TOWN OF MANSFIELD
FINANCE COMMITTEE MEETING
Wednesday, July 29, 2015
Audrey P. Beck Building
Council Chambers

6:00pm

AGENDA

. Call to order

. Approval of the minutes for June 8, 2015

. Approval of the minutes for June 10, 2015

. Opportunity for Public Comment

. Staff Reports

. BlumShapiro Operational and Financial Controls Review (edits shown)

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

. Fraud Risk Assessment RFP

. Communications/Other Business/Future Agenda ltems

. Adjournment



Tem P

TOWN OF MANSFIELD
FINANCE COMMITTEE MEETING
MINUTES OF JUNE 8, 2015

Members Present::‘ Ryan (Chair), Shapiro, Raymond
Other Council Membe;:s Present: Kegler, Moran, Marcellino, Wassmundt
Staff Present: Hart, Trahan
| Guests: None
1. Meeting caEied to order at 6:00pm.

2. Approval of the minutes for May 11, 2015

Mr. Shap:ro moved and Mr. Ryan seconded to approve the mm tes of May 11, 2015 as
amended. Mof:on passed unanimously. i ,

3. Opportumty for Public Comment — Arthur Smtth Muiberry Roed delsvered a communication to
Chairman Ryan (attached) and dlscussed the same- regardmg 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. Shap:ro moved and Ms. Raymond seconded to recommend approval of the CIP closeouts
and ad,rustmenfs as presented in the June 8, 2015 Memo from the Town Manager. Motion
passed unanlmously

8. Quarteriy 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 seconded to accept and recornmend acceptance of the
Quarterly Financial Statements Dated March 31, 2015 to the Town Council. Motion passed
unanimously.

7. Communications/Other businessffuture agenda items —
= Level at which we propose bonding
= Continue review of the Fiscal Management Policies (Fund Balance complete, need to do
Investment, Debt, etc)
s> Discussion with Mansfield Discovery Depot regarding a preschool subsidy
= Parameters for building permit fee reductions

- -



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




ARTHUR A. SMITH
74 Muiberry Road
Mansfield, CT 06250

June 8, 2015

Town of Mansfield Finance Commitiee,
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 | have had the
opportunity to review town finance documents that were made available to me. My questions
are based on the review of those documenits. | have been fold that the "Best Value™
documents requested wili not be available in total until August. | may have further questions
at that time.

- My questions are as follows:
(1) | have obtained People’s United Bank Business Signature Cards for four Town of
Mansfield Accounts, #1007000392, #1007000405, #1007000384 and #6500430191, the first
signature is the Town of Mansfield, who is able to fake 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 |dentification Number sections without dates?

(3) Why was the #68500430181 account opened on March 9, 20157

(4) What account was replaced and where is the retained history of that accoury, 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 CFFO, 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 o sign off on all closed and new bank accounts?”

On a related matier, 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?

incerely, )
Enclosures (6 pages)

CC: Mr. Ziplow, Blum&Shapiro
File



v v e—————— : - :
Account Type MUNICIPAL CHECKING 301 , Account# 1007000392 .

Account Title: Town of Mansﬁe_}d - . . MUN
Cheryl A Trahan ' SIG
Amy N Meriwether - , : - SIG

uginess 0wner and Authorized Si wner Information: The owner of the business accounf, whose TIN is certifled below s an owner, managing member, general partner authorized offfcer or principal of the

1B
business and an authorized signeron.the account pursuant to the jegal documents submitted to People's United Bank. By designaling a person as a signer below, owner(s}s’ represem‘s and warrants fo

People’s United Bank the person has the authority to act on behalf of the business wilth respect to the account.

"By signing this signature card liwe agree that ifwe have received g copy of the Business Deposit Account Contract, Business Schedule of Deposit Account Charges and Business Account Schedule of Inferest
and agree ko the terms and conditions contained therein as they may be modified from time to time. liwe and will agree to walve our rmight to & trial by jury in any legal action, proceeding or counterclaims arnising -
out of or in connection with the account. By selecting the M$/ATM checkbox below, you authorize People's United fo order an ATM Card and/or MasterMoney Debit Card on your behalf for this account.

Signature 1 T et O LA R M$/ATM - Signature 4 - e L M§/ATM
Signature 2 é £ %/ # é g é; J@zx __________ mgaTM  Signature5 o MS /AT
Signature 3 g\ ANl Y\ \@.&Lmﬁlmh 1 meaTM  Signeture 6 - - ' MS IATM
Name 10 Town of N?‘znsf’ &S[ ' ' Name_ 4 X B l ‘
Re;aﬁoﬁsh,p Municlpa]?ty . Relationship 7 ) g TIN:
Address: ' ' ' ' Dos:
4 S Eagleville Rd _ TN (Certifcatlon Required): 06-6002032
- Storrs Mansfield CT 062682574 DOB:!
Nhme 20 Cheryl A Trahan Name 5.
Relationship: Signer . TIN: - Rgfatfonshfp Tin:
Address: ' ' DOB: Address: - Dos:
Name3:  Amy N Meriwether Name & ‘ ‘
Relationship: Signar . TIN: Relationship - . TIN:
Address: : . DOoa: Address: ’ BOB:
Town of Mansfield A CERTIFICATION OF TAXPAYER IDENTIFICATION NUMBER
Cheryl A ?‘rahan L : - Asea du!y authorized representative of the business identified above and speaking on behalf of the business, [ certify, under
Am N Meriwether penalties of perjury that (1) the number shown on this form is my correct taxpayeridentification number and (2f(a} | am not
Account Maiiing Address’ Y subject to backup withholding for the reason checked below, or (b) | have not been notified by the Internal Revenue
) . Service(IRS} that | am sutject o backup withholding as a result of a feijure to report ajj inferest or dividends, or (¢} the IRS
48 Ea g] aville Rd ’ has-potified me that 1 am no lenger subject to backup withhalding, and (3} | am a U.S. person (including a U.S. resident
afien). You must cross out ffem 2 above if you have been notified by the IRS that you are currently subject to backup
“Storrs Mansfield CT 062682574 ‘ withholding because you have failed to report all interest and dividends on your tax return.
The following exception condition exists on this account: I am exempt from backup withholiding because i am an: {Check one if applicable):
S _ ] ) D Exempt Payee Nen-Resident Alien
Management Approval: .- {Form W-8 is required) D {Form W-8 Is required)
- . € . i _') )
CHEX systems called by.. ? )7&{7 ] EJQ . E i ,5 i) 7 ngnature ({/ _{f é’;,—;"f //&l L /M&J{‘«M Date:
L N —
QOpened ) Employee - Branch Last Updated 08/22/ CA 3 ’ Employee 12853 Branch 0600100
£82 . : ) {Title Change} ' :

T

I

I

|

TR




IRBUSIHESS Sighator

[ Ac'c’ryﬁé"“ _MUNICIPAL CHECKING - 301

Account Title: Town of Mansfield MUN
Cheryl A Trahan - SIG '
~ Amy N Meriwether SIG , ‘ o
| Business Owner and Authorized Signer [hformation: The owner of the business account, whose TIN is certified below is' an owner, managing men?ber, general partner, authonzed officer or principal of the
husinass and an authorized signer on the account pursuant to the legal documents submitied to People’s United Bank. By designating a person as a signer below, owner(s)s represenis and warrants to
Psopie’s United Bank the person has the authorily to act on behaif of the business with ,_”espect to the acoount : . -
By slgning this signature card liwe agree that liwe have received a copy of the Business Deposit Account Contract, Business Schedule of Deposit Account Cherges and .Busmess Acpount Schedules of Interest
and ‘agree to the terms and conditions contained therein as they may be modified from fime fo ime. Iiwe and will agree fo waive bur right to a trial by jury in any Iega! action, proceeding or coun{erc!afms arising
out of or in connection with the account. By Selecting the M$/ATM checkbox below, you authorize People's United to ordér an ATM Card and/or MasterMdney Debit Card on your behalf for this account.
Signature 1 _Varsis .z Ut wwmi b oe MyaTM  Signatured MSATM |
- 5 ) . = ' .
— . A L g .
Signature 2 (? L el o NT A fl__w msATM  Signature §. .. R e M$ /ATM
Signature' 3 D v it \ SR j“{i‘;ﬁm me/aTM  Signature 6 : . MB/ATM
1 7} il 5 0 —— - +
| Name . . Town o{Man.{ﬁeld : T Namei “ . ‘ - T L .
Relationship: Municipality _ | Relationship : STV
Address: - - . ) ' . . y DOR:
’ 48 EaglevilleRd .~ - TIN (Certification Required): 06-56002032 e
} Storrs Mansfield CT 062582574 ‘ ' DOB:
?me 2. Cheryl A Trahan ) Name 5: .
1 Relationship: Signer - A TIN: Y - | Relationship . TIN:
Address: ) : DOB: Address: - DOB:
Name 3; . Amy N'Merlwether . : Name &:
Relatlonship: Signer ‘ ) TIN: . Relaticnship TIN:
Address; ) ’ , 0oB: & Address: : : Do8:
_ Town of Mansfield o CERTIFICATION OF TAXPAYER IDENTIFICATION NUMBER . .
Cheryl A Trahen : As & duly authorized representative of the business identifiad above and speaking on behalf of the business, { certify, under
Am ‘N Mertwether penalfies of pegury that (1} the number shown G this formn is my comect taxpayer identification number and (2)(a} | am net
Account Maifing Address: Y subject to backup withholding for the reason checked below, or {b) | have not been notified by the Infermal Revenue
. Service(iRS) that | am subject 1o backup withholding as a result of a fallure fo report alf interest or dividends, or (6} the IRS
4 S Eagleville Rd : has nofified me that | am no longer sulbject to backup withhoiding, and (3} I am a U.S. person (including a U.S. resident
. - K alien). You must Gross oot fem 2 above Iif you have been notified by the IRS that you are currently subject to backup
Storrs Mansfleld CT 062682574 . . withholding because you have failed fo report alf interest and dividends on your tax returr.
The following exception condition exists on this account: 'am exempt from backup withhelding because | &m an: (Check one if applicable):
; : D Exempt Payee Non_—Resfdenf Alfen
Management Approvai: . ) o {Form W-3 is required) El {Form W-8 is required)
CHEX systems called by: A@M {‘2\/\0% . . Signature : (/ . é‘f b V}‘g’;«? i.,,{f 2 ,,:f Foi Date: N
- —— . = - :
- Opened - Employee Branch Last Updated 08i22f201é,1/ _ Employee 12853 Branch 8009100 :
' C82 ) {Title Change) - .

Ahii A TR

¥l§

|

5 WA



'(Acco'unrry;b;a MUNICIPAL CHECKING -301 .. D _ , v

Account Title: Town of Mansfield - MUN -
Cheryl A Trahan - SIG
Amy N Meriwether : SIG
Business Owner and Authorized Sianer Information: The owner of the busmess acc:cunf whose TIN is certifred below is an owner, managing merber, generaf partner, authonzed officer orprincipal of the
business and an authorized signer on the account pursuant fo the legal documents submitted to People's United Bank. By designaling a person as a signer below owner{s)s represents and warrants to
People’s United Bank the person has the autherily-to act on behalf of the business with respect to the account.
By signing this signature card lfwe agree that lAve have recejved a copy of thé Business Deposit Account Contract, Business Schedufe of Deposit 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 fime. lAwe and will agree to waive our right fo & trial by jury in any legal action, proceeding or counterclaims arising
"out of or in connection with the atcount. By selecting the M$/A T chackbox below, you authorize People’s Umted to order an ATM Card and/or MasterMoney Debit Card on your behalf for this account. -
Signature 1 T2 J o 2ot ./, b, o ms/ATM  Signature 4 , o M3 /ATM
ngn“t/u"fe'Zz / A wf jﬁ A R o7 I mesaTm  Signature 5 . _ S M3 /ATM
ngnature:l’j’ meu \\ﬂ &Ml an.,k‘_g ALA, . Me/ATM - Signature 6 ME/ATM
Name 1: - Townof lbl’ansﬁfvéld i o o Name. 4 ] . . - . o
Relationship: Municipality 4 : Relationship _ . - TN
Address: : ) . DOB:;
4 S Eagleville Rd TiN {Certification Required): 06-6002032
Storrs Mansfield CT 062682574 DOB: .
Name 2: Cheryl A Trahan Name &: . -
Refationship: Signer TIN: Relationship TIN:
Address: o o _ poa: Address: : : _ posa:
Name 3 Amy N Meriwether ' Name 6: .
Relationship: Signer ‘ TIN: Relationship : TiN:
Address: . } _ DOB: Address: : DOB:
TR : '
Town of Mansfield _ o CERTIFICATION OF TAXPAYER IDENTIFICATION NUMBER
Cheryt A Trahan . As a duly autharized representative of the business identifled above and speaking on behalf of the business, | cariity, under
' Amy N Meriwethér penallies of padury thet [1) the humber shown on this form is my comect taxpayer identification number and (2)(a) | am not
Accourt Mailing Address: \ : subjfect to backup withhokding for the reason checked below, or (b) | have not been notified by the Intemal Revenue
) Service(iRS) that | am subject to backup withholding as 3 resulf of a Bilure to report all inferest or dividends, or (¢} the IRS
4 S Eagleviile Rd ’ has nofified me that | am no Jonger subject fo backup withholding, and (3) Iam a U.S person {including a U.S. resident
alien). You must cross out ftam 2 above Ifyou have been nofified by the IRS that you ara cumently subject fo backup
Storrs Mansfield CT 062682574 . withholding because you have failed to report all inferest and dividends on vour tax.return.
The following exception condition exists on this account: ' : l'am exempt from backup withholding because | am an: (Check ons if applicabls):
: . D Exempt Payee Non-Resident Alfen .
Management Approval: (Form W 9 s required) ' {Form W-8is requrred)
. ﬁ‘ ,a o
GHEX systoris cafied by m W '74%] oot __| Signature : C: A O
I T o
Opened . . Emp!oyee o Branch Last Updated 08/22/201 3& Employee 12853 Branch 0C0(1G0
] (Title Change)

|

LU

i

i

e (I |




e MLLULIIL T YNG 1Y e R R R

i Account Title: - Town of Mansfield MUN
" Cheryl A, Trahan SIG
Cile

Amy N. Meriwether
I

Business Owner and Authorized Signer information !

The awner of the business account, whose TIN is certified below is an owner, managing member, general parin

er, authorized officer or principal of the business and an authorized signer on the account

pursuant o the legal documents submitted to People’s Unifed 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,

copy of the Business Deposit Account Coniract, Business Schedule of Deposit Accourit Charges and Business Account Schedule of Interest

By signing this signature card I/we agree that liwe have received a
s they may be modified from time to time. liws and will agree to walve our right to a Irfal by jury in any legal action, proceeding or courterclaims arising

and agree to the ferms and conditions contained therein &
out of or in connegtion with the account. ‘

Employee L. Shaw

(Title Change)

Signature 1 T ue oy T s 2l Signature 4
1 . , /j / /:; ’ / . 7
Signature 2 i G\ W?’(M"w«/ . Signature 5
Signature 3 L i ﬂ Vonin KL Signature 6
- Name 1 Town-of Ma 1§ﬂej§§ . L ' Name 4. _
Relationship: Muncipaliity > Relationship Tin:
Address: 4 3, Eagleville Rd Address: DOE:
Storrs Mansfield CT 06268 TIN (Certification Required), 06-6002032
: : DOB: :
‘Name 2 Cheryl A Trahan : Narmne 5: .
Relationship:  Signer TIN. & Relationship Tin:
o ﬁ;QddreSS.' 5 DOB: Address: Dos: .
Name 3: Amy N. Meriwether - : Name 6: :
Relafionship:  Signer ’ TIN: Reiationship- TIN:
.| Address: pog: Address: ooa:
Tewn of Mahsﬁéld ) CERTIFICATION OF TAXPAYER IDENTIFICATION NUMBER
Health 1 Ac . Under'penalties of pedury, | certify that (1) the TIN number shown on this form is my correct taxpayer
_ eaith insurance Account f(g)er}fgﬁcaﬁontnbumber, ?ﬁdd(ZJ ({ag { ]am notI%iject to backup withholding for the reason checked below, or
» Chery! A Trahan : (b} I have not been nolified by the Intemal Revenue Service (IRS) that | am subject to back! ith 7
Accourt Mailing Address: ry ) as & result of a failure {o report alf interest and dividends, or {é) th)e IRS has.noﬁ'a{:‘ed rr?e thg tﬁgﬁfnhcldmg
- Amy N Meriwether ; ; ! ! ¢ o longer
Amy subfect to backup withholding; and (3) Unigss the Non - Resident Alien box below.is checked, | cerfify that
4 3. Eagleviile Rd { 8371_ad(}.3t._ pego?} including a: %! S. I@;s%i‘nt Aherf;,.and {4} The FATCA code(s} entered on this form (if
any) indicating that | am éxempt from reporting s correct. If you are subject to backup withholdi
‘ : S't—orrs ?'t“lansﬁeltd CT 06268 you must strike out text following #2. j_ ? . e
The following exception condition exists on this account 1 am exempt from bagkup wfthf_roldfng because | am an: (Check one if applicable):
_ , Exempt Payee , Non-Resident Alien  FATCA Cede
Management Approval: : " (Form W.8 is required) [ 1 (Form -8 is requiredy
' . R ) ‘ ' ) é’ o =z
CHEX systems called by: W’}" L3N /7<T ,@17&?;’{? o) RS Signature - ] { f e Date: > 9?(// Sa-*
i 4
- 7 :
Opened 03/05/2015 Branch 100 Last Updated 4 Emgloyee Branch o ]

COMO603 vs 12/2013




CAMMIHCLOAGL DCULULULLEE, LRV I

Business Inguiry

Business Detaiis

Business Name:

Business {D:

Business Address:

Mailing Address:

Date Inc/Registration:

Principals Details
Name/Title

DEXTER EDDY
PRESIDENT

JOAN CHRISTISON-
LAGAY DIRECTOR

WALLIAM SIMONSEN
SECRETARY

Agent Summary

Agent Name

Agent Business
Address

Agent Residence
Address

MANSFIELD NONPROFIT
HOUSING DEVELOPMENT
CORPORATION THE
0138850

309 MAPLE ROAD, STORRS,
CT, 06268

309 MAPLE ROAD, STORRS,
CT, 06268

Jan 24, 1883

Business Address

NONE

NONE

NONE

JOHN J. MCGRATH, JR.

e = S

& nowE  SHHELP

Citizenship/State Inc:

Last Report Filed Year:

Business Type:

Business Status:

Residence Address

Domestic/CT

2011

Non-Stock

Active

403 WRIGHTS WAY, STORRS, CT, 06268

9 ELIZABETH ROAD, MANSFIELD DEPOT, CT,

06250

43 CHATHAM DRIVE, STORRS, CT, 06268

View Al Principals(5) |

41 HIGH STREET, WILLIMANTIC, CT, 06226

29 WINDHAM CENTER ROAD, WINDHAM, CT, 06280

—-8—

g View Filing History i } View Name History L_l__\_/ir_a_lw

Shares }

http://www.concord-sots.ct.gov/CONCORD/PublicInquiry 7eid=9744&businessID=0138850  4/1/2015




LAILBLUMCIUEAL INCWAEULLER, 141 Y L -y = me -

Business inguiry & vome & HELP
Business Search Criteria

ﬁgﬂgf’ss MANSFIELD NONPROFIT HOUSING DEVELOPMENT CORPORATION

Total Number of Matches: 1 Page: 1 of1
Business Search Results
# Business Name Business ID Status Business Address
MANSFIELD NONPROFIT
! DRV SBMENT 0138850 Active oT Oepes OND: STORRS
CORPORATION THE

Bl EEY

Qe
http:/fwww.concord-sots.ct.gov/CONCORD/PublicInguiry 4/1/2015



TOWN OF MANSFIELD
FINANCE COMMITTEE MEETING
MINUTES OF JUNE 10, 2015

Members Present: Ryan (Chair), Shapiro, Raymond 7
Other Council Members Present: Paterson, Kegler, Moran, Wassmundt, Kotchenburger -
Staff Present: Haft, 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 Financial Control§:Review he Commlttee reviewed Version 2.0
of the Finance Department Policigs. and Procedurés: Mahual, dated April’ 2015." The in- depth,
page by page review included addressmg all comiénts, questions and concerns submitied 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 distriblited copies of the mileagé reimbursement form, Professional Travel
Policy, Cell Phone Use Policy, and the Vehicle Use Policy, Also reviewed was the training plan,
follow-up testing by BlumShapiro, and including a fraud policy and whistieblower 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 iteins —

Fraud Risk Assessment

Implementation of Whistler Biower policy and Fraud Tip Line

Level at which we propose bonding

Continue review of the Fiscal Management Policies (Fund Balance complete, need to do
Investment, Debt, etc)

Discussien with Mansfield Discovery Depot regarding a preschool subsidy

Parameters for building permit fee reductions

3448

4 8

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

Respectfully Submitted,
Cherie Trahan, Director of Finance

.._10.__




Cherie Trahan

From: Matthew W Hart

Sent: Friday, May 29, 2015 8:56 AM

To: ' Cherie Trahan; Maria E. Capriola

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

FYI

Matt Hart

Town Manager
Town of Mansfield
860-429-3336

All E-inils are for official Town business only and privacy sfould not be assumed. F-maily are public documeits uiifess subject
matter is protecied by State or Federaf Laws. -

ﬁ Please consider the environment before printing this email.

