
a "New Vendor" folder. · 

3. Perform Formal Vendor Reviews 
The Finance Department must review the vendor file on a quarterly basis. Finance is 
responsible for running a report in AUC that identifies new vendors for the year, who 
added each vendor and when each vendor was added. The Accounting Manager and 
Finance Director must then review the report and confirm all vendors on file are 
appropriate. The report should be signed and dated by the Accounting Manager and 
Finance Director. 
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10. PAYROLL 

J.1. Payroll and Personnel/Human Resources 

The Human Resources module in the FMS includes all employee related information, such as 
employee demographics, work history, salary history, etc. Once an employee record has been 
entered into the FMS, the employee record in the Payroll module is updated with appropriate 
deductions, withholding, etc. The Town, Region 19 and Mansfield Board of Education are 
responsible for documenting their individual procedures for adding and removing employees to 
the payroll system. 

J.1.a. New Hires 
Human Resources is responsible for ensuring all appropriate forms are given to and/or 
signed by the new employee. A completed New Hire Checklist or Persmmel Action Form 
is required for each new hire and is stored in their personnel file. Human Resources must 
notify the Acconnting Manager of any new employee that needs access to the FMS. 

J.l.b. Employee Changes 
Any change to an employee's information is documented in a Personnel Action Form. 
Human Resources is responsible for notifying appropriate parties of employee changes, 
including the Accounting Manager for changes in the FMS. 

For new hires and employee changes, Human Resources submits support tickets to the 
Information Technology (IT) department to provide access to all computer related 
technology needs (financial system, computer network, email system, remote access, 
other software programs). IT then coordinates with the Accounting Manager re: the 
FMS. liithe case of terminations for cause HR notifies IT ASAP, or as far in advance as 
possible as to when the computer access must be shut down. 

J.1.c. Employee Terminations 
In the case of a termination, the Town Manager, Superintendent, or Department Head 
must notify Human Resources as soon as possible. Human Resources must notify the 
Acconnting Manager as soon as possible to remove the former employee's access rights 
to the FMS. Human Resources is responsible for maintaining all termination 
correspondence (Exit Interview Checklist, emails, resignation letters, etc.) and storing it 
in the former employee's personnel file. 

J.1.d. Employee Personnel Files 
Employee personnel files are maintained by Human Resources. All human resources 
information, such as but not limited to applications for employment or promotion, 
benefits related forms, performance evaluations, new hire forms, separation information 
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(resignations, retirements, terminations), and payroll information such as compensation 
changes and direct deposit forms I9, health insurance, life insurance, contract, and 
payroll information, such as W-2s, pension, union membership cards dues, and direct 
deposit, are filed in the employee's appropriate file. Three separate files are maintained 
for employees: personnel, payroll, and medical. 

J.Z. Time Records and Payroll Preparation 

J.Z.a. Timekeeping 
Time entry is decentralized and handled by each school/department. Employees enter 
their time into a standardized excel spreadsheet and Department Heads review for 
accuracy and sign off. The spreadsheets are delivered to the Payroll Administrator by the 
end of each pay-period. 

1. Payroll Administrator Enters Time in the FMS 
The Payroll Administrator enters the hours worked per pay period by employees at 
the Town, Downtown Partnership, Region 19 and the Board of Education. The 
Payroll Administrator uses the submitted spreadsheets to enter employee time into the 
FMS. 

2. Payroll Administrator Reviews Time Entry Submission 
The time entry spreadsheets submitted to Payroll are reviewed by the Payroll 
Administrator to confirm information is correct and appropriate approvals are in 
place. The Payroll Administrator and Finance Clerk compute payroll totals and 
manually enter them to a Timesheet Edit Report. The Timesheet Edit Report is then 
used to manually enter payroll data into the FMS. The Payroll Administrator initials 
and dates the payroll run to document the review. 