From: Virginia Raymond [mailto:v.raymond@outiook.com]
Seni: Thursday, May 28, 2015 7:32 PM

To: Matthew W. Hart; Town Council

Cc: Jeff Ziplow' : ‘
Subject: Town of Mansfield Controls, Policies and Procedures

Not sure this went out as | 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. | state preliminary as | 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, | have issued them today. Note that. | 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 Finance 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.

.....11....



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? 1 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.ii.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
(Region19, BOE, Discovery Depot, etc.)?

Page 24. H.6. First paragraph. Checking on an annual basis to compare thé 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 of p-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™). '

—-12—-




Page 27. 1.1.d. The Finance Director should be required to review and sign-off on the check
registers.

Page 29 J.1.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.1. comports with Blum Shapiro’s
recommendation that the Town revise the current 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 of EZLabor) 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, Bium 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 1.1.d.), the Finance Director should be required to review
and sign-off on the payroll check register.

Page 39, P.1. 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,

s 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 cornmute 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 100 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 expenses, 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 service 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, funch, 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.1. 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 of 36 and page 5 of 36 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 mu.st
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. . . “. Idon’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, Weliness benefits, etc. Is there a separate
HR 'manual 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: bonbili@charter.net

ent: Thursday, May 14, 2015 10:04 AM
‘o ‘ Cherie Trahan

swubject: Questions on Ziplow report

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

|. Page 6, Section Al: 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?
5. Page 9, Section C4, #1 & 2: Same comment as #1 above.
i. Page 14, Budgeting: Omits mention of a possible referendum. Should 1t be added?
Do we need procedures for Eastern Highlands, Discovery Depot, and other agencies?
3. Page 25 - P-cards: How many are outstanding now?
5. Page 36: Why differences in capitalization levels by entity?
"may have more later.

3est,

31ll
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Town of Mansfield/Mansfield Board of Education/Regional School Distriet 19
Employee Reimbursement Form

£mployee Mame:
Employee #: Department:
From:
To:
Expanse Period

Complete below fields:for- m:leage reimbursemen?s fmiy:—;

) REIMBURSEMENT FROM - - L TDEsT NATION ACCOUNT #(Fu

TURE/BURPDSE .~

DATE" . .. DESCRIPTION . . - *

TOTAL REIMBURSEMENT $0.00

Itemized Expenses

Employee Signature

Depalrtment Head/HR Administrator Signature
Superpntendent Signature

{if aqpi—icab%e}

Date

Date

Date

Please Note:
This form should be completed in ils entirety. {f any information is 168 Diank or supporting documentation is nol complete, the reimbursement will not b2 processed untit 41 appropriate information has been received,

Al reirnbursements should be processed monthly at a minimum..{This does not apply 1o Dependent Care, Uninsured Medical or Tulion Reimbursements)
Uninsued Medicat/Dependent Care Reimbursements/Tuition Reimbursemant - Subm#t this form with all supporting decumentation o your appropriate HR Administrator for processing and approval. Department head

signalure is not required.
Supplies/TraveliMeals - Attach all supporing originai receipts fncluding the lravel authorization form, if appropriate) to the reimbursement, have your depadment head sign off for approval and submil o Finance for
processing.

Kileage Reimbursement Instructions:
FromvC estination - List both the name and address of the siating point and deslination. The staring place should be the place in which the mileage reimbursement stars. For example, if you are leaving your house

for a meeling bul can ony be reimbursed from your central office location please input the central office location as your starting point.

MTG Mature/Purpose - Provide a clear and concise detall of why you are aliending the meeting. Please do not put generic lerms such s "Conference/Workshop.” The more information that can be verified the betler.
Miles - We have created a "Standard Mileage Chant” which can be found on the Town's Intranst™M" drve {Region). This charl provides standard mileage for frequently traveled sites. Please check this charlto see &
your travel Is documented here. If so, please Inpul the standard mileage based on this chart. No other mileage value will be accepled if the travel site is listed within this chart. if your leavel site is not isted within the

Standard Mileage Chart please submit documentation of mileage for your ravel. (e, Mapgues!, Google Maps)

All mileage reimbursements should be subrwiiled to Finance for processing.
All approval signatures need to be hand written signatures. Stamped signatures will not be accepted for reimbursement.



TOWN OF MANSFIELD

POLICY MEMORANDUM
To: All Town Employees
From: Matthew W. Hart, Town Manager %,A/ / M
Date: August 1, 2014 Revised); May 9, 1995 (Revised); July 31, 1992 (Original)
Subject: Professional Travel Policy

L

IL

538

Purpose

This policy shall govern all travel expenses incutred by employees who attend approved off-site
professional development programs such as conferences, sermmars, wotkshops, training, and
certification programs.

The Town requires that all travel expenditures and related accountings must meet the Internal
Revenue Segvice fequirements of “osdinary, 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.
Relmbursements for actual and flecessary expenses made to staff shall be consistent with the
provisions of this Travel Policy. '

Effective Date
This policy shall be effective imtnediately and shall temain in effect untid revised ot rescinded.

Approval Process

A, Overnight Travel. All employees interested in attending a professional development
program that requires overnight travel must seek 2uthorization from their supervisor,
depattment ditector, and Assistant Town Manager, in that order. Employees must use the
Professional Travel Request Form (attached and located on the employee intranet). No
cominitments for registration, travel, lodging, etc, shall be made until the travel authorization
has been approved by the Assistant Town Manager. When costs are Incurred for the travel
the authomzation form should be submitted to accounts payable in Tinance with the
payment voucher or PO back-up. When costs ate pot incurred for travel, the authorization
form should be mawntzined by the supervisor or department head as part of an employee’s
training recozd. e e : : :

B. Same Day Travel. All employees interested in attending a professional development
program that requires sarne day travel must seek authorization from their supervisor and
department director In that order. In the depattment dizector’s absence, an assistant
department divector Is authorized to approve same day travel sequests. Employees must use
the Professional Travel Request Form (attached and located on the employee intranet). No
commitments for registration or travel shall be made untdl the travel authorization has been
approved by the deparument director ot assistant department director in the departiment
director’s absence. When costs are incurted for the travel, the authorization form should be
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submitted to accounts payable in Finarice with the payment voucher or PO back-up. When
costs ate not incutred for travel, the authorization form should be maintained by the
supervisor or departiment bead as part of an employee’s training record.

IV. Types of Ttavel Bxpenses

Permissible fravel costs may include registration fees, ttansportation (airfare, train fares, public
transit fates, patking fees, tolls, taxi fares, rental car fees, mileage), lodging, meals and gratuities,
and other reasonable Incidentals. xpenses that are characterized as personal in nature are not
eligible for reximbursernent or payment by the Town.

A.

Registration Fees. Registration fees associated with aftending approved professional
developtnent programs are permissible. Registration fees that are inclusive of meals and
course materials are acceptable.

. Transportation. Permissible transportation expenses include airfare, train fares, public

transit fares, parking fees, tolls, taxi fares, rental car fees, and mileage for travel associated
with attendance to apptoved professional development programs. The most economical
mode of transit and direct and practical route should be selected. - For same day twavel, a
vehicle from the Town's fleet must be reserved and utilized for travel unless public transit or
train travel is a reasonable option. If no Town vehicle is available, employees may submit
for mileage reunbursement pursuant to the Town's Mileage Reimbursement Policy.
Lodging. For professional development programs requiring an overnight stay, lodging
accommodations in reasonable and economucally priced rooms s pefmissible. Employees
should inquire about government and/or confetence rates at the time of mmaking
reservations. Miscellaneous personal expenses associated with Jodgiog such as room service,
fees associated with re-stocking In-room refrigerators, and fees asscciated with access to
fitness facilities ate not pesmissible for reimbursement 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 with them to the hotel, or provide the certificate to the
hotel in advance of the stay. The tax-ezempt certficate can be obtained by contacting the
Accounting Division of Finance.

. Meals. For trips requiring ovetnight stays, breakfast, lunch and dinner meals, including tips,

are permissible. Alcohol purchases or meals for non-Town employees are not pesmissible

~for reimbursement or payment by the Town., Normally, for same day travel, if meals are not

included in the registration fee, meals are not considered a permissible expense.

Incidentals. Incidentals deemed to be reasonable and legitimate to the business travel may
be considered permissible by the employee’s department director or Assistant Town
Manager, whichever is applicable. One such example is 2 wi-f fee should an employee need
to connect remotely into work and a business center is not available at the eroployee’s hotel.
Personal Expenses. Travel expenses deemed to be personal in pature will not be
reimbursable of subject to payment by the Town. While not an all-inclusive list, examples of
personal expenses include: entertainment; athletic events; books/periodi;gls for personal
reading; fitness facility fees; damnage to luggage; fines; room service; alcohol; travel costs for
non-Town employees. '

Payment for Travel Bxpenses and Reimbursement Process.

All requests for paymeént and reimburserment will be considered within the context of anthozized
budgets for wavel, conference fees, mileage retmbursement, and professional woprovement
Employees shall obtain itemized receipts for all travel expenses cligible for payment or
teimbursement, exclusive of mileage reimbursement.

A

Payment for Travel Expenses. When possible, eligble travel expenses associated with
approved professional development programs should be paid with a2 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 vendos/business tequites proof of the Town’s tax-exempt
status, the tax-exempt D pumber is provided on Town putchasing cards. Tax-exempt
cextificates may be obtained by contacting the Accounting Division of Finance.

B. Expenses Requiring Reimbursement. When an employee pays for penmissible travel
expenses with their personal funds, they will be eligible for reimbutsement pending approval
of their department director or Assistant Town Manager, whichever is applicable. Itemized
teceipts must be submitted to the department director or Assistant Town Manager,
whichever is applicable, fot 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 subrmitted within ten working days after the day the employee
returns to wosk 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 returns to work from the

authorized travel, he/she must submit the receipts for the expenses and seturn any unused
cash. ‘

V1. Business Leave Payroll Coding
A. Full Travel Days. Employees should code their timesheet for their nozmal number of
scheduled hours during the travel. For example, ap employee who works at Town Hall is
scheduled for two full days of travel from Monday-Tuesday. He/she should recotd 7.25
hours of business leave on their timesheet for both Monday and Tuesday. If ttavel ttime and
the seminar/workshop/training hours exceed an employee’s segularly scheduled hovss for
the day, he/she may opt to tecord the excess titme as time worked.

Documentation may be requested by a supervisor, depastment ditector, assistant department’

wector, or the Town Manager’s Office to verify travel -times; examples may include
providing documentation from web based sources such as Google Maps or Mapguest to
authenticate both the length and duration of the trip.

B. Partial Travel Days. When a seminat/workshop/training session is not a full scheduled
wosk day, employees should document the business leave only for the actual hours of the
seminar/workshop/ training session {excluding meal breaks) and travel tme. For example, an
ernployee who works at Town Hall is scheduled to attend 2 training session from 9am-noon
on a Monday. Travel time 15 one hout each way. In this instance, it would be appropriate
for the employee to recotd 5 hours of business leave, with the expectation that the employee
would retutn to work and complete the rest of their scheduled shift (2.25 hours).

Documentation may be requested by a supervisor, department director, assistant departinent
director, or the Town Manager’s Office to veufy travel times; examples tay include
providing documentation from web based sources such as Goggle Maps or Mapguest to
authenticate both the length and duration of the trip.

VIL Exceptions

Exceptions to these travel and expense guidelines may only be authorized by the Town Managex
when the drcumstances warrant. Any such exception to these travel and expense guidelines
should be documented.
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TOWN OF MANSFIELD
PROFESSIONAL TRAVEL REQUEST

Employee Name:

Date of Request:

Location of Event:

Date of Travel:

Name of Event:

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

Estimated Expenses:
Registration Fees $_
Transportation Fees

Other Fees $

Lodging Fees
Meals

TOTAL FRES

Employee Signature Daze
Ay 7(/56’?”.!12:.5"6??’ Stonature Draze
Dc;;)cm.‘;mrzt Director Signature Date
Assistant Tows Manager Signature Date

(Only required for overnight travel)
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TOWN OF MANSFIELD

POLICY MEMORANDUM
To: All Town Employees and Volunteers
From: Matthew W. Hart, Town Manager
Date: Aprl 1, 2015 (Revised); September 24, 2009 (Revised); November 1, 2005 {Original)
Subject: Cell Phone Use Policy

1. Puspose

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 ensute responsible use of Town resources and
to rinimize the risk of misuse of Town funds, equipment, and time.

- IL Effective Date
This policy shall be effective immediately and shall remain in effect vatil revised or rescinded.

111, 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
accessoties provided to staff members are the property of the Town of Mansfield and should be
cared for propedy. 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 wotk 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
conchusion of their regularly scheduled shifts.

Examples of instances in which a person may be issued a Town issued cell phone are as follows:
Department Head or Assistant Departtnent 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 field; 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 in the above named examples will be issued a Town celi phone.
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The Town will audit and review the listing of assigned Town issued cell phones on a minirmum of an
apnual 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 sexrvice provided to residents; change in service ptovicied
by the employee’s department; change in available technology to perform the employee’s job
functions; ot violations of this poliey.

A. Requesting a Town Issued Cell Phone

Requests for cell phones that are new lines should be submitted through the budgeting process
in Januvary of each fiscal year by Depastment Heads. Department Heads will need to complete
and submit 2 service improvement request form to the Town Manager’s Office and Emergency
Management Office. The form should include information such as the gype of cell service being
requested (phone only; phone/text; phone/text/data), the reason why the level of service is
being requested, the funding source, ete. 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 his/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 exarmple,
due to a newly created position or change in assignment or work duties for a position, the
Department Head should follow the process ouvtlined above in Section IVA of this policy.

B. Requesting a Change in Setvice for a Town Issued Cell Phone

Due to changes in technology ot work assignments, it is understood that from time-to-tirne 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/dara.  Department heads requesting a change in service for theixr subordmate
ermnployee(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 cell 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 Jays
with the Town Manager or his/her designee.

C. Personal Use of Town Issued Cell Phones

The use of a2 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 norminal,
infrequent, and limited to personal emergencies.
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V.

i. Personal Use Exceptions.

For those staff members whose duties require them to be regularly accessible after norrnal
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 authonzed 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 payroli
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. [f 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.

Prohibited Conduct

A. Personal Use

Staff members without authorization for personal use privileges are prohibited from such vse as
outlined in Section IVC of this policy. Staff members without authordzation for personal use
privileges must leave their Town lssued 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 duting 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 dixect
cost is incurred by the Town. If an employee with pessonal use privileges wishes to download an
app or setvice 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 of the 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, Instagram 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 housrs 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 2 Town or personal
vehicle. All staff members must utilize an appropsiate 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 acceptinig a call. Staff membets who
are charged with traffic violatons resulting from the use of a phone while driving will be solely
responsible for all babilities that result from such acdons.

E. Use of Cell Phones by Hourly (Non-Exempt) Employees During Off-Duty Hours,
Hourly (non-exempt) employees requized 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, hourdly (non-exempt) employees are not authorized to perform routine work
assignments with their phone during off-duty hours unless such authorization has been granted
in advance by the employee’s department head or the Town Manager or his/her designee on the
prescribed compensatory/overtime authorization form.

VI.  Damaged, Malfunctioning, Stolen or Lost Phones or Accessories

[f a staff member’s cell phone becomes damaged, malfunctioning, stolen or lost, please complete
and submnit the “Support Ticket” found on the Town of Mansfield intranet site. Misplaced or stolen
cell phones should be immediately reported so that a “hold” can be placed on service preventing
possible fravdulent use by a locating party. Any questions related to maintenance, repair,
replacement, or to report a lost cell phone should be directed to adminiserative staff in the
Emergency Management Office at (860) 429-3328.

1£it is detexmined that the employee is at fault for a damaged, malfunctioning, ot 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 eplacement 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 viclations of this
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

1. Appendix A - Service Improvement Request Form
2. Appendix B - Cell Phone Personal Use Agreement Form
3. Appendix C — Equipment Request/ Assignment Form

Approved By:

7/ e

Matthew W, Hart
Town Manpager
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Lall Phone Use Policy teffective 04/01/20151

Appendix &
Service improvement/Resource Request - FY 2015/16

1. Department: -

2. Prepared by:

3. Date:

4. Description:

5. Location:

6. Staffing Request (Hours):
Enter FTE below:

Benefits - Enter 1 below for
Benefits; Enter 2 below if No
Benefits; Enter 3 Below if
Prorated Benefits

P

N TR ‘A““‘:- ;

7. Status

8. Justification/Punding Sources:

Additional support needed for x,v,z programs. Potentisl revenue offsetin fee for services...........

{Attach additional pages if needed)

9. Requested Staffing:
Total Estimated Hours
Estimated Hourly Rate

&. Starting Salary
1. Grade/Step

b. Benefits:

1. Social Security
. Social Security Al
. Medicare
MERS
. Medical Insurance
. Life Insurance

~on W bW AR

. Disability insurance
e. Equipment/Furniture

f. Other:

Current

Praposed

Additional Costs

Totat Staffing Request

10. Non-staffing Request:
Initial Purchase Cost

a. Annual Maint/Support

b. In-house maintenance costs
¢. Replacernent Parts, etc

d. Qther {describe}:

Ongoing Operating or Maintenance Costs:

Proposed

Total Non-Staffing Request

Total Request

—2 [




Cell Phone Use Policy faffective 04/01/2015)
Appendix A {page 2)

© Formula - DG NOT input

Service Improvement/Resource Request - FY 2015/16
Instructions

When making your request, please consider and include in your justification:
What is the probien"i or apporiunity 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).
15 there an opportunity to recover any of the cosis? Please explain.
If this request is not funded, will it impact the depariment’s current service levels 7?7
What will happen if the request is not funded?
If applicable, has this request been discussed with Public Works? Human Resources? IT? Others?

Line em 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 if necessary,

Box 9 - Provide all salary costs related to this request. Please see Alicia Ducharme, Cherie Trahan or
Maria Caprioka for assistance with Insurance Estimates

Box 10 - Provide all non-staffing request costs - both initial purchase costs and any ongeing operating and
maintenance costs. '

o ] e
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Appendiz B

TOWN OF MANSFIELD
CeLL PHONE PERSONAL USE AGREEMENT FORM

Imployee Name:

v" Tam required by the Town Manager’s Office £l Phone Only
to carry my phone during off duty hours and i1 Phone/Text
have therefore been authorized personal use *2¢ Phone/Text/Data
privileges of my Town issued cell phone.

TMO staff initials

Y

Option A: I hereby 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 T am
found to be in viclation of the Town’s celi 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.

Option B: I hereby accept to utilize my personal use privileges of my Town issued cell phone. 1
understand that if [ am found to be in violation of the Town’s cell phone policy that T will be
subject to disciplinary action up to and including termination and/or may have my cell
phone rescinded. 1 understand that the below charges will be updated periodically by the
Town as needed pursuant to Section IVC() of the Cell Phone Use Policy.

m Phone Only - $6 bi-weekly charge
iid  Phone/Text - $8.77 bi-weekly charge
L,E Phone/Text/Data - $10.62 bi-weekly charge

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

['understand that if I am a volunteer firefighter, my payment will be deducted fzom 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 will be billed by the Town,

Employee Signature Date
Department Director Signature Date
Toun Manager or Assistant Town Manager Signature ' Dare

P B




TTFIRST NANE " INICRNAME (F USED) ., ™

t_c")'cmic")'N‘(Cheék'Appéép'reézé'Box):
0 TOWN O REGION19 [J1BOE [ EMHHD [ POLCE [ FIRE & EMERGENCY SERVICES

DEPARTMENT: SCHOOL:
POSITION: EQUIPMENT REQUESTED 8Y: REQUEST RECEIVED BY:
AUTHORIZED BY: DATE ASSIGNED:

PLEASE CHECK EQUIPMENT ISSUED:

(,ONTACT INFORMATION:

.Ce[l Phone: #

O

A!phc: Peger #
0 Holster clip combo or tough case [J Holster Clip
 AC Adapter/Charger/USB Cable ' 3 AC Adapter/ Charger
3 Travel Charger
1 Portobie Rodio: # O Tone&Voice Pager: #
7 AC Adopter/Charger/Antenna O Holster clip wnd/or canvas case
3 Microphone and radio heltclip 1 AC Adapter/Charger/Antenna
9 Battery and @ spare {1 Bottery and @ spare
00 Carrying case, shoulder strap and stabilizer
{SSUED BY- DATE REGENVED: - T [RECEIVED BY:
CONTACT INFDRMATFON
SRR ; sk Fad i
0 Keys - O Porkmg Tc:gs #
0 Outside Door Key # Vehicle Information:
0  Office Keys # Make /Model:
0 Master Key® Color: Year:
(*Assigned by Town Manager) License #H-:
Contact #:

ISSUED BY: DATE RECEIVED: RECEIVED BY:

(,DNTACT }NFORMA FIGN

31(@5{5 ]
0 iPed/laptop/tablet: #
1 AC Adapter/Charger
0
|

0o
Tough case 0 with data #
Carrying case

ISSUED BY: DATE RECEIVED: e . T IRECEIVED BY:

RSN

EQUIPMENT RETURN:

DATE'EQUIPMENT RECEIVED; RECEWED BY: SIGNATURE:
HAVE ALL ITEMS BEEN RETURNED? YES NO MISSING ITEMS:
.EW%&M&&MMUERS

{rev: eb-

~9Q~



TOWN OF MANSFIELD

POLICY MEMORANDUM
To: All Town Employees & V. csiunteers' .
From: Matthew W. Hazt, Town Manager %/JLJM
Date: Revised) October 21, 2011, Revised) December 15, 1995, (Original) Apnl 26, 1984
Subject: Vehicle Use Policy

I Putpose

This policy establishes procedutes regaxdmg the use of Town vehicles, assignment of Town vehicles,
and use of personal vehicles for business use.

jis Applicability

This policy applies to all employees and volunteess (collectively refesred to as “employees”) who
operate and/or travel in a Town owned vehicle for Town business, tegardless of the wotking hours
and whether the work hours are paid, on call, or volunteer.

Depattments, such as but not limited to Public Works, Fite and Emergency Setvices, and Horman
Services, may have additional operating policies and procedures regarding vehicle use. Eroployees
coveted by departmental vehicle use policies are subject to this Town-wide policy as well as the
departrnental policies. In the event that a section(s) of the policies conflict with one another, the
depastimental policy section(s) shall supersede the applicable section{s) of the Town-wide policy.
Departimental vehicle use policies should be reviewed and endorsed by the Town Manager’s Office
priof to issuance.

Fxemptions to this policy apply to the Town Managet, putsuant to his/het employment agreement.

III.  Effective Date
This policy shall be effective immediately and shall remain in effect unul revised of tescinded.

IV.  Statement of Policy ‘

Only Town of Mansfield employees on bona fde 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 teasonable considesation for use
for meals, rest stops, and other teasonable stops while in the course of performng business on
behalf of the Town. For individuals assigned to vehicles for ovemight use, stopping between work -
and home to perform brief minor personal business may be acceptable, but any such use should be
the exception rather than the tule, and oaly if the stop 1s ditectly in route from work to the

1




employee’s residence. Whenevet a Town owned vehicle is available for business use, employees are
strongly encouraged to use said vehicle from the Town’s fleet.

V.

VI

Prohibited Conduct

A.  Personal Use of Town-Owned Vehicles. Town owned vehicles shall not be used
for the convenience of the employee with regard to transportation needs or other non-
business activities except as cutined in this policy, as determined by the Town Manager, or

when an employee has been authotrized 1o have an on call vehicle as defined in Section VII
of this policy.

B.  Alcoholic Beverages and Illegal Substances. Alcoholic bevetages oz any illegal
drugs are not pegnitted in Town vehicles at any time. Public safety personnel may transpott
alcoholic heverages or dmigs that have been lawfully confiscated in accordance with
departmental policies and operating procedures.

C.  Weapons, Weapons ate not pexmitted in any Town owned vehicle unless the weapon
15 issued by the Town to public safety and/or code enforcement personnel in accordance
with, their worl duties and standard departmental operating procedures. “Weapon™ means
any firearm, including a BB gun, whether loaded or unloaded, any knife (excluding a small
pen ot pocket knife with a blade less than four inches long), inclading a switchblade ox 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 Employces. Employees shall not transport individuals
whom are not employees of the Town in any Town owned vehicle unless the individual
being fransported is participating in bona fide Town business. Examples of non-
employees permitted to be transported in Town owned vehicles include but are not
limifed to: consultants working with the Town; intergovernmental representatives
working with the Town; participants in Town sponsored programns such as the senior
services volunteer transportation program; board and advisory comuitiee 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 parficipating in bona fide
‘Town business.

F. Fueling Personal Vehicles. Under no circurnstances should an ernployee fuel their
own prvate vehicle at the municipal pumps (located at the Town garage), even if the car is
being used for municipal purposes.

Responsibilities of Employees
A.  Maintenance of Town Vehicles. The interiors of the vebicles should be kept as

clean as possible. Trash should be removed from Town vehicles after employees have
finished using them. Employees should report any mechanical problems that they become

....31....
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awate of to Public Works at 860-429-3676 and bting the vehicle in for preventive
maintenance (PM) checks as requited. Doots should be locked, windows closed, and the gas
tank filled at municipal pumps when vehicles are returned. While opetating 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 be reported immediately to

the employee’s supervisor. Payment of traffic and parking violations is the responsibility of
the vehicle opetator.

C.  Reporting Accidents. All accidents imvolving a Town wehicle or mototized
equipment must be immediately teposted to the appropuiate police agency, the vehicle
operator’s supervisor, and to the Town Manager’s Office. All accidents shall be reported
regardless of the value or level of damage incurted and whether or not the driver of the
Town owned vehicle of motorized equipment is at fault in the accident. Town Manager’s
Office staff, or thelr designee, shall be responsible for reporting accidents to the Town's
Insurance cartier when applicable. :

D. Reporting Revocation or Suspension of Driver’s License. Should an employee
lose or have their diiver’s license suspended, it must be immediately reported to the
employee’s supervisos. If a driver’s license is required for the petformance of an employee’s
essential job functions, the employee is subject to discipline wp to and mcluding termination
from Town employment.

Assignment of Town Owned Vehicles

A, On Call Assigned Vehicles. On call assigned vehicles are defined as Town owned
vehicles designated for the use of an individual employee in the nortnal petformance of
his/het duties including the commute from home to work and vice versa. These vehicles
should be utilized on the following basis: commuting to and from wotk; trips for meals

during working hours; evening meetings; emetgency calls; and out-of town travel while on
bona fide Town business.

Einployees with on call assigned vehicles are: Director of Building and Housing Inspection;
Director of Public Works; Superintendent of Public Works; Faciliies Management Director;
Fire Chief, Deputy Fire Chief/Fite Marshal/Emergency Management Ditector; and Town
Manager. In his/her sole discretion, the Town Manager may revoke an employee’s ability to
have an on call assigned vehicle.

B. Assigﬁed Vehicles. Assigned vehicles ate defined as Town owned vehicles designated
for the use of an individual employee in the notmal performance of bis/het duties but not

generally authotized for take-home use. Assigned vehicles should ordinarily be parked

overnight on Town property. When the destination of a morning trip is in the ditection 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 tmay make sense to leave the car at home that night and retugn 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 closer to home than the office, it may make sense to leave the car home and
bring it back the next morning. If there is an evening appointment or meeting on 2 day you
have alteady driven your cat to and from the office, the second trip should be considered
work-related travel so using the Town car to go home and retutn to the evening business
appointment may be appropriate:

Employees with assigned vehicles may include but are not limited to: Code Enfotcement
personnel; BEngineering personnel; Human Seivices personnpel; Finance personnel. A
comprehensive list of assigned vehicles is maintained by the Public Works Department.

C. Unassigned Vehicles (Pool Cars). Unassigned vehicles are defined 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 Patks and
Recreation, Finance, and Human Sexvices. Pool cars will continue to be available on 2 first
come, first served “reservation” basis. Sign-out sheets should be completed as required.
These cars should not be taken home except in unusual citcumstances, e.g., 2 long-distance
trip or an evening meeting out of town when an assigned car 1s not available.

V. Use of Personal Vehicles for Town Business

For routine business travel, and subject to department head disctetion, employees should use a
Town owned vehicle (e.g. motor pool vehicle or othet vehicle from the Town fleet) when one 1s
available. In the event that 2 Town owned vehicle is unavailable, an employee may be eligible for
imileage 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
time.  For business travel to conferences and other overmight destinations, cmiployees are
encouraged to use their own personal vehicle, and to submit a claun for mileage reimbursement.

The Town’s insurance does not covet the use of personal vehicles while an employee(s) conducts
business on behalf of the Town. Employees driving their personally owned cars do so at their own
tisk. In other words, if an employee(s) is driving a personal vehicle while conducting Town

business, they aze not covered by the Town’s insurance if they get into an accident or ncur damage
to their vehicle.
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Town of Mansfield
Department of Finance

To: Finance Committee, Town of Mansfield
From: Cherie Trahan, Director of Finance
CcC: Matthew Hart, Town Manager

Date: July 29, 2015

Re: 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 mnot 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 respeet 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 theix
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 1 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, 2015 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 fimeline 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 76-4 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 wellness 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 pverall
heaith and weliness of employees
through weliness initiatives that target
risk factors and wellness issues that
influence health,

Empioyees who are interested in sup-
port, programming, or suppiemental
resources to maintain and/or improve
weilness are encouraged to take ad-
vantage of the various options offered
through 8e Well, for free or very low
cost, to support their efforts through-
cut the year.

Be Well programming and discounts
are availabie to all regular empioyees,
regardless of whether they choose to
enrclt in the Rewards program,

Find out more about Be Well at hitp://

www.ehhd. org/mansfieldbewell or call
Be Well at {860) 429-3325. You can

also email us at be_weli@ehhd.org

‘ME %}

Wheo ¢an join Be Well Rewards?

The Be Well Rewards program is availabie to a¥
benefits-eligibie employees of the Town of
Mansfigld, the Mansfield BOE, and Region 19
who are active during the calendar year of
2015, You do not reed to purchase your
employer-sponsored insurance plan to be able
to join Be Well Rewards (you simply need to be
efigible for it). You must enroll in the Rewards
Prograrm each year, o let us know you want to
play and start earning pointst

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
naver shared with employers, insurers, or

anyone else,

i’

ey e

Be Well programming and discounts
are available to all regular employees
regardless of participation in the Be
Well Rewards program. You do not
need {0 join Be Well Rewards to use
Be Well!

Find More information about Be Well Rewards at:

htip://www._ehhd.org/mansfieldbewell
Contact Be Well: Phone (860-429-3325), email
{be_well@ehhd.arg), or Fax (§60-429-3321)
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Have a Happy and Healthy
2015...Enroll In

& Wep,

f Eam Points b
4 $ Gat Money )
4 %, Be Well!

N

N

S

“Rewards” is one of many pragrams
offered by Be Well. This progrom
rewards you for prioritizing your

wellness and making
healthy choices!

Enroll By:
11/30/15*
Earn points Between:

01/01/2015 and 12/11/2015
Recelve Your Reward in:

February 2016

* participants must enrpll each year, to earn and play!




What Is Be Well Rewards?

Be Well Rewards uses a simple point system to
keep track of certain wellness goals, and giveé You
2 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 employse where they are at
in their weliness journey. Hare are the basics of the
Rewards Program;

¢ You must envoll in the program by 11/30/15
e You must reenroll each year

»  You may earn points throughout the year by
participating in the variety of action items in the
charl on the right

¢+ You must be an active, benefits eligible employ-
2¢ at the ime of payout in February 2016, Hare
is the rewards payment scale:

FORATOTAL RECEIVE®*:

OF:

8 points = £100 wellness payment
9points = 5150 wellness payment
i0points = 5200 wellness payment

=*Total paymenl net to axceed $200. Subject to applicable
taxes, untess you efect 3 tax-free deposit into your Flexibie
Bpending Account (FEA) to cover uninsured medical ex-
panses.

thy Choices, and Supporting your Efforts to Be Well

Be Well Rewards 2015

k

Payout Scale: 8 pts=$100, 9 pts=%$150, 10 pts=3%$200
POINTS ACTION ITEM DOCUMENTATION
(please submit as you V/
complete)
k3 Health Risk Assessment {HRA} Free to employees, completely | Be Weil retains a record of
confidential, anonymous (Required for participation in Re- compietion, autematically
wards program} generated upon online
completion
1 Be Well Behavior & Interest survey (Free & anonymous; issued | Be Well retaing record of
in November each year) completion
i Wel -
1 MCC Be Well agreement (Full time employees receive a $15/ Sign Be Well M{?C Agree
. - ment and submit to MCC
month discount; 10 visits per month usage minimus to re- : e
celve your point) stafl when you join the
your MCcC
General .
Annuat physical® Flt Shot
Health s
Screen- :
Body Mass Index {BMI} < 30 .
ings and or \;0 pound wei(ght I}oss in Annual reporting of Healthy Verification form compleg-
+ 2 -
Exams past 6 months Blood Pressure ed by HCP? to confirm nor
mal range
Worth 1
Point Annuai reporting of Healthy Annuel reporting of Healthy
Each Cholesterol Ratio Blood Glucose levels ¥ Spouse or child must be
A o on a Town of Mansfield,
nnual Well Care Visit of fot Smokiﬂg (nf)n-smoker or Mansfieid BOE, or Region
Spouse or Chiig ** smoking cessation} 19 health insurance plan
2 Routine DRental Exams Per
Year (must have 2 examns to | 1 Routine Vision Exam Per Year
receive 1 point}
i
Be Well | Cther Be Well Activities as Maintain, Don't Gain!  (falf
Actlvities | Announced ! Be Well collects and retains
progran)} )
S ———— participation records for all
«A-Day Walkin ai- i
w:r'thtl fenge [ w.v‘;’ter o gram) Health Fair Attendance on endance, pamcioath
E‘:c"; 2 progi Thursgay October 26%, 2015 attendance, participation,

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

Be Weli Coaching session

or completion of the activi-
by satisfles documentation.

'0b/Gyn annual éxam counts

HCP = Yealth Care Provider
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4 South Eaglem‘lie Road
Mansfield, CT 06268

U¥Xils i) Wellness Program

i Eastern Highlands Heafth Distiict

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

Program Discount and Compliance Agreement

1 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. | will address and work to improve my personal health risks that 1 am
aware of or that are brought to my attention through the Health Risk Assessment
{“HRA”) tool.

t 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. | understand that in order to participate i must be a
benefits-eligible employee of the Town of Mansfield, Mansfield Board of Education,
Region 19, Eastern Highlands Health District, or Mansfield Downtown Partnership.

. twill complete the HRA tool, available through the Be Well program, within one month of

this agreement OR within 12 months of the last time | took the MRA tool, and understand
that the HRA is an annual requirement. The HRA can be found on the Be Well website,
www.ehhd.org/bewell.

| 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. mansfieldct.gov/mcc.

. lunderstand that my attendance will be monitored. | understand that a member of the

Be Well team may notify me if | haven’t met my 10 visits for the previous month. After
my first instance of non-compliance, | will have the next month to meet my visit
requirements and maintain my fitness benefit.