3. Additional Review 
The Finance Clerk and the Payroll Administrator are responsible for a secondary 
review after timesheets are entered into the payroll system. A Timesheet Summary 
Report is printed out of the FMS and compared to the original Timesheet Edit Report 
and individual spreadsheets. The Payroll Administrator signs and dates the review. 
Additionally, the Accounting Manager completes a pay-period estimation that is 
compared against the actual payroll totals. If accurate, the estimate is signed, dated 
and filed by the Accounting Manager. 

4. Payroll Distribution 
The payroll distribution lists, for all managed entities, are reviewed and signed by the 
Accounting Manager prior to sending check files to the bank. All distribution lists 
should be maintained by the Finance Department for recordkeeping purposes. 
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J.2.b. Payroll Adjustments 
Human Resources is responsible for managing employee changes in the payroll system. 
All adjustments require either a completed Personnel Action Form (PAF) or appropriate 
back up for the particular payroll change (i.e. Form W-4 for tax withholding adjustment, 
Community Center Membership Payroll Deduction Agreement for Community Center 
Membership etc.) 

J.2.c. Check Processing 
Payroll is run bi-weekly on Monday and Tuesday, with checks being issued on 
Wednesday. Payroll checks are signed by the Director of Finance and Accounting 
Manager. All checks are automatically signed when printed. The Payroll Administrator 
produces the Check Register and the Direct Deposit Register for the Treasurer's review. 
If approved, the Account Manager then sends the payroll files to the bank and signs and 
dates. Manual checks are issued as needed and entered into the system with the next 
regular payroll period. Finance Clerks are responsible for distributing Town paychecks 
and School District paychecks are given to Personal Assistants for distribution. 

J .3. Deductions and Quarterly /Year-End Reporting 

Payroll reports are generated to confirm that the FMS payroll information has been updated. The 
Payroll Administrator is responsible for creating them and the Accounting Manager reviews and 
signs off. The following quarterly and year-end reports are printed and distributed: 

• 941 Quarterly Report 
• W-2s 

Normal deduction information (i.e. taxes, insurance, 401/457) is entered into the payroll system 
by HR staff when an employee is added. The Payroll Administrator will enter wage attachments 
(i.e. Child Support, IRS Penalties), and federal tax and retirement fund adjustments. The Payroll 
Administrator is also responsible for submitting payments to various companies and 
organizations based on the deductions. 

J.4. Final Payroll Payments and Accruals 

The Payroll Administrator is responsible for calculating and recording final payments to 
employees. Once completed, the calculations are reviewed and signed by the Assistant Town 
Manager and included in the employee's final paycheck. 
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The Payroll Administrator is responsible for accrual processing. Town, EHHD and Downtown 
Partnership accruals are done automatically through the payroll module on a monthly or annual 
basis depending on the type of accrual. At the beginning of the fiscal year, the HR Staff is 
responsible to run a report for vacation time to ensure employees are being allotted their correct 
accrual amount at that point in time. Once completed, the HR Staff signs, dates and files the 
report. 

).5. Accrued Benefits/Retirement Policies 

Human Resources is responsible for tracking and maintaining the listing of retirees and reporting 
of retiree benefits to the Town. 
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11. FINANCIAL REPORTING 

K.1. Closing Procedures 

K.1.a.Monthly Close 
Journal entries are reconciled against bank statements on a monthly basis and are 
reviewed and signed off by the Accounting Manager. 

K.1.b.Quarterly Close 

June 2015 

All monthly closing procedures are performed. The Accounting Manager prepares a 
detailed fund review by reconciling asset and liability accounts and also by reviewing 
revenue and expenditure detail for each account. This is then further reviewed by the 
Finance Director and the Finance Committee. An aged purchase order review is 
performed as well. The quarterly financial statements are prepared by the Accounting 
Manager and then reviewed by the Finance Director prior to being reviewed by the 
Finance Committee. 

K.1.c. Year-End Close 
All monthly and quarterly closing procedures are performed. All receivables, payables, 
deferred revenues, year-end journal entries, fixed assets and depreciation are recorded. 
Allowance account balances are reviewed and encumbrances are rolled over to the next 
year. All closing entries are posted after the financial audit and fund balances are closed 
out. 