{TURN PAGE]
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4 South Eagleville Road
Mangfield, CT 06268

I} Wellness Program

™ Entent Hightsnds {1calth Bistilet

6. If | 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. lunderstand that | 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. lunderstand that if my benefit is revoked due to non-compliance, 1 am not eligible to re-
enroll in the Be Well discount program for 12 months.

9. lunderstand that if requirements of the program change it is my responsibility to comply
with the changes in order to keep my fitness benefits. | also understand that twill 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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Account # 1007000405

Account Type MUN[CIPAL CHECK%NG - 301

Account Title: Town of Mansfield : MUN
Cheryl A Trahan SiG
Amy N Meriwether SIG

Business Owner and Authorized Signer Information: The owner of the business account, whose TiN is certified below is an owner, managing member, general pariner, authorized officer or principal of the
business and an authorized signer on the account pursuant to the legal docurnents submitted to People’s United Bank. By designaling a person as & signer below, owner(s)s represents and warranis to
People’s United Bank the person has the authorify to act on behalf of the business with respect to the account.

By signing this signature card liwe agree thaf l/we have received a copy of the Business Deposit Acocount Contract, Business Schedule of Deposit Account Charges and Business Account Schedule of Inferest
anc’ agree fo the terms and conditions contained therein as they may be modified fram time fo time. ifwe and will agree to waive our right to a trial by jury in any legal action, procesding or counterclaims arising
out of or in connection witl the account. By sejecting the M3/ATM checkbox below, you authorize People’s United to order an ATM Card and/or MasterMoney Debit Card on your behalf for this account.

Signature 7 T ez s o M$/ATM  Signatured4 L M$ /ATM
S i .
Signature 2 é} gwﬁ? 4 Mﬁi_ 3 CMgATM  Signature 5 M$ JATM
i é ™ . i . : - .
Signature 3 a\nm N \ ‘1 Lt j . Mmi/aTM  Signature 6 o MS JATM
i
Name 1. Town o@anéﬂeld Name 4: .
i N -
Relationship: Municipality Relaticnship TIN:
Addrass: DCB:
4 S Eagleville Rd TIN {Certification Required): 66-8002032
] Storrs Mansfield CT 062682574 DOB:
me 2: Chery! A Trahan Neme &:
Fiiationship: Signer TiN: Relationshin TIN:
Address: DOE: S Address: Dog:
Name 3. Amy N Meriwether : Name &:
Reiationship: Stgner v Relationship TIN:
Address; DCB: Address: DOB:
)
- Town of Mansfield CERTIFICATION OF TAXPAYER IDENTIFICATION NUMBER
Cheryl A Trahan As & duly authorized representative of the busineSs identified above and speaiing on behalf of the business, [ certify, under
Amv N Meriwether penaliies of peifury that (1} the number shown on this form is my correct taxpayer identification number and (2){a) | sm not
Account Mailing Address: b4 subject to backup withholding for the reason checked below, or (b) i have not been notiffed by the Infemal Revenue-
Service(lRS) that | am subject to backup withholding as a result of a faifure fo report aif interest or dividends, or {c} the IRS
48 Eaglevil[e Rd has notified me that | am no jonger subject to backup withholding, and (3} 1am a U 8. person (including & U.S. resident
afien). You must cross ouf ifem 2 above if you have been notified by the IRS that you are currently subject to backup
Storrs Mansfield €T 062682574 withholding because you have falled to report allinterest and dividends on your tax retum.
The following exception condition exists on this account: | am exempt from backup withholding because [ am an: (Check one if applicable):
D Exempf Payes Non-Resident Alien
Management Approval: (Form W-8 is required) (Form W-8 is required)
3 1’ .; . et =
CHEX systems called by: /&20 f&& y_‘ ' L &
4 ¥ < TM A7 GeA.} Signature : ( ,,f, oo A ,:;_f o Date:
Opened Employee Branch Last Updated (}8{22!201@5 Empioyee 12853 Branch 9000100
£s2 {Title Change)
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I WITNESS WHEREOF, Ywe have signed these Certified Resolutions on the day of . 20

SIGNING INSTRUCTIONS

A Business Owned by Only One Person:  the Depositor is owned by only one person, this document must be signed by the owner. In lhe case of
a corporation that is owned by only one shareholder, 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.
business owned jointly by a husband and wife.

& Limited Liability Company: If the Depositor is a limited liabilily comp'a.ny with more than one member, this document must be signed by each of the

members of the Depositor. If the Bepositor is operated by one or more manager{s), this document may be signed by sach of the managers rather
than the member{s). ' -

-

This includes a

Limited Liability Partnership: If the Depositor is a limited Ii'ability parinership with more than one pariner, this document must be signed by each of

the partners 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 partner(s).

&  Corporation Owned by More then Qne Sharehoider: thé Depositor is a corporation that is owned by more than one sharehclder, 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
additionat person must also sign this document,

&  Corporation Owned by One Shareholder. If the Depositor is a corporation thal is owned by one shareholder, this docurnent 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. If one of the persons signing this docurment is aiso an Authorized Signer (listed above), at least one additional person
must zise sign this document.

IF ANY PERSON SIGNS THIS DOCUMENT OUTSIDE OF THE PRESENCE OF A PEOPLE'S UNITED BANK REPRESENTATIVE,
THAT PERSON S SIGNATURE MUST BE NOTARIZED, '

& i Lo Notary Acknowledgement
»/ ";‘ [ . ’/ f« h '__, . (Notary is needed only if form is not signed before a People’s United employee}
Szgnature ‘,.q"" ‘ Statg.of {_prne (,_)L.‘ et ) _f _
(}npfu\ . Trabhon i . )ss. Mffcwﬁ;w)r]
Printed Name B County of / & ’ ]m d )
b
Wirer v el imanef On the &) 2 + day of Azg't;{gws ",”‘, 20 \3, before me, the undersigned, a
e ' ) Nofary Public in and for saidd State, personally appeared ,
' personally known lo me or proved to me on the basis of satisfactory
#ia &0 ) evidence to be the individual whose name is subscribed to the within
Signaltre of People’s United Bank Witness instrument and acknowledged to me that he/she executed the same in
_ histher capacity, and that by his/her signature on the instrument, the
Lﬂ 1 L_’ S!f\qt&) individual, or the person upon behalf of whom the individual acted, executed
Printed Name of People's United Bank Witness the instrument.

g
STAMP /ﬁ}g@/ g&{é}*}azéw

MARY STAMTON  Nofagf/ Publit, State of (1
NOGTARY PUBLIC |
Y COMUISSIONEXPIRES 00T, 31,2015

%

People’s United Bank B usiness Deposit Account Certified Resolution (COM200 V6 12/2009) -
Bridgeport Center * 850 Mam Street * Bridgeport, CT 06604-4913
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Qignature ,}

Amuy N. Mesiwethor

Printed Name

Ay
Title

f‘\'?@/w %ﬂ er 44

Sigtfature of Peoplé’s United Bank Witness
L,nr.f L Sthnad

Printed Name of People’s United Bank Witness

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

state of _( pnn ¢cticut ) o
SO , )88 f "fm»m{'v-i f ;c;i
County of ;Q{ ;C‘l’ A ) (

A
On the Q 2 ¥ day of gg‘r?_p_c,gt 20 _j_:j;, 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 fo me thal he/she executed the same in
his/her capacily, and that by his/her signature on-the instrument, the

individual, or the person upon behalf of whorn the individual acted, executed
the instrument.

3

STAMP
MARY STANTOH //M/ A f/%;/é%"
HOTARY PUBLIC Notary Public, State of__ (YT

Orr. 51,2018

Signature

Printed Name

Title

Signature of People’s United Bank Witness

Printed Name of People's United Bank Witness

Nofary Acknowledgement
(Notary is needed only if form is not signed before a People’s United employse)

Slate of Y
)ss.:
County of )
On the day of , 20, before me, the undersigned, a

Notary Public in and for said State, personaliy 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

-hissher capacity, and that by histher signature on the instrument, the

individual, or the person upon behalf of whorn the individual acted, executed
the instrument.

STAME

Notary Fublic, State of

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 . )
yss.:
County of )
On the day of _, 20___, before me, the undersigned, a

Nofary Public in and for said State, personally appeared

personally known to me or proved to me on the basis of salisfactory
evidence to be the individual whose name is subscribed to the within
instrument and acknowledged fo me that he/she executed the same in
his/her capacity, and that by his/her signafure on the instrument, the

individual, or the person upon behalf of whom the individual acted, executed
the instrument.

;

STAMP

Notary Fublic, State of

People’s United Bank Business Deposit Account Certified Resolution (COM200 VE 12/2009)

Bridgeport Center * 850 Main Street * Bridgeport, CT 06604-4913

Page Sof 5
Member FDIC
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23 Scuth Main Street Tel 860.561.4000
P.O. Box 272000 Fax 860.521.9241
wWest Hartford, CT 06127-2000  blumshapire.com

BlumShapiro

Accounting 1Tax l Business Consulting:

June 15, 2015

Town Council

Town of Mansfield, Conneclicut
4 South Eagteville Road

Storrs - Mansfield, CT 06268

Dear Ladies and Gentlemen:

We are pleased to confirmn 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 financiai
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 # fo 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, Connecticuf’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 fo 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 RS 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 Tifly International
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wan 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 schadules, schedule of expendiiures 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 in 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
taws, 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 thé provisions of confracts 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
contro| 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.

Y




Town of Mansfield, Conneciicut
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 Sfates, Local
Govemments 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 fo 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 1o express opinions or to issue a reportf 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 ali 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 reguiremenis 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 engagenient, 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, Connecticul's
underlying financial records. In addijtion, we may propose standard, adjusting or correcting
journal entries fo 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 siate 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 siate
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
June 15, 2015
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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 confracts 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 financiat 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 {o 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 responsibiiities include adjusting the financial
statements to correct material misstatements and confirming to us in the written management
reprasentation letter 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 fo
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, confracts, 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 f;ndmgs and to prepare a summary schedule of pl’lOf
audit findings and a corrective action plan.
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Town of Mansfield, Conneclicut
June 15, 2015
Page FFive

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 fo us in the written management representation letter that 1)
management is responsible for presentation of the schedile 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 presenied 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 Conneclicut 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
sighificant 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 Unifed 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 redsons for such changes); and 4) management has
disclosed {o us any significant assumptions or interpretations underlying the measurement or
presentation of the supplementary information.
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Town of Mansfield, Connecticut
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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 resuiting 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 repori, 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 fo 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 atfributable to the entity or to acts by management or
employees acting on behaif 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 fransactions, 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
regutations 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 tc 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. OQur responsibility as auditors is limited to the period covered by our audit
and does not extend to any other periods.
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Town of Mansfield, Connecﬁcut
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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 fo 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 harmiess 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 conirol, 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
conirols may be performed to test the effectiveness of certain confrols 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 conirol issued
pursuant fo 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 fo 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 fo 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 1o 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 fo 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 perform tests of the Town of Mansfield, Conneclicut's compliance
with provisions of applicable taws, 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 compliance issued
pursuant to Government Audiling 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 obiain reasonable assurance about whether the auditee has complied with
applicable laws and requlations 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.

EDOO1

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,
Conneclicut'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 reselution 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. Rossilto is the engagemeni pariner and is responsible for supemsmg this
engagement and signing the audit reports.

We will contact management about scheduling mutually acceptable dates {o commence the field
work for this engagement at your entity’s offices. Management will supply all supparting
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 fo 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 o 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 siaff 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 fo meet regulatory and other deadlines as a resuit 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. Itis 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 fo 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 Blurm, 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.

L



Town of Mansfield, Connecticut
June 15, 2015
Page Ten

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 datfa access secure in accordance with our obligations under applicable
laws and professional standards. Management recognizes and accepis 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 {o 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. [f 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. Qur 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 resulis of the engagement. Qur fee assumes the work required
to complete the engagement is comparable in amount and complexity to prior vears, and that
requested information is furnished fo 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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Town of Mansfield, Connecticut
June 15, 2015
Page Eleven

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 deadiines 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 sirictly confidential basis. Should we be served with a summons, subpoena or subpoena
duces tecum (a subpoena requiring that we produce documenis related o 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 nolify management of receipt of any subpoenas, unless we are prohibited by law from
doing so. Assuming the time 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 o respond to any reguest,
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 negofiation, the parties agree first to try in good faith to seitle any dispute by mediation
pursuant to the guidelines established by the American Arbifration Association under its
Professional Accounting and Relaled 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 courls 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 Conneciicut
shall govern all disputes without reference to choice of law principles or rules.
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Town of Mansfield, Connecticut
June 15, 2015
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Both parties may agree that we perform additional services not contemplated by this
engagement letter, If this occurs, we will commumnicate 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 fo 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 Mansfieid, 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,
&be ; > W ﬁ C @
Bium, 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 Instituse of 3820 [-35 North, Suice 100

Certified Pubiic Accountants EUE&NI{ BETTS Jackson, M§ 39211

Mississippi Soclety of ‘ ) Post Office Box 16090
Certified Public Accountanrs ’ Eubank, Bees, Hirn, Woed, rLLC Jackson, MS 39236-6090

A Professional Limited Liability Company Phone: 601-987-4300
An Independent Member of .

CERTIFIED MUDLIC ACCOUNTANTS it -
CPA Associates Internarional, Inc., Fase: 601-987-4314
A Worldwide Associztion of Accounting Firms www.cubankbetts.com

SYSTEM REVIEW REPORT

September 27, 2013
To the Shareholders of

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

We have reviewed the system of quality control for the accounting and auditing practice
of Bium, 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 réquired 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 practiceé 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 deficiencyf(ies) or fail
Blum, Shapiro & Company, P. C. has received a peer review rating of pass.

, ,Am:,;,ﬁ;mwm

EUBANK, BETTS, HIRN, WOOD, PLLC
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Town of Mansfield
2015 Audit Request List

General Information;

1)

3)

4)

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

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

Pre-Close data download
A} Ali funds balance sheet summary
B} All funds balance sheet detail
C) Alt funds income statement summary
D) Al funds income statement detail

Management Representation lelfer
A) Draft to be provided near the completion of fielkd work

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)

3)

Financial Statement Schedules
A) Letier of Transmitial
B} Management's Discussion and Analysas
C) Tax Collectors Report
D} Statistical Tables
E} RSI-1 expenditure budget schedule
F) R3!-2 revenue budget schedule

Notes to the financial statements

A} Qverlapping debt footnote
B) Schedute of Bond Principal and Interest Payments
C) Changes in Long-Term Debt
D) Cash and Cash Equivalents
E) Pension footnote

} Capital asset footnote
G) OPEBR footnote
H) Authorized / Unissued debt footnote
1) Bond anticipation note footnote - If Necessary
J) Risk management footnote

Other financial statementis items

—-5f-

Requested

. By Date:

71712015
VWA
WW/A

77712015
71712015
772015

7712015
772015
71712015
7712015

8D

772015
71712015

111772015
1117/2015
10/68/2015
111772015
10/6/2015
111712015

10/6/2015
10/6/20115

-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 : 10/6/2015

B) Schedule of interfund payables / receivables 10/6/2015
C) Schedule of interfund transfers 10/6/2015
D) Cash summary 10/6/2015
4) GASB 34
A) Capital Asset Schedule 10/6/2015
B) Depreciation expense and accumulated depreciation schedule 7 10/6/2015
C) Detail capital asset print outs : 10/6/2015
D) Reconciliation of capital outlay to capital asset additions 10/6/2015
E} Allowance calculation for receivables 10/6/2015
F} Calculation of interest receivable on property taxes at 6/30/2015 . 10/6/2015
G) Compensated absences. detail, and summary by function 10/6/20156
H) Copies of all lease agreements, capital and operating 10/6/2015
1} Summary of O/S debt by type and year 10/6/2015
5) Fund Analysis ,
A) Closed trial balances, for all funds (electronic) 10/6/2015
B) Detail balance sheet and income statement files (electronic) 10/6/2015

6) Other ltems

A) Schedule of assistance of state and federal awards 10/6/2015
B} CAFR Comments VW/A
C} Reconciliation of assessor's abstract to the tax collector’s rate book _ 7772015
D} Copy of 2013 rate bill and tax warrant 7i7/2015
E) Provide a list of all federal grants with expenses above $300,000 7712015 and
and state grants with expenses above $100,000 © 100612015
F) Provide copies of any correspondence from funding sources 77712015 and
10/6/2015
G) Provide copies of any audit reports issued by funding source on the Town 7172015 and
10/6/2015
H) Provide coples of any audit reports issued on sub recipients of Town 71712015 and
state or federal grant awards 10/6/2015
i} Copies of all bank statements for 6/30/2015 10/6/2015
J) Copies of all summary investment statements showing YTD activity for 10/6/2015
6/30/2015

Board of Education:

1) Board of Education

A} General fund expenditure detail ' 10/6/2015

B) Copies of EDOO1, EDO0GS, ED141's, SEDAC-G efc. - Printed on Same Day 10/6/2015

C) EDQOO1 supporting schedules 10/6/2015

D) Bank statements and reconciliations for all accounts at June 30, 2015 10/6/2015

E) Copies of any correspondence from the SDE re: the EDOO1 10/6/2015

F} Student activities fund triat balance and detail 10/6/2015
WA When available
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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
B8) All funds balance sheet detail
C) All funds income statement summary
D} Al 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 controf 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) 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
EY Pension footnote
F) Capital asset footnote
G) OPERB footnote
H} Authorized / Unissued debt footnote - If Necessary
1) "Bond anticipation note footnote - If Necessary
4} Risk management footnote

3) Other financial statements items
A} Detall listing of encumbrances, if any
B) Schedule of interfund payables / receivables
C) Schedule of interfund transfers
) Cash summary

4)  GASB34

._..58._.