K.1.d.Accounting Period Close 
1. Cash/Investments 

Bank reconciliations are performed by the Accountant and Accounting Manager and 
reviewed by the Accounting Manager and Finance Director (see section F.2. for 
details). The Accounting Manager uses a cash control spreadsheet to maintain the 
People's checking accounts on a daily basis. This gets reconciled on a monthly basis. 

2. Accounts Receivable 
The Accounting Manager reviews all July deposits to ensure funds are recorded in the 
appropriate year. The Revenue Collector's office reviews all billing activity and 
collections and provides a listing of receivables to the Accounting Manager to review 
and record the journal entry. The Finance Director reviews the journal entry~ 

3. Inventory 
The Accounting Manager records and analyzes reports of sales and purchases. Gift 
Card and Paper inventory counts are compared to physical inventory on a monthly 
basis. The Food Services Director performs a physical count of all food and provides 



TOWN OF MANSFIELD 
FINANCE DEPARTMENT- POLICIES AND PROCEDURES MANUAL June 2015 

the totals to the Accountant to record the journal entry. A reconciliation of food 
inventory is completed on a quarterly basis. 

4. Fixed Assets 
On a quarterly and year-end basis, the Accountant reviews all expenditure activity for 
the year to record all expenditures as fixed assets. Fixed assets are recorded into the 
Fixed Assets module and depreciation schedules are prepared. Physical inventory is 
reviewed on a bi-annual basis and Department Heads will notify the Accountant of 
any fixed asset disposals. 

5. Accounts Payable 
The final check run for the current fiscal year is performed in the middle ofthe next 
fiscal year. Any check runs after the year-end check run are reviewed for prior year 
invoices. If any invoices are found to belong to the final year, provide them to the 
Accounting Manager to record an appropriate journal entry. Open purchase orders are 
reconciled and all purchase orders are reviewed with Department Heads to determine 
the accuracy of the information. 

6. Deferred Revenue 
The Tax Collector provides deferred revenue information to the Accounting Manager 
for review and recording. 

7. Revenues and Expenditures 
Revenue and expenditure detail for each account is reviewed to correct any posting 
errors and investigate unusual results. For departments with their own systems (ex: 
Parks & Rec- Rec Trac), revenues are reconciled against what is recorded in AUC 
on monthly basis. For departments that do not track revenue, their funds are analyzed 
based on their budget. All budgeted funds are compared based on budgeted and actual 
balances. Non-budgeted funds are compared based on current year and prior year 
results. Any unusual results are investigated with Department Heads. 

__ Page 
37 



TOWN OF MANSFIELD 
FINANCE DEPARTMENT- POLICIES AND PROCEDURES MANUAL June 2015 

12. GRANT MANAGEMENT 

M.l. Requests 

I. Grant Applicants Notify Finance Department 
Grant applicants mnst contact the Finance Department prior to applying for a grant. The 
applicant is required to provide the Budget Analyst detailed information regarding the 
prospective grant, including a detailed reason for pursuing the grant, what the grant will be 
used for, who the grant provider is and what the grant spending requirements/restrictions are. 

2. Cost-Benefit Analysis 
The Budget Analyst is responsible for conducting a cost-benefit analysis to ensure that 
applying for and managing a given grant does not yield negative gains. The Finance Director 
will reject any grants that provide fewer funds than it costs to monitor, process, and apply for 
the grant. 

3. Grant Award Letter 
If the applicant is approved and awarded grant funds, a copy of the applicable award letter 
must be submitted to and maintained by the Finance Department for tracking purposes. 

M.2. Monitoring and Administration 

The Finance Department is responsible for monitoring and tracking all grant activity. Formal 
grant fund reviews should be completed by the Finance Department on a monthly basis. The 
person responsible for the grant administers the grant and he/she will meet with the Budget 
Analyst on a quarterly basis to discuss the expenditures and budgeted items. The person 
responsible for the grant is responsible for ensuring all expenditures meet grant requirements. It 
is up to the discretion of the Budget Analyst and Finance Director to revoke administrative rights 
in the case the current administrator is incapable of properly managing the grant. 