Requested
By Date:

71712015
8/25/2015

71772015

71712015
71712015
71712018
71712015

10/13/2015

71712015
71712015

9/30/2015
9/30/2015
8/25/2015
8/25/2015
8/25/2015

8/25/2015
8/26/2015
8/26/2015
8252015
8/25/2015
8/25/2015
8/25/2015
8/25/2015

Qo505

8/25/2015

8/25/2015
8/25/2015
8/26/2015
8/25/2015




A) Capital Asset Schedule
B) Depreciation expense and accumulated depreciation schedule
C) Detail capital asset print ouis
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 operatmg
H) Summary of O/S debt by type and year

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

8) Other ltems
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 solirce 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 £/30/2015

H) Copies of all summary investment statements showing YTD activity for
8/30/2015

Board of Education:

1) Board of Education
A} General fund expenditure detail
B) Copies of ED0OOT, EDDOBS, ED141's, SEDAC-G etc. - Printed on Same Day
C) EDOO1 supporting schedules
D) Bank statements and reconciliations for afl accounts at June 30, 2015
E) Copies of any correspondence from the SDE re: the EDOM
) Student activities fund trial balance and detail
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8/26/2015
8/25/2015
8/25/2015
8/25/2015
812512015
8125/2015
8/25/2015
8/25/2015

8/M15/2015
8/M15/2015

8/25/2015
718/2015
71712015 and
8/25/2015
71712015 and
8/25/2015
772015 and
8/25/2015
7712015 and
8/25/2015
812512015
8/25/2015

9112015

9172015

9/1/2015
8/25/2015
10/15/2015
8/26/2015



Eastern Highlands Health District

2015 Audit Request List
Requested
General Information: _ By Date:
1) Updated Union Agreements ' 772015
2) Pre-Close data download
A) All funds balance sheet summary 71712015
B) All funds balance sheet detail /72015
C) Alf funds income statement summary 71712015
) All funds income statement detail 772015
3) Management Representation letter
A) Draft to be provided near the completion of field work - T8D
4) Control process write-up's
A) Updates for all control process memo's 71712015
B) Copies of any newly approved or modified policies effective by 6/30/2015 7712015
Finance Department:
1) Financial Statement Schedules
A) Expenditure budget schedule - Exhibit V 8/25/2015
B) Revenue budget schedule - Exhibit V 8/25/2015
2) Notes to the financial statements
A} Contingent liability footnote 8/25/2015
B) Changes in Long-Term Debt 8/25/2015
C) Cash and Cash Equivalents 8/25/2015
D) Related Party transaction footnote 8/25/2015
E) Capital asset footnote 8/25/2015
F) Risk management footnote 8/25/2015
3 Other financial statements items
A} Detail listing of encumbrances, if any 8/25/2015
B) Schedule of interfund payables / receivables 8/25/2015
C) Schedule of interfund transfers 8/25/2015
D) Cash summary 8/25/2015
4) GASB 34
A) Capital Asset Schedule 8125/2015
B) Depreciation expense and accumulated depreciation schedule 81252015
C) Detail capital asset print outs . 8/25/2015
. D) Reconciliation of capital outlay to capital asset additions 8/25/2015
E) Compensated absences detail, and summary by function 8/25/2015
F) Copies of all lease agreements, capital and operating 812572015
5) Fund Analysis :
A) Closed trial balances, for all funds (electronic) 8/22/2015
B) Detail balance sheet and income statement files {electronic) 8/22/2015

e ()




6)

Other ltems

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 6/30/2015

) Copies of all summary investment staterments showing YTD activity for
B8/30/2015
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8/25/2015
7772015 and
8/25/2015
71712015 and
8/25/2015
71712015 and
8/25/2015
772015 and
8/25/2015
812512015
82512015



O’'MALLEY, DENEEN, LEARY, MESSINA & OSWECKI

ATTORNEYS AT LAWY
20 MAPLE AVENUE

WILLIAM C. LEARY B Q. BOX 504 THOMAS I O'MALLEY frec)

Of Counsel WINDSOR, CONNECTICUT 06095 DONALD ], DENEEN ()
VINCENT W, OSWECKT, JR. ANDREW G, MESSINA, IR,
MICHAEL E DENEEN ‘TELEPHONE (B60) 6G88-8505 {1940.2000)
HEVIN M. DENERM Pax (860) 588-4783
RECHARD A, VASSALLO
JAMES B WELSH

June 16, 2014

Matthew W. Hart, Town Manager
Town of Mansfield

4 South Bagleville Road

Mansfisld, Connecticut 06268-2599

Re: Ordinance 76-4 Purchasing

Dear Matt:

A guestion 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
liew of the Town issuing its own RFP/RFQ for those professional services.

Section 76-4(Y) 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 (1) 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 method of obtaining professional services shall be
through the Uise 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 term “shall” is generally understood to be mandatory rather than directory.
Subsection (1) provides that procurement of professional services with a cost in excess of
310,000 “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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© gervices using a Request for Bids/Qualifications process, Historically, the Town has
viewed the State’s system of qualifying bidders as an RFP/RFQ process. While it is
understandable that staff has viewed the State’s use of an RFP/RFQ process for its
purchasing as a REP/RFQ under the ordinance, 1t 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 lst is permitted under the ordinance
under Subsection (2), i.e., wher 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 “Jess
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,
Kevin M. Deneen /éw .

KMD/lle
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Town of Mansfield
Department of Finance

To: Finance Committee, Town of Mansfield
From: Cherie Trahan, Director of Finance
cC: Matthew Hart, Town Manager

Date: July 29, 2015

Re: 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: '

1. 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. Traud & 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 Comunittee’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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I tem #*7

TOWN OF MANSFIELD, CONNECTICUT

REQUEST FOR PROPOSALS FOR:
" Fraud Risk Assessment

RFP NUMBER: 2016-Fin01

RFP OPENING DATE: August 27,2015

RFP OPENING TIME: 2:00PM

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

LB ERERRENENENNERNEREREENEENERESEZSERESEDERERNERSESESEENLERERSENEN [ ﬂﬂﬂ..llﬂ!.ﬂlliﬂlﬂll‘l!l'!lll.lll'lll

The Town of Mansfield (hereinafter “Town”), is seeking proposals from expert, independent and
certified fraud examiners, with CPA credentials for a thorough Fraud Risk Assessment of financial

practices in the Town. This contract has an antsclpated 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, St‘ci‘rrs 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 “Legai Notices - Bid Notices/RFP’s and RFQ's,” or from Alicia
Ducharme, Budget Analyst, Audrey P. Beck Building, 4 South Eagleville Road, Storrs-Mansfieid, 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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TOWN OF MANSFIELD, CONNECTICUT

STANDARD INSTRUCTIONS TO PROPOSERS

1. INTRODUCTION

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 requested services would supplement
this review and not duplicate it. The Town’s Finance Department supports the following agencies to
be included in this review: the Mansfield Board of Education; églonal School District #19, Eastern
Highlands Health District, Mansfield Downtown Partnership, and Tbe Discovery Depot. This RFP is
not a contract offer, and no contract will exist unless nd until a written:contract is signed by the Town
and the successful proposer. Interested parties sh uld submit a proposai in accordance with the
requirements and directions contained in this RFP. :

1. Background and Intent -
The successful bidder will be expected to actively @ngage 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.

. Qualifications

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

1. Proposer must have demonstrated experience and expertise in regard to providing
the types of services outlined in the Scope of: Services.

2. Proposer should have a proven track reco rd.in providing these types of or similar
services for municipal governments. The, Town would prefer a firm who has worked
with other Connecticut municipalities swmlar in size to Mansfield.

3. Proposer must be qualified and properly licensed in the State of Connecticut to
perform its obligation under this’ proposal in compliance with all applicable Federal
and State of Connecticut laws’ and regulations, statutés and policies.

. Scope of Services
The Town desires to engage a qualified firm to prowde an assessment of the potential risk

for fraud based on the Town’s cuirent policies and procedures.
The firm selected will be required tb issue a report that:

« Identifies areas most vulnerable to fraud;
o Determines if adequate fraud prevention measures exist;
s ldentify opportunities o reduce the cost of fraud.

. 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.

. Management
Any contract or purchase order resuitmg from thls RF P will be managed by the Dlrector of
Fihance, or desighee.

. 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 {o 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 ali 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 thé successful proposer is notified
that the contract or purchase order has been accepted and approved by the
Town. Any contract resulting from this RFP-may be amended only by means of a
written instrument signed by the proposer and signed by the Town Manager.

2. RIGHT TO AMEND OR TERMINATE THE REP OR CONTRACT

The Town may, in its sole discretion, clarify, modify, amend or__términat@ 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 07/31/15 -
Questions due from Vendors 08/20/15

RFP Open Date 08/27/15 at 2 P.M.
Interview of top Vendors TBD

Contract Execution Date 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:

Firm Name '

Permanent main office address

Date firm organized.

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, ftitles, 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.

¢. The following additional information shall be: provided by each bidder:

e General description of the orgamzatlonal structure of your institution
including parent and/or subsmfeary companles and the number of
employees.

¢ Identify who will be the pnmary client relat;onshlp manager.

s Provide a general repré sentation of the key factors and other important
considerations that you feel separates your mstltutlon/ﬂrm from others in
providing the requested services.

s Provide a detailed description of your firm’s technical resources and
experience in provadmg the des:red scope of services to similarly sized
entities.

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

s 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 compiete 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 such exceptions. The Town may
accept proposals which take exception to any - requsrements 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 materaa!ly 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” o 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
ali 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 employee, officer or official
concerning this RFP. A proposer’s failure to comply with this requirement may result in
disqualification. S

The appropriate Town representative listed above must receive any questions from proposers no
later than seven (7) days before the proposal openmg ‘date. That representative will confirm receipt of
a proposer’s questions by e-mail. The Town will answer all written questions by issuing one or more
addenda, which shall be a part of this RFP and the resuit;ng Contract contammg all questions
received as provided for above and decisions regarding same

At least four (4} calendar days prior to proposa[ opening, the Town 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

shall have no habihty 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.ééié‘h' document in this RFP and any
addenda issued by the Town. A proposer’s failure to have rev Wed all information that is part of or
applicable to this RFP, including but not only any addenda postéd on the Town’s website, shall in no
way relieve it from any aspect of its proposal or the obisgatlons related thereto

Each proposer is deemed to be familiar with and i 1 L’requ;red to comply w:th all federal, state and local
laws, regulations, ordinances, codes and orders that i in any manner relate 10 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 propaser 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 of 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 pfesented 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.

s The background experience, and strength of the Proposer in providing similar services
elsewhere, including the level of experience-in working with other Conneclicut
municipalities of similar size, and the quai;tyj‘of services performed, either for other
school systems or other municipalities, or: b__ th.

e The Proposer's responsiveness and compi;ance wcth the RFP requirements and
conditions to provide the services requested '

e A review of references prov:ded wnh the Proposal, and admlnzstratlon of prior
contracts. S '

» Competitiveness of proposed fee. The Town reserves the rrght to negotiate fees with
the selected Proposer. o

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, debf, 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 (10) 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 info 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. ATT_ACHMENTS
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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TOWN OF MANSFIELD, CONNECTICUT

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

PROPOSER’S FULL LEGAL NAME:

Pursuant to and in full compliance with the RFP, the undersigned céﬁiﬁés this proposal is submitted without
collusion and all responses are true and accurate. if awarded th:s_ roposa! it is agreed this forms a contractual
obligation to provide services at fees specified in this Proposal’ Form, subject to and in accordance with all
instructions, conditions, requirements contained in the documents lncluding 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 submitling 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 #

_75_



TOWN OF MANSFIELD, CONNECTICUT

ATTACHMENT B: 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 WARRANTSES
Fraud Risk Assessment #2016-Fin01

PROPOSER’S FULL LEGAL. NAME:

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

i/we, the proposer, certify that:

1. l/we are in compliance with the equal employment opportumty clause as set forth in
Connecticut state law (Executive Order No. Three)

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

3. liwe are in compliance with the Immigration Reform and Control Act, and attest that each
employee provided under contract will at all times be authorized for employment in the
United States.

4. l/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
I[nsurance, 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, shalt 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, personat 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 premises — operations, elevators, independent
contractors, products — completed operations, contractual: habmty, broad form property damage, XCU
coverage extension, employee as additional msured s, automobltes — owned and non owned,
including hired automobiles, and other coverage s whlch may be rcqu;red 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 addttxonai msured 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 requiremenis and will provide the
appropriate insurance certificates if awarded this contract

Signature Date
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TOWN OF MANSFIELD
I FINANCE DEPARTMENT ~ POLICIES AND PROCEDURES MANUAL Apritb-June 2013

L INTRODUCTION

The plocedm es outlined on the foHc}wmg pages refiect the current tasks and transactions
necessary to process and complete any and ali financially related transactions performed by the
Town of Mansfield. This includes but not limited to the following entities: Town of Mansfield,
Mansfield School Distriet. Region 19, Eastern Highlands Health District. Downtown Partnership
and Discovery Pepot.

( Formatted: Font; {Default) Times New Roman, 1
gpt

A{Formatted Font: 8 pt ]
Within each procedure, all key elements are identified, including:
¢ Required forms and documents
s Necessary approvals and authorizations
. Appropnate staff and department contacts ' g : e
| .................................................................................................... e et e et e e as ettt en ettt ne oo s { Formatted;' Font: 8 pt ]
Tn the event any questions or exceptions arise, it is the responmblhty of that staff person o . :
confirm the appropriate course of action with their Supervisor, the Finance Director, and, if
necessary, the Town Managez ot Superintendent. ) . ‘
._..._._.m.......v........,.._... ............ {Furmatted: Font: 8 pt . . ]
%—rs—%he%eape&sabﬂ%&-e%—th&me Town of Mansfield™s Finance Department_is responsible for te ;
maintaining the accuracy and consistency of these procedures. If changes are requested for any
of the stated polisies/procedures, they need fo be lewewcd and 2 roved by the Town.of -
Man%ﬁcid’s Fmancc Dc:pa:lment A o j
A.l. Definitions
Qutlined below are definitions of key terms  used within this document, - - .".....~{ Formatted: Font: 12pt S

s Separatiohs - A person that is lald-off resigns or retires from an ent;tv ‘
e Severance Pavment - refers only 1o when a person is laid-ofT. ‘When someone is telmmatcd
or separated from service Mansfield-does not refer to their final pavment as severance

e Ter mmaisons —A pmson Lhai isfired fr()m an en[t!.v i

12 pt, Font coler: Auto

[ Furmatted Font (Default) Times New Rornan, }
‘-"(_Formatted. Space After: 0 pt

‘A“ZJ.— Distribution List for Finance Depau*tmenft E‘-"@Eimes emd Pmmdures

Town Manager’s Qffice . o Sunerintenden{‘s Of!lce
Town Council . e Poard of Education
Pinance Committee ) = Eastern Highland Health District
Downtown Partnership @ BPiscovery Depot
e—Tevar-Manaser s-Cifice
wLinanee-Committes
s—Teovwn-Counet
+—Board-eidueation
.{Formatted Font: 8 pt }

s jie jo e
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AZ3. Financial Management System (FIMS)

. ’{ Formatted: Font: 8 pt

"The Town of Manshield impiemented ADMING Unified Community (AUCS during the year
| 1997. This software is an integrated Financial Management System (FMS) software sofution
exclusive to focal governments and School Districts, The following modules were purchased:
e General Ledger
Accounts Payable
Budgeting
Payroll

» & # 9

Human Resources

eeee-+{ Formatieds Font: 8t -

‘Aside from AUC, the Tax Collector's Office and Tax Assessor's office use Quality Data Serviee
~ (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,

. Page
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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 engries in the system.
Each accounting record is associated with the appropriate users that created, approved, and
posted the transaction with the system.

B.Z. [ournal 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’s journal entries must be reviewed and

approved by the Finance Director. All approvals must be confirmed via email and a:chwed in
Journal Entry labeled folders within the I‘mancc Section of the FMS.

B.3. BankT )i_"EéﬂSffBE*S

The Finanice 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 afier the transaction is initiated. The

transaction is restricted from full pr ocessmg until the: secondary secure token approval is - made.

. Page
15
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3. FINANCIAL MANAGEMENT SYSTEM (FMS)

ADMINISTRATION

Xﬁﬁiﬁ;gﬂlﬁé:”i’é"t‘ﬁé"s“(')-f-t'»'i}éi:é-aéi}élopment company that createddnd malntan}sADMINS

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 1o 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

_ The following policies have been. established in order to:

. & ¢ @&

~ Protect this investment.

systems to support and enhance department and overali operations.

Safeguard the information contained within these systems.

Reduce business and fegal risk.
Protcct Lhe Town and entztles se;ved

~ Any v10Eat10ns by Fown employees may result in dlsmphnaly actlon in accordancc wzth Towu 5.

‘policy. Failure to observe these guidelines may result in discipli inary action by Town officials
© depending upon the type and severity of the violation, whether it causes any 1ab1hty or 10’99 to

the Town, and/or the presence of any repeated vsolatxon(s)

| &

All users in ihe “System ‘group have admm:sttalwe nghts to ADMENS The Fmancc Dnccto;
Accounting Manager and IT Director should be the only active users with admmlstt ative ughis
All access to ADMINS is role- bascd

C?’

AE:

TR Representation For The Entity Notifies The “Accounting Manager

-Estald zshmg a New Usey in the FMS

Human Resources must notify the Accounting Manager by electronic mail, at Ieast three days
prior to the start date, of any new employee needing access to the FMS. The email must
include the new e‘mpkoyee 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.

AAACCOUI’IEEI}Q Manager SBtS UD USG!' ACCOUY!%

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
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| C.3. Modifying a User’'s Application and Sysitem Prnvz%eges

£

.

TOWN OF MANSFIELD
| FINANCE DEPARTMENT — POLICIES AND PROCEDURES MANUAL Aprit-June 2015

3. Archive New U.ser Requests

. “Modlﬁed Access” foider,

- Accounting Manager via email no less than 30 minutes prior to the termination to ensure all

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.

~-{ Formatted: Font: 6 pt ' )
[ Formatted: List Paragraph, Indent: Left: §.25"

Degartment Heads Notify The Accountlng Manage

Department Heads must notify the Accounting Manager by electronic mail with any change
10 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 Fmance Dnector must be cop:ed on the emali

seneer-d FoPMATIE Fonte 6 pt -
Archlve Modification Requests { 4 )

The Accounting Manager is responsibie for aw%uvmg ail 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 :ndmdual users are all stored ina

{ Formatted: Indent: Left; 0", Hanging: 05" ]

4. Hotifying the L"mame Deparﬁ.menﬂs of Segarated or i‘ermm’*\ted

Employees

'*‘j(#ormatted: Font: § pt -
{ Formatted: List Paregraph, Indent: Left: 025" ]

HR Representation i“01 Ihe Entny Notxﬁes The Accountmg Manage
In the event an empioyee is to be terminated from service, Human Re@om ces must notsfy the

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 personnelt, and appropriate Department Head must be
copied on the email. In the case a Town employee is terminated, the Town Manager sheuld
must be copied. In the case a School Distr iet emptoyee is terminated, the Supcrmiendent
sheuld-must be copied.

In the event ain emplovee is to be separated from service. Human Resources must notify the

Accounting Manager via email within a-week of the cmgloyees segalatxon to ensure all
access.rights o the FMS are revoked, Tliis notification must inciude the employee’s fuil
name. department. job title and phone number to ensure the correct employes is removed.