M.3. Submission and Approval 

I. Town Grants 
All Town grant applications require a cost-benefit analysis by the Budget Analyst. If 
confirmed, the application requires Finance Director and Town Manager approval before 
submission to Town Council. Town Council is the final approval step before the grant 
application can be processed. 

2. School District Grants 
All School District grant applications require a cost-benefit analysis by the Budget Analyst. 
If confirmed, the application requires Finance Director and Superintendent approval before 
submission to the Board of Education. The Board of Education is the final approval step 
before the grant application can be processed. 
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13. CAPITAL ASSETS 

N.1. Capital Asset Policies 

N.1.a.Accounting Methodology 
The Town makes beneficial use of capital assets in pursuing its missions. Legal 
responsibilities require that the Town accurately record and account for capital assets on 
a regular basis. Because the Town engages in the acquisition, transfer, disposal, and use 
of capital equipment, this policy sets forth the roles and responsibilities in regard to 
capital assets. One reason capital assets are recorded and capitalized is to properly 
depreciate their value over time, thus reflecting their cost during the useful life of the 
asset and not only on the date of acquisition. An item valued at less than the 
capitalization threshold is not depreciated. It is fully written off as an expense at the time 
of acquisition and not added to the capitalization inventory. Another reason capital assets 
are recorded and capitalized is to protect the assets from misuse and misappropriation. 
The FMS Fixed Asset module will compile a list of all capital assets, replete with a 
description of the asset, value and location. The Accountant and Accounting Manager 
maintain the physical and reporting control of the Town's capital assets, and the 
Accounting Manager reviews and signs the annual fixed asset reports. The major 
responsibilities each party has in connection with the Capital Assets Policy & Procedures 
are as follows: 

All Departments and Schools: 
• Report to the Finance Department the loss or destruction of fixed assets within 

one (I) day of discovery 
• Review the annual listing of property inventory prepared and distributed by the 

Finance Department on a timely basis, explaining and pursuing the resolution of 
all discrepancies identified in the property inventory 

• Safeguard all property in the custody of the department/school 

Finance Department: 
• Record all changes to assets on the Fixed Asset module and in the general ledger 
• Review and approve all Construction in Progress activity on an annual basis 
• Review "book current depreciation" as part of the annual review of the fixed asset 

reports 
• Prepare an annual listing of recorded property and distribute it to individual 

departments/schools for verifications and certification purposes by September 30'h 
of the current fiscal year 

• Conduct a periodic physical inventory of property (including affixing inventory 
tags) 
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N.1.b.Asset Classifications 
To be classified as a fixed asset, a property acquisition must meet the following criteria: 

1. Be of tangible nature 
2. Have a useful life of at least two (2) years 
3. Have significant value: 

a. Equipment 

Town/Board 
Item General funds 

Computer Equip.-
Capitalization >$5,000 

Computer Equip.- $1,000-$5,000 
Accountable 
Non Computer Equip.- >$5,000 
Capitalization 
Non Computer Equip.- $2,500-$5,000 
Accountable 

Town-MSF 833 Fund 
>$500 
Exception: All laptops 
and computers are 
capitalized regardless of 
cost 
N/A 

>$2,500 

N/A 

EHHD Region 19 

>$1,000 >$5,000 

N/A $1,000-$5,000 

>$1,000 >$5,000 

N/A $2,500-$5,000 

b. Buildings, building improvements, or improvements other than 
buildings, must have an acquisition cost of at least $20,000 

c. Infrastructure (i.e. roads, bridges, curbs, drains, etc.) must have an 
acquisitions cost of at least $100,000 

N.1.c.Addition of Capital Assets 
Capital asset acquisitions are entered into the FMS at year end or as they are purchased. 
The Accountant is responsible for recording all fixed assets and the Accounting Manager 
assists and reviews. The Town Manager has the authority to approve the acceptance of 
capital assets. 