The Finance Director. respective HR personnel. and appropriate Dcpallmenz Head must be
copied on the email. :

{ Formatted: Font: & pt | }

The. Accounting Manager Disables The User Account

Upon receipt of a termination the-email notification from the-Hi-BepartmentHuman
Resources, the Accounting Manager must immediately disable ail access rights to the FMS.
Upon a separation. The Accounting Manager will disable the users account on the dav of
separalion. In both instances. 00nce complete, a reply confirmation email is sent the-HR
Pepartrentio HR. Fhe-Finance-Director-HR-respective HR-persomelDirestorand
QPWMWWMWM%}MWJW

Page
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terminated-the-Superintendent-showld-be-copied:
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3. Archive Termination Requests
The Accounting Manager is responsible for archiving alf email_separation/termination
notifications from the HR-Department-Hiuman Resources in the FMS. Emails are stored in
folders, labeled according to the name and email of the tepminated-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-Depastrment-Human Resources will provide the
Accounting Manager with a list of sgparated/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 Hi-Pepartmentluman Resources of a successful review.
If any discrepancies are found, the Finance Director and HR-Pireeterrespective HR
personnel are to be notified immediately and appnopuate removal.and investigative actlon
will be Laken

C.5. Systems Supg}@ﬁ:

The Town®s IT Depar tment is respons;ble for all network admmmtl ation and support. The
Accounting Manager is responsible for all FMS administration and wor ks with support from
- Admins Inc. to maintain and update-the software

C.6. Iﬁam Backup

- The Town relies heavily on the: computer systems that manage its da%a and applications. Every™
day, the information saved on a computer’s hard drive or the Town Network is-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(aa: Normal FMS Daia B ﬁc‘km,

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 successtully occurs every
night.

Store Backup Media Off-Site

Most databases. includine the FMS. are backed up {irst by then own vendar-provided

scripls on drive storage at the Town Hall, These script driven backups are then in turn
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19

-{ Formatted: Font: Not Bold, Fant colar: Auto

)




TOWN OF MANSFIELD
FINANCE DEPARTMENT - POLICIES AND PROCEDURES MANUAL April-lune 2015

copied to offsite file storage every night, This process ensures that each night’s backups
are always immediately stored both on and off-site for redundancy. Specifically, the off-
site storage is the Town’s password protected QONAP backup device in a highly secure
and climate controlied 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 comnonents of the
FMS information such as Finance Department scans of invoices and nurchase orders.
This approach creates a level of data insurance that provides recovery from multipie
sources in the unlikely case that one element of the backup were to be unsuccessful.

| Acrotational-schedule-using-a-different-backup-externab-hord-drives-witk befollowed:

uhsueeessiuk:

e { Formatted: Incent: Left: 0"

Perform Full System Backups ' :
In addition to nightly full system backups, at least one ful] weekly backup sheul-al—wm 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 furiction

correctly. If it is déemed necessary, this procedure will be performed on-a more frequent

basts. At year end, thé IT Department will per fo;m an adé;tmnal full system backup and
take off-site for storage. :

Am)!v a Rctcmmn Strategy : ‘ e . -..{ Formatted: Font: Not Bold, Font color: Auto
“The backuy; mtenimn wili have 3 months of oint-in-time backups. ensuring data can be o o

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 anv given quarter during the Dasi 12 months’ time. Additionally, there will

be annual backups for the past 7 years. ensuring data can be recovered as it existed for
any lecn vear duri m,q t§1e Dasi 7 years’ time. . '

dammmmaHhﬂeeaLH%g#Sém&—HﬁéémM&eﬁmmédﬂwﬂm
taken-off-site-and-rotated-on-a-menthly basisto-provide-a-secondlevel of redundaney:

C.60, Tesii '”]“am Rackups

Periodically Test Backups

The backup process will be tested quarterty to ensure that files are successfully copied to
external hard drives. The testing process will include the recovery of a randomly sefected
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.
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€.7. UserIDs 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 Responsibifities

The IT Department shall be responsible for the administration of access comlols to ali Town
computer systems. The 1T Department will process adds, deletlons, 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 administrativé access codes and passwords and keep this list in a secure
area.

Employee Responsibilities

Each employee:
¢ Shall be responsible for a]l computcr transact;ons that are made with his/her user ID
and password. -
¢ Shall not disclose ;)aﬂswords to othexs Passwor ds must be changed ;mmedlately 1f rt
is suspected that they may be known to others. Passwmds should not be recorded
where they may be easily obtajned.

Will change passwords at least every '9_0 days.
Shouid use passwords that meet complexity requirements. -
Should log out when leaving & workstation for an extended period.’

Supervisor”s Responsibit mr ’ ‘

Managers and supervisors should notafy the IT Depariment promptly whenever an employee
leaves the Town or transfers to another department so that hissher access can be revoked.
nvoluntary terminations must be reported by the HR Department concurrent with the
termination. '

HR Department Responsibility ) )

The HR Department will notify the IT Department by electronic maii at-least three days prior
to the new employee’s hire date to allow sufficient time to set up a new 1> 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.
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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.

€.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.
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4, CHART OF ACCOUNTS

5.1, Account Code Structure

B.3.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 mustbe -
" archived FMS folders. Ouly the three aforementioned empioyees have FMS authorization
to create new accounts.

D.1.b }Eﬂemem@s of the Account Code Sﬁﬂ;u’cmré

1." Account Number
" 17-digit account numbers are used in lhe FMS. for Town and Board of Educatlon
transactions. These account numbers consist of five (5) segments: 3-digit Fund, 5
"d[glt Department, 5-digit Object, 2- dlglt Location and 2- d]glt Lntlty (NOTE The
'Entity code is aiways “0y -

2. Fund Number '
' Each fund has iis own mdmdudl code, A fund number has'to be a351gned f' st before.
* any activity can be entered into the F FMS, ‘

3. Depar tment Number '
These numbers represent the individual departmentq across the Tovn and School
District.

4. Object :
These numbers classify revenues and expend1tu1€s for which specific areas are
charged. They also represeit the activity for which a service or material object is
-acqmred. : .

*n[ Formatted: Font: {Default) Times New Roman, ]
................................................... : 12 pt

P N ' Formatted: List Paregraph, Byfleted + Level: 1
> !—&?—?-tl@ - g - [+Aligned at: 1" + Indent aty 1.25"
[his number is used for classification purposesras-feHews: :
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o Reetained-Hamines

5. BUDGETING
E.1. BudgetCalendar

E.1.a. Town of Mansfield
Early December

Late January

Late January - Early
Febraary

Late February

Early March
Mid March

- Late March

Early April

Late April

Staff Meeting ~ Budget Manuai/Package

Budget Retze&t and Major Projects Update w/ }‘own
Council o

All budgets (CIP & GF) eritered into system
Program Narrdtives & Perfm mance Measures

“submitted-

Pr oposed Salaries entered

Department reviews — Budgets, Naz rative,
Performance Measures, Core Sewlu,s & CIp

--CIP Budget Team Meetings

-General _Fuhd bottom line

1” Draft Book ready for review
2 Draft Book ready for review
Final Bu&get Book ready for review

Budget Book ready for 1ep;oductmn
Council Budget Workshop

Mail cut Citizen’s Budget Guide
First Council Budget Workshop

Council Budget Workshops continued
Public Information Session #1
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.1.b.Mansfield Board of Education

Eériy O_ctdber
Early Decéember

Mid January

. Late January . -

E_arly Fé_bruary_

- Mid F‘elﬁ.ruary_

Budget Manual Sent to Administrators

Budget Review with Administrators

Budget finalized by Superintendent

Budget Books prepared for BOE -

Budget Introduction & Overview. .

_ _Boeill'{i' Review — Regular Programs -

. -Board Review — District Mgmt., Spe_ciél Educationi, -

Support Sves. & Board Questions

Board Detail Review and Adoption

E. 1.0 Region 19 School District

Eérly November

Late November

Early December

Mid December

Early-Mid January

Budget manual to administrators and depariment
heads , :

Board Retreat to discuss Budget priorities-
Budget process reviewed at department head
meetings

Draft program narratives submitted to Principal

Techinology requests to [T Director
Department Budgets submitted to Principal

Municipal Budget meeting :
Budgets reviewed by Principal and forwarded to
Superintendent

Bottom Line/Budget Bouk preparation
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Late January Superintendent’s Proposed Budget to printer
Early February Superintendent’s Proposed Budget distributed to
member towns and the public
Late February Budget Review Meeting
Early March Regular Disirict BOE Meeting

[

Budget Review Meetings

Late March Public hearing on Superihtendent’s Budget
o Finance Committee meeting
Budget review and recommendation

Early April Regular District BOE Meeting
: ‘ .Board Adoption of Budget

Early May : Annual Meeting on Budget
: Budget referendum held in Town of Ashford
Mansfe]d and Wl!lmgton

E 1 d Eastem nghlands Health District

Late November ' o Fmancc Ccmm:tice Budaei Meeting-}

Early Decémber Finance Committee Budget Meeting-2

Mid December - _Budizef; Presentation 1o Board

Ja,umﬂ {F"'mm‘*"‘ 5”"9’5”*9‘ | .. ' I ]

{ Formatted: Font: {Default) Tmes New Roman ]
{ Formatted: Font; {Default) Times New Roman |
[ Formatted: Font: {Default) Times New Roman ]

Mid January

Early February

{ Formatied: Font: {Default) Times New Roman
{ Formatted: Font: (Default) Times New Roman

. Mid Februar

B2

k: Tgu C C:L

The "l awn 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
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expenditure estimates for the upcoming year. Department Heads must pay ¢lose 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.

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 i§ ultimately responsible for preparing a final itemized estimate of the budget
cach year for submission to the Town Council for review and appropriation. Following
appropriation, the Board o6f 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 Town budget, is sent to the Town Meeting f{)r voter
adoption.

CEZ.C Regmn 19 School Dnsma :

*.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 meefing, the :
Board will prepare a final budget for the next fiscal year that will be presenteci ata
second public district meeting: The final budget is approved and adopted at the seeond
district meeting. .

ey

I
[ 2]

‘Budget Monitering and Transfers

A Townof Mansfield
The Finance Director and Town Manager are respon‘;lble for acfm;mstermg 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. Al fine item
transfers are prepared by the Finance Departriient 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 Commitiee,

R BT

The Sug}m mtcndcnt’s Ofi;ce is lESpOI’!SlbIe for admmlstermg 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.

EZ.c Regmn 19 School District
The Superintendent’s Office is responsible for admmsstermg and monitoring the budget
through the course of the year. A quarterly budget report, prepareé 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 Hem, expenditure to
- date, project expenditures, difference between the project expenditures and the
appropriation, and general comments indicating the reason for the difference. The
Superintendent wi}l recommend to the Beard of Education any requested ling item
transfers. The Superintendent s authotized to approve urgent ine 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 hext regularty scheda ed meetmg with the
‘Board of Educat;on :
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6. CASH AND BANK RECONCILIATION

F.i. Petty Cash

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

Employees secking 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 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 gam 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
~ individbal items for all purchases; Onlinie purchases using a personal credit card -

submitted for ze1mbu1 sement can have an online rece:pt and a copy of the cr edlt ,,,,,,,,, f Formatted Not Hsghlight ‘
card statement. : : .

3. Disburse Cash To Reeueetor And L.og Changm

-Funds are disbursed. in the form-of cash to the person requestirig rmmbursement
The Peity 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 siips 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 Relmbursemcnt
" Chief Executives of each éntity must have signed approval from the Fmance
Director to receive petty cash reimbursement.

?ri-.zj
Y

.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
reconcitiation documentation to the Accounts Payable department for
replenishinent.

fo
forg
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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 AF 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 peity cash account
that is non-compliant with the aforementioned operating procedures.

¥.3. Bank Reconciliation Procéss
There are nine {9} accounts that get reconciled on a monthly basis.

1. Town Checkmg Account
This is a pooled-cash, operatmg account for the Town, Eastetn Highl and Hcalth D;stnct
Daycare and Downtown Partner shlp The Accountant reconciles the bank statcment and the
Accounting Manager reviews and signs off.

2, Remon 19 Checking Account ‘ ‘
. This'is a pooled-cash, operating account for Region 19& EO Smith Foundat]on The =
-+ -Accountant reconciles the bank. statcmem and the Accountmg Manager reviews and signs
off ' : ‘

3. Commun:ty Centex Credit Card Checking Account
This is a deposit account for all community center credit card transdctions. Oﬂ a momh%
basm, all funds in the account are transferred to the Town Checking account, leaving a
remaining balance of $35,000 for refunds and other needs. The Accoantmg Mandger
reconciles the account and the Finance Director reviews and s1gns off.

4. Heliday Fund Checkmg Account
This account is for contributions to the Ho%xday Fund program. The Human Suvmes _
Department is aliowed 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 recanciles the account and the Finance Director
reviews and signs off,

5. ‘B‘oard 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, { Formatted: Font: (Default) Times New Roman,
S 2pt

6. Board of Education Athletics Account
Fhis account is for 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 checkbeok 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

&1

Deposit and Application of Miscellanesus Receivables

G.1.a. Beceipt 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.1.5.Bank Deposits -
The Coilector of Revenue office is responsrb%e for bri ringing cash and checks to the Bank
for depos;t the foliowing business day of collect;on

Record Ke@pmg : =

Cash and checks are stored in a locked baﬂk bag and stored in a secure locatlon until the
deposit is taken t6 the bank. The Tax Collector’s Office receives the D_aa]y 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 réconciling the Ddzly

Summary Sheet against the corresponding Report of Collection forms before entering any '

. revenues into' AUC, Any short/over discrepancics over $1.00 in the 1eco;cfmg 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 responsibie for reconciling recorded revenues betwcen the /\UC and

QDS systems on an annual basis.

Page
32



TOWN OF MANSFIELD
FINANCE DEPARTMENT - POLICIES AND PROCEDURES MANUAL Apit-dune 2015

8. PURCHASING

H.1. Principles of Purchasing

H.1.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.2. 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 (F.7.} of this policy.

H.3. B}Id Reguiyr ernentg Pahmes

All puschases $7 $00 or more must go.out m bld unless the Town or School DlStllCt can take
advantage of a State Contract or a bid walver is approved by the purchasing agent (See H.3.¢ for
waivers). Bids for Professmna 1 Services in excess 0f$ 10 000 mus‘c be awarded by the Town
Manager. :

All Town purchaées“in excess of $7.,500, which do not go out to bid or are not reoceurring
service charges must have a completed Best Value Method Source Selection form (bid waiver)

- accompanying the pul chase order., The form must be reviewed and szgned by the Finance
Director. .

H.3.a Cﬂmpun cve Qumatmn Process
Departments with purchases that are at least $2:5604.000 but less than $7,500 must solicit
offers from at least three (3) vend(ns

H.2.b C@mpeuiwe Proposal Pﬁ OCess

A request for Proposal (RFP) or Requesi 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.

i

.

H.3.c.Walvers

To request a bidding, guotation or proposal process be waived, a reguesting 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:

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 pirchase 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 Supeuntendent and/or Finance Director, an emergency
requires the purchase of goods or services to avoid injury or damage to human Elfe
or property.

5. A special source, including but ﬁot limited to a saie purchasing plan, governmant
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 substantiaily higher costs to the Town and/or
Schaool District, or inefficient use of personnel, or cause substantlai d1srupt10n of

* Town and/or School District operations.
7. Prices of goods or services are subject to specific fedm al or state competitive
- bidding requirements, inchsding, but riot limited to, “school but]dmg pm;ccts” as
. defined in the Connecticut General Statutes
8. Regional or cooperative purchases
Requisitioning

{ Formatted: Space Before: ' 18.pt

He4.a. E)ep rement R@qu%as a]ﬂ‘d Appmvals

L

Submit Purchase Order Reguests to the Finance Departmient

Purchase order requests must be completed and include the foliowing mtoxmatlon

»  Vendor Name — Detc;mmeé by the requesting department or from the FMS
Vendor list
* Ship-fo Code — L.ocation of where goods or services will be 1ecewed
Account Number — Account to be charged for the expense
o Receiving School or Department — Who is responsibie for recewmg the goqu
or services .
s ltems for Purchase — Deser 1ptzorx should include sufficient detail including
any part numbers or vendor information about the item(s)
e Extended Price — The total price of the purchase, including any freight
“charges should be calculated and included '
s Total Anticipated Cost ~ The total vaiue of the goods or services included on
the Purchase Order
*  Reguestor 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
Drirector must appwve all purchases in excess of $3,000.

{ Formatted: Font: 8 pt

B
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 reeds-wili te-review vendors on file on an ongomg bas:s and
‘implement a process to review epprepriate purchase order thresholds. This will
process will help to identify users that may attempt to circumvent the PO
process Mﬁm%&h&%@wen&mmwmm%mm
ary-Hresponsible-s
il ; 1.”_¥”‘

[ Formatted: Space Before; 18 pt
HLE, Pumi’mase Orders: ' s

H.5.a. I?"mpazr tion @f the Purchase @n der

- Department Heads and their staff use the FMS to create purchase ordezs cEectl omcally
The purchase orders are sent to the Finance Depattment 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 Atcounts Payable procedures, The Firiance Director or
Accounting Manager must approve an appropr laté allocation of funds before a vendon
waH be paid. .

,;:«'[Formatted: Space Before: 18 pt

H.5.B Purchase Order Cancellation

In the event 2 School or Department decides to cancel a purchase order, they shouid
promptly emaif 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 canceilation emails, H 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 Qrder from
the system.

— { Formatted: Space Before: 18 pt
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;
T
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gily) and Store Charge Cards
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The Town of Mansfield and the respective entities that they provide services to do nol possess or
maintain enfity based credii cards {eg. Visa, MasterCard. Amercan Express). Instead the Town
and respeclive 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 pP-cards are for Town business only; personal expenditures
are not allowed. Requests for pP-cards must be directly approved by the Finance Director. -On
an annual basis. the Finance Department will compare the vear’s terminated employees against
current cardholders to ensure all cardholders are active emplovees Gn-an-annual-basis-the .
mmmmmww%%aaw%&wmmm%{e
ensure-at-eardholders-arc-astive-employees:

P-Card Policy Agreement:

All employees pranted a pP-card gfm%edwemp}eyee&mast sign the Cardholder Agreément Form
and Purchasing Card Use Policy. These policies outline purchasing ethics, general policies, the
pu;‘chasing process, recordkeeping requirements and authorized account usage,

Spending Limits: :
Cardholders are held to daily and monthiy spending limits based on their job functlon

Individuals are granted either a $1,000 single-transaction and $5,000 monthly Hmit, or a $5,000
‘smg]e—transactmn and $25,000 monthly limit, On an annual basis, the Finance Department will
review cardholder spending %mnls and ad;ust the Elmlts at their é]SClChOB -

H.6.a.P- Card Rec@mkeepmg - : :
Cardholders are responsible for entering their pur chases onlme and applymg them to the y R -
correct account codes. All purchases must be entered by ménth-endthe 15“ ofeach . .| Formatted: Superscript - - ]
month or the Finance Department will freeze the individual pP-card. Cardholders print ' ' :
their monthly expense report, attach supporting documentation and receipts, sign the
feport, have their Départment Heads review ahd sign the report, and send it to the
Finance Départment.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 réviews must be signed and dated.

Store Charge Card Policy Agreement:

The only authorued store credit cards for the Town of Mansfield and s zesoectlve entitiesare . { Formatted: Font: {Default) Times New Romr,
Home Depot. Big Y and Walmart. All employees granted a Store Charge Card must sign the LAaze,

- Cardholder Agreement Form and Store Charge Card Use Policy. These policies outline '} Formated: Font: {Default) Times New Roman, J
purchasing ethics. general policies. the purchasing process, recordkeeping requirements and 2t

authorized accounl usage,

Spending Limits:

Cardholders are held 10 spending Himits 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 cades. All purchases must be entered by the 13" of each month or the
Finance Department will freeze the individual Store Charge 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 Departiment 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.

CHLT. .Excegﬁmm to the Normal Purchasing Process

Under certain emergency conditions, defined below, it may be necessary to deviate from the
Forma§ requisitioning and purchasing process.

Defi milon of an Emergency

An emergency exssts when unforeseen circumstances beyond the Town or School DlStnct’
control: .~

.. Presen-t areal, immediate th_reat to the proper performance pf-essentlai functions;

or e . _ .
b, May reasonably be expectéd to result in
i. Material loss or damage to pererty,
Bedléy injury or
" Loss of life, if immediate actloﬁ is not taken.

Under $7.500 - ' '
If an emergency determination is made that requues immediate action, the requestor w1§l contact
the Finance Départment ;mmedlately and ask that the Finance Dnector approve the purchase. An
“additional email request must be sént 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 emer gency purchase. The requisition will be
entered into FMS after-the-fact and the purchase approved by the Finance Director (01
Accounting Manager i m his/her absence),

$7.500 or more

If an emergency determination is made whercby 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. Wheére 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 irnmediate action without incorporating all of the
usual and customary contract provisions, Finance Depariment 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 fo exist, the Town shall
obtaitr competition whenever practicable, as the best means to assure guality services and
minimum cost. ' ‘

Purchasing Cards = ‘ ‘ :
P-Card holders are asked to use their p-cards for emergency situgtions. 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

L1, Accounts Payable and Disbursement

I.1.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 roque‘;ting School or Department.
Confirmation and verification of the receipt of goods or services 1s the responsibility of
each respective location.

§.1.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 Depaitment as sooh as possible; original invoices only for processing.

Lle Remrdmg Invoices : o
The Finance Clerk is responsible for matchmg invoices to purchase or ders and entefing .

* them in the FMS. -1t 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
rust then be processed according to standard procedures. The i invoice willnot be patci
untll the confirmation receipt has been entered in. the system.

1.d. Check Processing : :

- Checks to vendors are automatically sigried and pi;nted out of the FMS. The Fmance

. 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 histher 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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LZ. 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
frandulent spending.

1.3, Adding a Vendor to File

The Finance Director, Accounting Managez‘, 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. Depaz tment Staff Email the Accounting Manage
- If a Department wants to make a requisition to a vendor not already on ilie, 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 al[owing for quick and eaS’y creation by the
Finance Departiment. The Accounting Manager is responsxble for reviewing and
approvmg the request. \

2. Accounting Manager Archives ali Requests :
‘The Accounting Manager is responsible for. archiving all cmaaE 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 Departmeﬂt must review the vendor ﬁlc ona quaitcrly basis. Fmance is
responsible for running a report in AUC that identifies hew 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 bc si gne(i and dated by the Accountmg Manager and
Finance Director,
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10. PAYROLL

I.1.  Payroll and Personnel/Human Resources

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

j.il.a. New Hwes

Human Resources is responsible for easuring aEl 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
nou fy the Accounting Managea of any new employee that needs access to the FMS

1 b, E’mpﬁ@yee ﬂi,hzmms - : S C
Any change to an empEoyee s.information is documented Ha Pelsonnei Actmn Form
 Human Resources is responsible for notifying ap;aropz igte parties of emp]oy(,e changes
g mcludmg the Accountmg Manager for chalzges in the EMS. .

Formatted: Font: (Default) Times New Roman,

Formatted: font: (Default) Tumes New Roman,

Formatted: Font: (Default) Tmes New Roman,

Formatted: Font: (Default) Tirmes New Roman,

For new hnes and emplovee changes Eluman Resources subrmits support lickets to the ... {
Information Technology (IT) department to provide access to all computer related 12pt
technology needs (financial system. computer network. €émail system. remote access. {12 t
other software programs). [T then coordinates with the Accountin Manager re: the .
FMS. In the case of terminations for cause HR notifies IT ASAP. or as far in advance as {12 ot
possible as to when the comoutcr access must be 8 hut down. ' RN

[ 12 pt
Fi.c. Employee Terminations {12pt

Formatted: Font: (Default) Times New Roman,

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 termination
correspondence (Exit Interview Checklist, emails, resignation letters, etc.) and storing it
in the former employee’s personnel file.

e Fersol

: 5y
CEhese-EmD]ovcc personnel files are mamlasned by Human Resources. A
resources information, such as bui not limited to applications for employment or

12.pt

,,,,,, [ Formatted: Font; (Default) Times New Roman,

promolion, benefits related forms. performance evaluations. new hire forms, separation
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information (resignations. retirements, terminations). and payroll information 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’s appropriate file. Three separate files are

mamtamcd for empioyees: nelsonnel navzoll and medzcal Ad-human-resewrees

Time Records and E’aymlﬁ Preparation

J.2.a. Timekeeping .
Time entry is decentralized and handled by each school/éepartmem meloyees enter
their time into a standardized excel spreadsheet and Department Heads review for
accuracy .and sign off. The spreadsheets are del;vere(f 10 the Payroll Administrator. i;)y the
end of each pay—perlod

1.- Payroll Admmzstraior E ntess Time in the FMS :
The Payroll Administiator enters the hours worked per pay period %)y employees at
the Town, Downtown Partnership, Region 19 and the Board of Education. The

Payroll Administrator uses the submitted spreadsheets to enter employee Ume mto the
FMS. :

2. Payroll Admuust: ator Rev1ews Time Entry Submission -
The time entry spreadsheets submitted to Payroll are reviewed i)y the Pay;oll
Administrator to confirm information is correct and appropriate’ approvals are in.
plage. The Payroll Adminisirator 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 payroli data into the FMS. The Payl oll Administrator initials
and dates the payroll run to document the review.

3, Additional Review : ] _
The Finance Clerk and the Payroil Administrator are responsible for a secondary
review after timesheets are entered into the payroll systern. A Timesheet Summary
Report is printed out of the FMS and compared 1o the criginal 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 E)istribu'tion
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The payroli 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.

§.2.b. Paymﬁﬁ Adjustiments
Human Resources are-is responsible for managing employee changes in the payroil

system. All adiustments reguire either a completed Personnel Action Form (PAFYor - [ Fermatted: Font: (Default) Times New Roman,

appropriate back up for the particular payroll change (i.e. Form W-4 for tax withholding 12 pt, Font color: Auto

adjustment, Community Center Membership Payroll Deduction Agreement for
Commun;tv Ccntez Membelshln etc. M&djﬂ%&m@%&muﬂe—a—eempl&ed—}zerseme}

eﬁmmamwmﬁeﬁeé

i.2.c. Check Pmcessmg
Payroll is run bi-weekly on Monday and 'I‘neqéay, 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 Pavroil Administeator
- oduces the Check Register and (he Dirget Deposit Reeister lor the Treasurer’s review,
If abproved, the Aceount Manager then sends Uie pavrol! Tiles o the bank and. Signs 'md
' dﬁglgwsd«Manual checlks are issued as needed and entered into the c;ystem with the next
regular payroll period. Finance Clerks are mspons;ble for distributing Town paychecks
and School District paychecks are given to Personal Ass;stants for distribution. $he .
Pﬁ*@iﬁ%&ﬁ%%ﬁ%%%@#ﬁﬂ#&h&%&%@ﬂ“' and-the-Dirdet-Deposit-Register f' 5

880 o, Lo td Pepr llil
T P

i wirkePoden Lt;,u( i}

the-bank-ond-siens-and-ditos

- R3 Badumm g aw Quaﬂ@ﬂy/Yeaw—End Repm‘tmg :

Payloil reports ate gene:atcd to confirm that the FMS payroll :nformatxon has E}cen upciated The
Payroil Administrator is respensible 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
s W-2s

Normat deduction information (i.e. taxes, insurance, 401/457) is entered into the payroil system

| by HR Persennel-Assistantsstaif when an employee is added. The Payroll Administrator will
enter wage attachments (i.e. Child Support, IRS Penalties), and federal tax and retirement fund
adiustments. The Payroll Administrator is also responsible for submitting payments to various
companies and organizations based on the deductions.

Page
43



TOWN OF MANSFIELD
FINANCE DEPARTMENT ~ POLICIES AND PROCEDURES MANUAL April-lune 2013

[.4.  Severance-Vacatien-and-Siek-TimeFinal Payroll Payments and
Accruals

The HR-Administrators-and-the-Payroll Administrator are-is respensible for calculating and
recording severance; vaeation-and-siel-timefinal payments to employees. Once completed. the [ Formatted: Font: (Default) Times New Roman, ]

calculations are reviewed and siened by the Assistant Town Manager and included in the 12 pt, Font color: Auto
employee’s final paycheck.

| Formatted: Font: (Defauit) Times New Roman,
12 pt, Not Bokd, Font color: Auto

The Payroll Administrator is responsible for acerual proce ; Towp_“LHHD and Downtown - ' -{ Formatted: Font: Not Bold ]
Partnership accruals are done au;omatlcatlx thtoug%l the pa}gn roll module ona momhly or annual [ Formatted: Font: (Defauit) Times New Roman, ]

basis depending on the type of accrual. At the beginning of the fiscal vear. the HR Staffis 12 pt, Not Bokd, Font color: Auto
responsible to run a report for vacation time to ensure employees are being allotted their correct

accrual amount_a?; that point in time. Once completed, the HR Staffsi ns, dates and ﬁlcs the

report, :
. MWWMWWWHMMWW
mmmﬁmmww%mwﬁmﬂmwmmn
%ﬂﬂe—aﬁé-rewew—te e&&w%mp]eyees—w%bemg—a%%ﬁed-the—eeﬁeet amean%ﬂﬁhme«wgnee

‘ [ Formatted: Font: Not Bold L }

' -‘I;_._E_S__.'__" Acr:rued Benefi,ts/Retirement Policies

Haman Resom ces is responsible for tracking and mamtammg ihe hstmg m‘ retirees and reporting
. of retiree benefits to the Town.
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11, FINANCEAL REPORTING

E.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

All monthly closing procedures are performed. The Accounting Manager pr epares a
detailed fund review by reconciling asset and tability 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 weil. The quarterly financial statements are prepared by the Accounting
Manager and then reviewed by the Finance Director prior to bemg reviewed by the

" Finance Committee.

K. Yeaﬁ"-“nd Close ‘ ‘
- All monthly and quarterly closing pzoccdures are pertoz med Al% recesvab]cs payable‘;
- deferred revenues, year-end journal entries, fixed assets.and depreciation are recorded,
Allowance account balancés are reviewed and encumbrances are rolled over to the next
“year. All closing enlries are posted afterthe hnanmaE audit and’ fund ba]ances are.closed
out,

K.1.d.Accounting Period Close
1. Cash/Investments
Bank reconciliations are performed by the Accountant ané 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 reconcélgéd on a monthly basis,

2. Accounts Receivable

The Accounting Manager reviews all July deposits to ensure funds are tecmded 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 {0 review

and record the journal entry. The Finance Directors reviews the journal entry.

3. Inventory
The Accounting Manager records and analyzes reports of sales and purchases. Gifl

Card and Paper inventory counts are compared fo 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 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 perfm med 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 £ 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 Accountmg Manager
for review and recordmg ‘ .

7. Revenues and Exnendltuzes ‘
" Revenue and expenditure detail for each account is reviewed to correct any postmg
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
batances. Non-budgeted funds are compared based on current year and prior yéar
results. Any untisual résults are investigated with Department Heads.
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12, GRANT MANAGEMENT

M.1. Reguests

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, inciuding 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 1csp0n3tble for conducting a cost-benefit analysis to ensure that
applying for and managing a given grant does not yield negative gains. The Finance Director
wili reject any grants that provide fewer funds than it costs to monitor, process, and apply t01
the grant.

3. Grant Award Letter . . . '
If the applicant is approved and awarded grant funds, a copy of the applicable award fetter
‘must be submitted fo and maintained by the Finance Department for tracking purposes.

' “ff?’ memr CLA\ *’mmstmumﬂ

‘The Finance Dcpa: tment is 1espons;b1e for monitoring and tracking all grant activity. Formal
- grant fund reviews should be-completed by the Finance Department ona monthly basis, The
person 1espons:ble for the grant administers the grant and he/she will meet with the Budget
Analyst on a quarterly basis to discuss the experiditures and budgcted items. The person .
respons;bEe for the grant is responsible for ensur ‘ing all expenditures meet grant reguirements, It
is up to the discretion of the Budget Anaiyst and Finance Director to revoke administrative rights
in the case the current administrator is incapable of properly managing the grant. '

¥.3, Submission and Approval

1. Town QGrants
All Town grant applications requne a cost-benefit analysis by the Budget Ana!yst; 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 Edueation is the final approval step
before the grant application can be processed.
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13. CAPITAL ASSETS

K.1. Capital Asset Policies

~ N.l.a.Accounting Methodology
The Town makes beneficial use of capital assets in pursuing its missions. Legal
responsibilities require that the Town aceurately 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 reasoft capital assets are recorded and capitalized is to properly
depreciate their value over time, thus refiecting 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 writien off as an expense at the time
of acquisition and not added to the capitalization inventory, Ancther reason capital assets

~ are recorded and capitalized is to protect the assets from misuse and misappropriation.
The FMS Fixed Asset medule will compile a list of all capital assets, replete with a
description of the asset, vaiue 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
;esponsm;htxes each party has in c(mnechon with the Cap:ta Assets Pol:cy & Procedures
are as foElows

All Dcmﬂmeﬂts and Schools: ‘
* | Report to the Finance Department the loss-or dLStl uctlon of fi hed assets within
" one (1) day of discovery -
* Review the annual listing of proper ty inventor y prepared and dlstrzbuted by the
* Finance Department on a timely basis, explaining and pursuing the resolution of
all discrepancies identified in the property inventory
e Safeguard all property in the custody of the department/school

Finance Denartment ‘

e Record all changes to assets on the Fixed Asset moduie and in the general Eedger

* Reviewand approve all Construction in Progress activity on an annual basis

= Review “book current dept ecmtlon as part of the annual review of the fixed asset

. reports '

* Prepare an annual llsimg of recorded property and distribute it to mdmduaE
departments/schools for verifications and certification purposes by September 30™
of the current fiscal year

e Conduet a periodic physical inventory of property (including affixing mventory
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 oftangible nature
2. Have a useful life of at least two (2) years
3. Have significant value:
a. Equipment

Town/Board
Item General funds | Fown-MSF 833 Fund EHHD . Region 19

>$500

Computer Equip. - Exception: Al laptops

Capitalization >§5,000 and computers are . >$1,000 >$5.000
‘capitalized regardless of

: - -cost . .

Computer Equip. - £1.000-35,000 | N/A : N/A $1,000-$5.000

Accountable ] .

Non Computer Equip.~ | >$5,000 >$2,500 . >$1,000 >$5,000

Capitalization . a ) : . :

Non Computer Equip.~ | $2,500-85,000 | N/A N/A - $2,500-35,000

Accountable : - ‘

b. Buildings, building improvements, or improvements other than
buildings, must have an acquisition cost of at least $20,000

¢. Infrastructire (: e.roads, bridges, curbs; drains, etc.) mu% have an
acqmmtwns cost of at least "5100 000

N, F. ¢ Addition of mmmE ﬁsse
Capital asset acquisitions are entered into the FMS at year-end or as they are purchased
The. Accountant is responsible for recording all fixéd assets and the Accounting Marniager
assists and reviews. The Town Manager has the &uthor;ty to approve the acceptance of .
capital assets.

BWPG%I o‘ﬁ"a :’Ea}i Assets
Department Heads must notn‘y 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.

M.%.e. Transier of Cap sital Agsefs

' {)epax tment Heads must notify the Finance Department within one (1) day of ahy 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 Schoo! 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 foltowed for ali
Student and/or Athletic Activity Fund Accounts:

0.1, Receipts

1.

o

1.

Coliectlon Of Receipts ‘

Each school activity collects money through various means of fundratsmg donations, sales,
—and/or events, Two (2} employees for each school are respor;sxble 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 fo disclose 'who these employees are to the Finance
Department on an annual basis. The form indicates the total funds coflected 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,

Recordkecpmg '

. Wisthe rcspcmmbihty of the two (2) ass;gned emp]{)yees for each school to keep detalEed
" records of Student and Athletlc Activity Fund Account acthty T%:e account actmty must be-
© updated after every. collection. '

The Accounting Managei: is reSpon$ib]e'fox~ 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 recor d/ledger to the Finance Department for'a

formal reconcitiation 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.

. ﬁ}wburscn@mg

General Dlsbulsements

The disbursement of activity funds must be clearly documented by the two (2) assi gned
employees in the School’s account record/iedger. Al 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.

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

. Page
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reimbursement and for what reasons. Copies of the corresponding checks and the activity
ledger must be aftached 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. Recordlkeeping
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 menth%y bank staternent in addition to-the schools’ check
regmters/ledgens

L0030 R@p@ﬂtmg and Remnd}liaﬁ@ﬁ |

Each schco% ] reco;cf of their funé’s acllwty must be keptina detalled spreadsheet. 'F%)e i’amcrpal_l
‘must review, initial and date the spreadsheet before sending it to the Finance Depattment for -
‘recomlllatlon 'The monthiy reconciliation performed by the Accounting Manager must be
appt oved and reviewed by the Finance Director and the school Principals. Under no

" circumstances are separate Activity Fund Accounts to exist within the ngh School or Middle
* School that are not overseen by the Finance Depattment.