N.1.d.Disposal of Capital Assets 
Department Heads must notify the Finance Department within one ( 1) day of any capital 
asset disposal. An approved Fixed Asset Disposal form is required for the disposal of a 
capital asset. The Town Manager or Superintendent must sign the form. 

N.1.e. Transfer of Capital Assets 
Department Heads must notify the Finance Department within one ( 1) day of any capital 
asset transfer. A completed Fixed Asset Transfer form is required for the transfer of a 
capital asset. 
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14. STUDENT & ATHLETIC ACTIVITY FUND ACCOUNTS 

The High School (Regional School District 19) and Mansfield Middle School are the only 
schools with Student and/or Athletic Activity Fund Accounts. The funds are set up as petty cash 
funds and the account is a single signature checking account with select individuals, as appointed 
by the Superintendent, to sign for checks. The following procedures must be followed for all 
Student and/or Athletic Activity Fund Accounts: 

0.1. Receipts 

I. Collection Of Receipts 
Each school activity collects money through various means offundraising- donations, sales, 
and/or events. Two (2) employees for each school are responsible for collecting money raised 
from school activities, The Activity Collection Form is filled out and signed by the two (2) 
employees - each school is required to disclose who these employees are to the Finance 
Department on an annual basis. The form indicates the total funds collected and for what 
reasons. The money is then sealed in an envelope with the Activity Collection Form and sent 
to the Finance Department for processing within two (2) business days of an event. 

2. Recordkeeping 
It is the responsibility of the two (2) assigned employees for each school to keep detailed 
records of Student and Athletic Activity Fund Account activity. The account activity must be 
updated after every collection. 

The Accounting Manager is responsible for entering the receipt into the General Ledger after 
receiving an Activity Collection Form. On a monthly basis, the (2) assigned employees are 
responsible for sending the School's account record/ledger to the Finance Department for a 
formal reconciliation against the account's bank statement. The Accounting Manager 
completes the reconciliation and signs, dates and files it. The reconciliation for each account 
MUST be completed by the Finance Department in addition to the school's internal review. 

0.2. Disbursements 

I. General Disbursements 
The disbursement of activity funds must be clearly documented by the two (2) assigned 
employees in the School's account record/ledger. All checks drawn must have a signature 
from an assigned approver. Under no circumstances will checks be distributed without an 
approval signature. Additionally, checks must be written to a specific party- the "pay to the 
order" line cannot be left blank. 

2. Reimbursement Requests 
An Activity Reimbursement Request form must be completed by one of the two (2) 
employees responsible for overseeing the Student and Athletic Activity Fund Accounts in 
order to obtain reimbursement. The form must clearly outline how much money is needed for 
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reimbursement and for what reasons. Copies of the corresponding checks and the activity 
ledger must be attached to the voucher. The School Principle and one of the two (2) 
designated employees sign the form. Once completed, the form is sent to the Finance 
Department. 

3. Reimbursement Processing 
On a monthly basis, the Finance Clerk creates a purchase order to replenish the account. All 
Activity Reimbursement Request forms for the month are reviewed and totaled on the 
month-end PO. Copies of checks drawn for that month must be attached. The PO is reviewed 
and approved by the Superintendent before any funds are disbursed. Once the PO is 
approved, one of the authorized employees cuts the reimbursement check and it is deposited 
in the appropriate School's Student or Athletic Activity Fund Account. 

3. Recordkeeping 
It is the responsibility of the two (2) assigned employees for each school to keep detailed 
records of Student Activity Fund Account activity. The account activity must be updated 
after every reimbursement. The Accounting Manager is responsible for entering the expense 
into the General Ledger after reviewing the month-end voucher. Reimbursement vouchers 
need to be reconciled against the monthly bank statement in addition to the schools' check 
registers/ledgers. 