. Page
51



TOWN OF MANSTIELD
FINANCE DEPARTMENT - POLICIES AND PROCEDURES MANUAL April-June 2015

15. EXPENSE REIMBURSEMENTS

P.1. General Reimbursements

Employees are eligible for reimbursement from the town for a number of different expenses,
including travet (mileage, lodging, parking, etc.), meals, memberships, supplies, uniforms and
more. All Town, Mansfield Board of Education and Region 19 Scheol 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 appr oval. Reimbussements are then processed through the
payroll system, with the supporting documentatlon maintained by the l"‘;nance Department for
1ec0rdkeepmg DU poses

Under no circumstances, is a Mansﬁe]d official at any level, aliowed fo appreve their own
expense reimbursements without Finance De;}artment review and approval.

| Formatted: Space Before; 18pt. ]
. + R . - v .o L
B2 Tra vel Reimhwsemmts '
Employees authouzed to attend confel ences, meetzngs or travel on Town, Board of Educatton or
Region 19 School District business shall be'reimbursed, upon submitting the Fmployee
Reimbuisement Form and supperting documentation for reasonable expendltu;es iransportatlon
costs, and registration fees. Employees must gain advanced approval by compietmg and’
_submlmng a Professional Travel Request form. This form must be submxtted prior to any tr avel
or the incurred expenses will not be reimbursed. ‘ ‘ _
: : ,---{Formatted: Space Before: 18 pt }
?.3. Mileage Relmbursements ' ' '
All employees mu%t adhére to the Town’s Mileage Reimbursement Policy as revised on March  ~ [ Formattad: Font: {Default) Tiraes New Rorran, ] _
17, 2008 and may be amended from time to time. - All mileage should be submitted for approval 12pt :
using the Employee Reimbursement Forrn, ' . :
- Formatted: Space Before: 18t - |

o BTy
8 TG

e

3

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 docurnentation of mileage for your travel. (i.e. Mapquest,
Geogle Maps)

4. All mileage reimbursements should be submitted to Finance for processing.

"""""""" { Formatted: Space Before: 18 pt

-P.3.b.Standard Mileage Chart of Approved Distances

Location From/To Location From/To Approved
Distance

Town Hall Goodwin Elementary 4
4 South Eagleville Rd Mansfield CT 321 Hunting Lodge Rd Storrs CT

Town Hall : Southeast Elementaiy 4

1 4 South Eagleville Rd Mansfield CT 134 Warrenville Rd Mansfield CT :
“Town Hall , Vintons Elementary 5
4 South Eagleville Rd Mansfield CT 306 Stafford Rd Mansfield CI" '
Town Hall Mansfield Middle School 3
‘| 4 South Eagleville Rd Mansﬁe[d CT ; 205 Spring Hill Rd Storrs CT L

_Geodwin Elementary. - Southeast Elementary 8
321 Hunijng Lodge Rd Siorrs, C’I 134 Warrenvilic Rd Mansfield Cl '
‘Geodwin Elementary Vinton Elementary - - G
321 Hunting Lodge Rd. Storrs, CT - 306 Stafford Rd Mansfield CT -
Goodwin Elementary Mansfield Middie School 7
32] Hunting Lodge Rd. Storrs, C T 203 Spring Hill Rd Storrs CT . o
Southeast Elementary Vinton Elementary 5
-134 Warrenvilie Rd. Mansfield, CT 306 Stafford Rd Mansfield CT

Southeast Elementary Mansfield Middle School E
134 Warrenville Rd. Mansfield, CT 205 Spring Iill Rd Storrs CT

Southeast Elementary Goodwin Elementary .8
134 Warrenville Rd. Mansfield, CT 321 Hunting Lodge Rd Storrs CT

Vinton Elementary Mansfield Middle School 3
306 Stafford Rd, Mansfield, CT 205 Spring Hill Rd Storrs CT _
Vinton Elementary Goodwin Elementary 6
306 Stafford Rd. Mansﬂe]d CT- 321 Hunting Lodge Rd Storss CT

.Vinton Elementary - Southeast Elementary 5
306 Stafford Rd. Mansfieid CT 134 Warrenville Rd Mansfield CT

Town Hall EASTCONN il
"4 South Eagleville Rd Mansfield CT 376 Hartford Tpke Hampton CT ~

Town Hall State Dept. of Ed 25
4 South Eagleville Rd Mansfield CT 165 Capitol Ave Hartford CT

Town Hall Legislative Office Bldg 26
4 South Eagleville Rd Mansfield CT 300 Capitol Ave Hartford CT

Town Hall ACES 55
4 South Eagleville Rd Mansfield CT 205 Skiff St Hamden CT

Town Hall Conn Assn of Public School Supt 26 28
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141 Tuckie Rd North Windham CT
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4 South Eaglevilie Rd Mansfield CT Caya Ave, W. Hartford, CT

Town Hall Institute of Tech & Bus Dev 36
4 South Eaglevilie 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 100 E. River Dr East Hartford CT

Town Hall Crowne Plaza 36
4 South Bagleville Rd Mansfield CT 100 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 Councii 25
4 South Eagleville Rd Mansfield CT 111 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 Eagleviille Rd Mansfield CT 275 Research Plowy Meriden CT

Town Hall CT Convention Center 25
4 South Eagleville Rd Mansfield CT 100 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 Mansfieid CT 1250 Buraside Ave East Hattl‘ord CT .
Town Hal S Farmington Mattiott 34
4 South Eagleville Rd Mansfield CT 15 Farm Springs Rd Farmington CT:

Town Hali Shipman and Goodwin 24

1 4 South Bagleville Rd Mamﬁcld CT 1 Constitution Plaza Hartford CT N
Town Hall . Aqua Turf Club 48

| 4 South Eagleville Rd Mansfield CT 556 Mulbérry St Plantsville CT e

| Town Hall Community Child Guidance Clinic 20
4 South Eagleville Rd Mansfield CT 317 N Main St Manchester CT
Town Hatl Manchester Memorial Hospital 17
4 South Eagleville Rd Mansfield CT 71 Haynes 8t Manchester CT
Town Hall CT Children’s Medical Center School 26
4 South Eaglevilie Rd Mansfield CT 282 Washington St Hartford CT :
Town Hall ‘EASTCONN (Columbia Autism Prog) 9
4 South Eapleville Rd Mansfield CT 10 Commerce Diive Columbia CT =~ ,
Town Hall : Gengras Cenier . 28
4 South Eagleville Rd Mansfield CT 1678 Asylum Ave West Eiartford 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 _
Towr Hall STEM Magnet School 9 ~{ Formatted Table
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P.4.

Employvee Reimbursement Form

. This form should be completed in its entirety. If any information is left blank or

suppotting documentation is not complete, the reimbursement will not be processed until
all appropriate information has been received.

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

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.

Supplies/Travel/Meals - Attach all supporting original receipts (including the travel
authorization form, if appropriate) to the reimbursement, have your Department Head

31gr1 off for approval and submit to Finance for processing.

A]i approvai sugnatures need to be hand written signatures. Stamped sngnaturcs will -

ot be accepted for relmbursemenf.
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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 {o avoid any instance or appearance of fraud. The following procedures are in place (o
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
¢. 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 dre not to be parchased '
_ tobe used at a later date to pur chase food or other matertals and suppl;ew for
meetings; events, efe.
b, As payment to an independent contractor for services or expense 1e1mbur9emem
¢. As reimbursement to an employee for mileage, meals or other expenses
d. Asreimbursement to a volunteer for mileage, meals or other expenses

4. Once purchased, all cards are to be inventoried 'by the requesting Dep'az‘fmént 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 focked area with controlied
aceess. ‘ '

5. Distribution of gift cards must be documented either with a letter to the recipient
{inciuding name and address) stating the reason and amount of the award, signed by the
Department Head (or histher designee) or signature on the Gift Card Inventory Ll%t by
both the individual dispensing the card and the recipient.

6. On a monthly basis, prepare a month end report documentlﬁg the physical inventory of
the gift cards in your possession as compared to the Gift Card Iaventory Hist. 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 1,2015 and may . [wmw i
be amended from time o time, Employees granted a Town-owned cellphone who elect to use it

) 12 pt

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:

e 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/procedurés, they need to be reviewed and approved by the Town of Mansfield’s Finance
Department.

A.1. Definitions
Outlined below are definitions of key terms used within this document.

e Terminations —A person that is fired from an entity

s - 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.2. Distribution List for Finance Department Policies and Procedures

s Town Manager’s Office e Superintendent’s Office

¢ Town Council s Board of Education

¢ Finance Committee ¢ Eastern Highland Health District
s Downtown Partnership o 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:

e General Ledger

s Accounts Payable

e Budgeting

l’age 6
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° Payroil
¢ 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.

Page 7



TOWN OF MANSFIELD
FINANCE DEPARTMENT — POLICIES AND PROCEDURES MANUAL June 2015

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’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 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.

- Page 8
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3. FINANCIAL MANAGEMENT SYSTEM (FMS)
ADMINISTRATION

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.2. 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 Reguests
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 Priviieges

1. 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.

C4. Notifying the Finance Department of Separated or Terminated
Employees '

1. 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 personnel, and appropriate Department 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 personnel, and appropriate Department Head must be
copied on the email.

2. The Accounting Manager Disables The User Account
Upon receipt of a termination 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. Emails 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
Admins 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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C.7.

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.

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 Depariment 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
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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. Emplovee Responsibilities
Fach employee:

¢ Shall be responsible for all computer transactions that are made with his/her user ID
and password. :

e 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.

e Should log out when leaving a workstation for an extended period.

3. Supervisor’s Responsibility
Managers and supervisors should notify 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 terminations, the HR Department must
notify the IT Department concurrent with the termination fo ensure all system access can be
revoked. '

€.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.
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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 of the Account Code Structure

1.

Account Number

17-digit account numbers are used in the FMS for Town and Board of Education
transactions. These account 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”)

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.

Department Number
These numbers represent the individual departments across the Town and School
District.

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.
o 1= Asset
e 2= Liability
¢ 3 = Fund Balance/Retained Earnings
¢ 4 =Revenue
¢+ 5 =Expense
Location

This number is used for classification purposes
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5. BUDGETING

June 2015

E.1. Budget Calendar

E.1.a. Town of Mansfield

Early December 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

Late January

Late January - Early  Department reviews — Budgets, Narrative,

February Performance Measures, Core Services & CIP
CIP Budget Team Meetings

Late February General IFund bottom line
1¥ Draft Book ready for review

" Early March 2™ Draft Book ready for review

Mid March Final Budget Book ready for review

Late March Budget Book ready for reproduction
Council Budget Workshop
Mail out Citizen’s Budget Guide
First Council Budget Workshop

Early April Council Budget Workshops continued
Public Information Session #1
Public Hearing on Budget

Late April Council Budget Workshops continued
Adoption of Budget and Recommended
Appropriations

Early May Town Meeting Guide to printer
Public Information Session #2

Mid May Annual Town Meeting

Mid June Town Referendum
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E.1.b.Mansfield Board of Education

Early October Budget Manual Sent to Administrators
Early December Budget Review with Administrators
Mid January Budget finalized by Superintendent

Budget Books prepared for BOE

Late January Budget Introduction & Overview
Board Review — Regular Programs

Early February Board Review — District Mgmt., Special Education,
Support Sves. & Board Questions

Mid February Board Detail Review and Adoption

E.1.c. Region 19 School District

Early November Budget manual to administrators and department
heads
Board Retreat to discuss Budget priorities
Budget process reviewed at department head

meetings
Late November Draft program narratives submitted to Principal
Early December Technology requests to IT Director

Department Budgets submitted to Principal
Mid December Municipal Budget meeting
Budgets reviewed by Principal and forwarded to

Superintendent

Early-Mid January Bottom Line/Budget Book preparation

Late January Superintendent’s Proposed Budget to printer
Early February "~ Superintendent’s Proposed Budget distributed to
member towns and the public
Late February Budget Review Meeting
Early March Regular District BOE Meeting
Budget Review Meetings
Page
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Late March Public hearing on Superintendent’s Budget
Finance Committee meeting
Budget review and recommendation

Early April Regular District BOE Meeting
Board Adoption of Budget

Early May 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—l

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.Z. 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.2.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 Town budget, is sent to the Town Meeting for voter
adoption.

E.2.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 MOnitnring and Transfers

E.2.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 Town Council. Line item
transfer requests made by Department Heads must be approved by the Finance Director
before submission to the Finance Committee.

E.2.b.Mansfield Board of Education
The Superintendent’s Office is responsible for administering and monitoring the budget
- through the course of the year. A quartetly 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.
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Urgént transfers will be announced at the next regularly scheduled meeting with the
Board of Education.

E.2.c. Region 19 School District

- The Superintendent’s Office is responsible for administering and momtormg 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 REC@NUMATE@N
F.1. Petty Cash

F.1.2. 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 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 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.1.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 bank statement and the
Accounting Manager reviews and signs off.

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.

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.

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.

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.

Board of Education Athletics Account

This account is for 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 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.

G.2.

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.1.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.

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.1.a.Purchasing Program Overview
e FEstablishment of written policies, regulations, controls and guidelines for the
purchasing process
¢ Integration of budgeting and recordkeeping functions with purchasing processes

H.2. 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 of the following reasons:

1.

2.

Only one (1) reasonable or qualified source can be identified. This shall include
situations such as the purchase of copyrighted materials and textbooks.

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

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.

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.

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.

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.

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.

Reginnal 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:

e Vendor Name — Determined by the requesting department or from the FMS
Vendor list

s Ship-to Code — Location of where goods or services will be received

e Account Number — Account to be charged for the expense

»  Receiving School or Department — Who is responsible for receiving the goods
or services

o [tems for Purchase — Description should include sufficient detail including
any part numbers or vendor information about the item(s)

e Extended Price — The total price of the purchase, mcludmg any freight
charges should be calculated and included

e Total Anticipated Cost — The total value of the goods or services included on
the Purchase Order

e 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
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 of the 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 15 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 15" 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
i. Material loss or damage to property,
il. Bodily injury or
ii. Loss of life, if immediate action is not taken.

Under $7.500

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 confract, 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

I.1.

Accounts Payable and Disbursement

I.1.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 Department In the
event an invoice i sent directly to a School or Department, the invoice is forwarded to
the Finance Department as soon as possible; original invoices only for processing.

I.i.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.1.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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L2, 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.

I.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 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-1.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). I'T then coordinates with the Accounting Manager re: the
FMS. In'the 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
Accounting 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

Page

32



TOWN OF MANSFIELD :
FINANCE DEPARTMENT — POLICIES AND PROCEDURES MANUAL June 2015

1.2.

(resignations, retirements, terminations), and payroll information 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’s appropriate file. Three separate files are maintained
for employees: personnel, payroll, and medical.

Time Records and Payroll Preparation

J.2.a. Timekeeping

Time enftry 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 Adminisirator uses the submitted spreadsheets to enter employee time into the
FMS.

2. Payroll Administrator Reviews Time Enfry 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 fo 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.

Page

33



TOWN OF MANSFIELD
FINANCE DEPARTMENT — POLICIES AND PROCEDURES MANUAL June 2015

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
o 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.

J.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

All monthly closmg procedures are performed. The Accounting Manager prepates 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 eniries, 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
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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 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 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
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.
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12. GRANT MANAGEMENT

M.1. Reguests

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 Finance Department for tracking purposes.

M.Z. 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

1. 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 Bistrict 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:
e Report to the Finance Department the loss or destruction of fixed assets within
one (1) day of discovery
o 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:

e Record all changes to assets on the Figed 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

e Prepare an annual listing of recorded property and distribute it to individual
departments/schools for verifications and certification purposes by September 30™
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 Town-MSF 833 Fund EHHD Region 19
>$500
Computer Equip. - Exception: All laptops
Capitalization >$5,000 and computers are >$1,000 >$5,000
capitalized regardless of
cost
Computer Equip. — $1,000-85,000 | N/A N/A $1,000-85,000
Accountable
Non Computer Equip. — | >$5,000 >$2,500 >$1,000 >$5,000
Capitalization
Non Computer Equip. — | $2,500-$5,000 | N/A N/A $2,500-85,000
Accountable '

b. Buildings, building improvements, or improvements other than
buildings, must have an acquisition cost of at least $20,000

¢. 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.

Page

40



TOWN OF MANSFIELD
FINANCE DEPARTMENT - POLICIES AND PROCEDURES MANUAL June 2015

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

1.

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 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.

Recordkeeping .

1t 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

1.

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.

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.1. 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.
Employeées 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.2. 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 Reguest 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 Location From/To Approved
' Distance

Town Hall Goodwin Elementary 4
4 South Eagleville Rd Mansfield CT 321 Hunting Lodge Rd Storrs CT
Town Hall Southeast Flementary 4
4 South Bagleville Rd Mansfield CT 134 Warrenville Rd Mansfield CT
Town Hall Vinton Elementary 5
4 South Eagleville Rd Mansfield CT 306 Stafford Rd Mansfield CT
Town Hall Mansfield Middle School 3
4 South Eagleville Rd Mansfield CT 205 Spring Hill Rd Storrs CT
Goodwin Elementary Southeast Elementary 8
321 Hunting Lodge Rd Storrs, CT 134 Warrenville Rd Mansfield CT
Goodwin Elementary Vinton Elementary 6
321 Hunting Lodge Rd, Storys, CT 306 Stafford Rd Mansfield CT
Goodwin Elementary Mansfield Middle School g
321 Hunting Lodge Rd. Storrs, CT 2805 Spring Hill Rd Storrs CT
Southeast Elementary Vinton Elementary 5
134 Warrenville Rd. Mansfield, CT 306 Stafford Rd Mansfield CT
Southeast Elementary Mansfield Middle School 3
134 Warrenville Rd, Mansfield, CT 205 Spring Hill Rd Storrs CT
Southeast Elementary ‘ Goodwin Elementary 8
134 Warrenville Rd. Mansfield, CT 321 Hunting Lodge Rd Storrs CT .
Vinton Elementary Mansfield Middle School 3
306 Stafford Rd. Mansfield, CT 205 Spring Hill Rd Storrs CT
Vinton Elementary Goodwin Elementary ]
306 Stafford Rd. Mansfield, CT 321 Hunting Lodge Rd Storrs CT

Vinton Elementary Southeast Elementary 5
306 Stafford Rd. Mansfield, CT 134 Warrenville Rd Mansfield CT

- Town Hall EASTCONN | i1
4 South Eagleville Rd Mansfield CT 376 Hartford Tpke Hampton CT
Town Hall State Dept. of Ed 25
4 South Eagleville Rd Mansfield CT 165 Capitol Ave Hartford CT
Town Hall Legislative Office Bldg 26
4 South Eagleville Rd Mansfield CT 300 Capitol Ave Hartford CT
Town Hall ACES 35
4 South Fagleville Rd Mansfield CT 205 Skiff St Hamden CT
Town Hall Conn Assn of Public School Supt 26 28
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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 Hali Conn Assn School 50
4 South Ragleville Rd Mansfield CT 30 Realty Dr Cheshire CT
Town Hall Holiday Inn 24
4 South Eagleville Rd Mansfield CT 100 E. River Dr East Hartford CT
Town Hall Crowne Plaza 36
4 South Eagleville Rd Mansfield CT 100 Bertin 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 Fagleville Rd Mansfield CT 111 Charter Qak 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 100 Columbus Bivd Hartford CT
Town Hall Central CT State University 34
4 South Eagleville Rd Mansfield CT 16135 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 1 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 Pagleville Rd Mansfield CT 282 Waghington St Hartford CT
Town Hall EASTCONN (Columbia Autism Prog) 9
4 South Eagleville Rd Mansfield CT 10 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

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.

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

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.

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.

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.

Acceptable uses include, but may not be limited to:
a. Volunteer or other appreciation award
b. Human Services Assistance program
¢. Holiday Giving program
d. Other programs as approved by the Town Manager

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

¢. Asreimbursement to an employee for mileage, meals or other expenses

d. As reimbursement to a volunteer for mileage, meals or other expenses

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.

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.

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.

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 1, 2015 and may
be amended from time to time. Employees granted a Town-owned cellphone who elect fo 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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