0.3. Reporting and Reconciliation 

Each school's record of their fund's activity must be kept in a detailed spreadsheet. The Principal 
must review, initial and date the spreadsheet before sending it to the Finance Department for 
reconciliation. The monthly reconciliation performed by the Accounting Manager must be 
approved and reviewed by the Finance Director and the school Principals. Under no 
circumstances are separate Activity Fund Accounts to exist within the High School or Middle 
School that are not overseen by the Finance Department. 
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15. EXPENSE REIMBURSEMENTS 

P.l. General Reimbursements 

Employees are eligible for reimbursement from the town for a number of different expenses, 
including travel (mileage, lodging, parking, etc.), meals, memberships, supplies, uniforms and 
more. All Town, Mansfield Board of Education and Region 19 School District employees must 
have approval in advance from their Department Heads to be eligible for a reimbursement. 
Employees must submit the Employee Reimbursement Form and all supporting documentation 
(original receipts only!) for reimbursement directly to their Department Heads and 
Superintendent (if applicable) for review and signed and dated approval. The Employee 
Reimbursement Form and supporting documentation are then submitted to the Finance 
Department for further review and approval. Reimbursements are then processed through the 
payroll system, with the supporting documentation maintained by the Finance Department for 
recordkeeping purposes. 

Under no circumstances, is a Mansfield official at any level, allowed to approve their own 
expense reimbursements without Finance Department review and approval. 

P.Z. Travel Reimbursements 

Employees authorized to attend conferences, meetings or travel on Town, Board of Education or 
Region 19 School District business shall be reimbursed, upon submitting the Employee 
Reimbursement Form and supporting documentation for reasonable expenditures, transportation 
costs, and registration fees. Employees must gain advanced approval by completing and 
submitting a Professional Travel Request form. This form must be submitted prior to any travel 
or the incurred expenses will not be reimbursed. 

P.3. Mileage Reimbursements 

All employees must adhere to the Town's Mileage Reimbursement Policy as revised on March 
17, 2008 and may be amended from time to time. All mileage should be submitted for approval 
using the Employee Reimbursement Form. 

P.3.a. Mileage Log Form Instructions 

1. From/Destination - List both the name and address of the starting point and destination. 
The starting place should be the place in which the mileage reimbursement starts. For 
example, if you are leaving your house for a meeting but can only be reimbursed from 
your central office location please input the central office location as your starting point. 

2. MTG Nature/Purpose - Provide a clear and concise detail of why you are attending the 
meeting. Please do not put generic terms such as "Conference/Workshop." The more 
information that can be verified the better. 
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3. Miles- We have created a "Standard Mileage Chart" which can be found on the Town's 
Intranet/"M" drive (Region). This chart provides standard mileage for frequently traveled 
sites. Please check this chart to see if your travel is documented here. If so, please input 
the standard mileage based on this chart. No other mileage value will be accepted if the 
travel site is listed within this chart. If your travel site is not listed within the Standard 
Mileage Chart please submit documentation of mileage for your travel. (i.e. Mapquest, 
Google Maps) 

4. All mileage reimbursements should be submitted to Finance for processing. 

P.3.b.Standard Mileage Chart of Approved Distances 

Location From/To 

Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Goodwin Elementary 
321 Hunting Lodge Rd Storrs, CT 
Goodwin Elementary 
321 Hunting Lodge Rd. Storrs, CT 
Goodwin Elementary 
321 Hunting Lodge Rd. Storrs, CT 
Southeast Elementary 
134 Warrenville Rd. Mansfield, CT 
Southeast Elementary 
134 Warrenville Rd. Mansfield, CT 
Southeast Elementary 
134 Warrenville Rd. Mansfield, CT 
Vinton Elementary 
306 Stafford Rd. Mansfield, CT 
Vinton Elementary 
306 Stafford Rd. Mansfield, CT 
Vinton Elementary 
306 Stafford Rd. Mansfield, CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 
4 South Eagleville Rd Mansfield CT 
Town Hall 

Location From/To 

Goodwin Elementary 
321 Hunting Lodge Rd Storrs CT 
Southeast Elementary 
134 Warrenville Rd Mansfield CT 
Vinton Elementary 
306 Stafford Rd Mansfield CT 
Mansfield Middle School 
205 Spring Hill Rd Storrs CT 
Southeast Elementary 
134 Warrenville Rd Mansfield CT 
Vinton Elementary 
306 Stafford Rd Mansfield CT 
Mansfield Middle School 
205 Spring Hill Rd Storrs CT 
Vinton Elementary 
306 Stafford Rd Mansfield CT 
Mansfield Middle School 
205 Spring Hill Rd Storrs CT 
Goodwin Elementary 
321 Hunting Lodge Rd Storrs CT 
Mansfield Middle School 
205 Spring Hill Rd Storrs CT 
Goodwin Elementary 
321 Hunting Lodge Rd Storrs CT 
Southeast Elementary 
134 Warrenville Rd Mansfield CT 
EASTCONN 
376 Hartford Tpke Hampton CT 
State Dept. of Ed 
165 Capitol Ave Hartford CT 
Legislative Office Bldg 
300 Capitol Ave Ha1iford CT 
ACES 
205 Skiff St Hamden CT 
Conn Assn of Public School Supt 26 
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6 

5 
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4 South Eagleville Rd Mansfield CT Caya Ave, W. Hartford, CT 
Town Hall Institute of Tech & Bus Dev 36 
4 South Eagleville Rd Mansfield CT 185 Main St New Britain CT 
Town Hall Conn Assn School 50 
4 South Eagleville Rd Mansfield CT 30 Realty Dr Cheshire CT 
Town Hall Holiday Inn 24 
4 South Eagleville Rd Mansfield CT I 00 E. River Dr East Hartford CT 
Town Hall Crowne Plaza 36 
4 South Eagleville Rd Mansfield CT I 00 Berlin Rd Cromwell CT 
Town Hall Quinnipiac 52 
4 South Eagleville Rd Mansfield CT 275 Mt. Carmel Ave Hamden CT 
Town Hall Capitol Region Education Council 25 
4 South Eagleville Rd Mansfield CT Ill Charter Oak Ave Hartford CT 
Town Hall Univ. of Hartford 27 
4 South Eagleville Rd Mansfield CT 200 Bloomfield Ave W. Hartford CT 
Town Hall Four Points Sheraton 43 
4 South Eagleville Rd Mansfield CT 275 Research Pkwy Meriden CT 
Town Hall CT Convention Center 25 
4 South Eagleville Rd Mansfield CT I 00 Columbus Blvd Hartford CT 
Town Hall Central CT State University 34 
4 South Eagleville Rd Mansfield CT 1615 Stanley St New Britain CT 
Town Hall Sheraton Hartford South Hotel 32 
4 South Eagleville Rd Mansfield CT 100 Capital Blvd Rocky Hill CT 
Town Hall Marco Polo Restaurant 22 
4 South Eagleville Rd Mansfield CT 1250 Burnside Ave East Hartford CT 
Town Hall Farmington Marriott 34 
4 South Eagleville Rd Mansfield CT 15 Farm Springs Rd Farmington CT 
Town Hall Shipman and Goodwin 24 
4 South Eagleville Rd Mansfield CT I Constitution Plaza Hartford CT 
Town Hall Aqua Turf Club 48 
4 South Eagleville Rd Mansfield CT 556 Mulberry St Plantsville CT 
Town Hall Community Child Guidance Clinic 20 
4 South Eagleville Rd Mansfield CT 317 N Main St Manchester CT 
Town Hall Manchester Memorial Hospital 17 
4 South Eagleville Rd Mansfield CT 71 Haynes St Manchester CT 
Town Hall CT Children's Medical Center School 26 
4 South Eagleville Rd Mansfield CT 282 Washington St Hartford CT 
Town Hall EASTCONN (Columbia Autism Prog) 9 
4 South Eagleville Rd Mansfield CT I 0 Commerce Drive Columbia CT 
Town Hall Gengras Center 28 
4 South Eagleville Rd Mansfield CT 1678 Asylum Ave West Hartford CT 
Town Hall EASTCONN (Putnam) 22 
4 South Eagleville Rd Mansfield CT 508 Pomfret St Putnam CT 
Town Hall New England Assistive Technology 27 
4 South Eagleville Rd Mansfield CT Center (NEAT) 

33 Coventry St Hartford CT 
Town Hall Windham Early Childhood Center 8 
4 South Eagleville Rd Mansfield CT 322 Prospect St Willimantic CT 
Town Hall STEM Magnet School 9 
4 South Eagleville Rd Mansfield CT 141 Tuckie Rd North Windham CT 
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P.4. Employee Reimbursement Form 

I. This form should be completed in its entirety. If any information is left blank or 
supporting documentation is not complete, the reimbursement will not be processed until 
all appropriate information has been received. 

2. All reimbursements should be processed monthly at a minimum. (This does not apply to 
Dependent Care, Uninsured Medical or Tuition Reimbursements) 

3. Uninsured Medical/Dependent Care Reimbursements/Tuition Reimbursement- Submit 
this form with all supporting documentation to your appropriate HR Administrator for 
processing and approval. Department head signature is not required. 

4. Supplies/Travel/Meals - Attach all supporting original receipts (including the travel 
authorization form, if appropriate) to the reimbursement, have your Department Head 
sign off for approval and submit to Finance for processing. 

5. All approval signatures need to be hand written signatures. Stamped signatures will 
not be accepted for reimbursement. 
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16. GIFT CARD MANAGEMENT 

The purchase and use of merchant gift cards is a fairly new activity, most utilized by the Human 
Services and Youth Services departments. There is a need for the occasional use of gift cards for 
specific purposes, however given the "cash" nature of these cards, tight internal controls are 
necessary to avoid any instance or appearance of fraud. The following procedures are in place to 
effectively manage all Town-owned gift cards: 

1. The purchase of any gift card, regardless of the denomination or source of funding (i.e. 
grants), must have prior written approval from either the Director of Finance or the Town 
Manager. The request must be signed by a Department Head and must include: the 
number of cards to be purchased, the merchant, the denomination of each card, the 
intended recipient(s), and the reason or purpose of the gift card. 

2. Acceptable uses include, but may not be limited to: 
a. Volunteer or other appreciation award 
b. Human Services Assistance program 
c. Holiday Giving program 
d. Other programs as approved by the Town Manager 

3. Unacceptable uses include, but are not limited to: 
a. As an alternate procurement method. In other words, they are not to be purchased 

to be used at a later date to purchase food or other materials and suppliers for 
meetings, events, etc. 

b. As payment to an independent contractor for services or expense reimbursement 
c. As reimbursement to an employee for mileage, meals or other expenses 
d. As reimbursement to a volunteer for mileage, meals or other expenses 

4. Once purchased, all cards are to be inventoried by the requesting Department and 
recorded on the attached Gift Card Inventory List. It is the responsibility of the requesting 
Department Head to make certain the cards are secured in a locked area with controlled 
access. 

5. Distribution of gift cards must be documented either with a letter to the recipient 
(including name and address) stating the reason and amount of the award, signed by the 
Department Head (or his/her designee) or signature on the Gift Card Inventory List by 
both the individual dispensing the card and the recipient. 

6. On a monthly basis, prepare a month end report documenting the physical inventory of 
the gift cards in your possession as compared to the Gift Card Inventory list. Department 
Head approval is required and a copy of the report must be sent to the Finance office. 

7. All gift card inventories are subject to random, unannounced audit by the Finance 
Department. Please retain all Inventory Lists and Reports along with copies of all letters 
to recipients. 
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17. CELLULAR TELEPHONE USE POLICY 

All employees must adhere to the Town's Cell Phone Policy as revised on April!, 2015 and may 
be amended from time to time. Employees granted a Town-owned cell phone who elect to use it 
for personal use are required to adhere to the Town's Acceptable Use Policy. These employees 
must sign and date the policy. 
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