TOWN OF MANSFIELD
FINANCE COMMITTEE MEETING
Monday, June 13, 2016
Audrey P. Beck Building
Council Chambers

5:30pm

AGENDA

CALL TO ORDER
APPROVAL OF THE MINUTES
OPPORTUNITY FOR PUBLIC COMMENT
STAFF REPORTS
OLD BUSINESS

1. Policies and Procedures Update

2. Parks & Recreation Subsidy

3. Purchasing Ordinance Review

NEW BUSINESS

4. Street Light Purchasing Program
5. Financial Management Goals/Policies

COMMUNICATIONS/OTHER BUSINESS/FUTURE AGENDA ITEMS

ADJOURNMENT



TOWN OF MANSFIELD
FINANCE COMMITTEE MEETING
MINUTES OF MAY 9, 2016

Members Present: Ryan (Chair), Raymond, Marceilino

Other Council Memberé Present: Shapiro, Shaiken
Staff Present: Trahan, Meriwethef
Guests: None

1.

2.

Meeting called to order at 5:30pm
Approval of minutes for April 11, 2016

Marceﬂmo moved and Raymond seconde to approve the mmum f the Aprif 11, 2016

nce with the Finance Policies and
managemeht;” RFQ/RFP process, and any new
ssessment will be brought to the Committee for
ntatively scheduled for September 1, 2016.
:Department accomplishments for FY 15/16 in
1 g - done to implement the updated procedures and to
din all staff. She expressed that thns was & sighificant undertaking and wanted the effort noted.

Appomtment of Audntors for FY 2015/16 — Trahan noted that this item was reviewed with the
Finance’ Commxttee at their. October, 2015 meeting. This would be the fifth year under the current
contract. Management Would p!an to go out to bid for audit services for 16/17.

Marcellino moved nd Raymond seconded fo approve and recommend the appoiniment of
Blum Shapiro and‘Co as; "he auditing firm for the Fiscal Year 2015/16. Motion passed

unanimously.

7.

Quarterly Financial Statements — Trahan reviewed a number of items in the financial statements
and answered questions from the Committee. Trahan noted that in the future, now that the Town
Aid Road Fund is budgeted to cover our storm-reiated costs, financial statements will be added to
the packet to report on this fund. Councilor Raymond noted that the format of the Eastern.
Highlands Health District statements is very helpful in that it provides a percentage of budget
column. Trahan responded that this is something the Finance Department can easily add for the
other funds presented in the packet and will be done beginning with the June 30, 2016
statements,

Purchasing Ordinance Review — The Commitiee briefly discussed the Purchasing Ordinance as it
stands now. The Committee and the Finance Director will review the Purchasing Ordinance in
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greater detail and bring comments, guestions, and suggestions to the June, 2016 Finance
Committee meeting.

9. Communications/Other Business/Future Agenda ltems - none
10. Adjournment. The meeting adjourned at 6:18 pm.

Marcellino moved and Raymond seconded to adjourn. Motion passed unanimously.

Respectiully Submitted,
Cherie Trahan, Director of Finance




TOWN OF MANSFIELD
FINANCE COMMITTEE MEETING
MINUTES OF MAY 26, 2016

Members Present: Ryan (Chair), Raymond, Marcellino

Other Council Members Present: Shapiro, Moran

Staff Present: Meriwather

Guests: Joseph Centofanti, Cohn Reznick
1.

2.

Meeting called to order at 6:30pm
Opportunity for Public Comment — None

Staff Repotis — None at this time

Fraud Risk Assessment — Joseph Centofanti of Cohn Reznick gave a brief presentation on the
submitted fraud risk assessment. report hlghilghtlng | arring themes. Reézpick and Meriwether
answered questions from the Comit it 2 1 ific recommendations. Reznick will
provide a final dated report. Meriwethe 'nq’;ed all Level 1'(high priority) recommendations will be
implemented on the Town side for Septem%der 18l and Schiool side October 151 Various requests
were made, see item # low, that w;IE be followed up on and prowded at the August Finance
Commitiee meeting.: 2 :

Items to be provided for August Finance Commitiee meeting:
= Listing of dates as to when all recommendations will be implemented
= Report of identified recommendatlons that will not be put into place and what procedure
will be used in its place ;
= -.Cost analysis of all lmp!emented recomm@ndat[ons
= Review of Finance Department policy and procedures manual to identify any policies and
procedures that should be updated given the current fraud risk assessment report.

Adjournment. The meeting adjourned at 7:25 pm.

Marcellino moved and Raymond seconded to adjourn. Motion passed unanimously.

Respectfully Submitted,
Amy Meriwether, Accounting Manager/Treasurer



Town of Mansfield
Department of Finance

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

Curt Vincente, Director of Parks & Recreation
Bate: June 13, 2016
Re: Parks & Recreation Subsidy Methodology

Ttem #2

To assist in your discussion regarding the method of calculating the Parks & Recreation program

subsidy, attached is the March 14, 2016 memo from Town Manager Hart. This memo includes
historical budget information as well a recommendation from management to establish Option 2
as the basis for the proposed General Fund support. Option 2 would provide an overall 25%
subsidy to all community service programs. This subsidy combined with the existing fee schedule
would begin to rebuild the fund balance reserve required for a sustainable parks and recreation
program.

Since staff initially presented this recommendation, councilors have expressed concemn that
management is seeking a “blank check” to help support community service programs. I wish to
assure the Town Council that this is not the case. Staff sees option 2 as a goal that Council may
modify in any given budget year, depending on available resources.

If the Cormamittee supports this recommendation, the following motion would be in order:

Move, effective June 13, 2016, to adopt the proposed Option 2 Parks & Recreation Funding
methodology with the understanding that the Town Council shall periodically review the
methodology and may adjust, in any given budget year, the General Fund contribution to the 260
Fund




P W
f~ro e Mg (4=
[ 'é%em #7

Town of Manstield
Agenda Hem Summary
To: Finance Commitiee ] -
From:  Malt Hart, Town Manager/% 5"”1/4//
CG: Maria Capriola, Assistant Town Manager; Curt Vincente, Director of
Parks and Recreation; Cherie Trahan, Director of Finance

Date: March 14, 2016 ,
Re:. Cost Recovery for Parks and Recreation (260) Fund

Subject Matter/Background

As discussed, the financial stability of the Parks and Recreation (260) Fund
remains a significant concern for a number of related reasons, particularly because
increases in cerfain more fixed expenditures (e.g. minimum wage, employee
health insurance) have oufpaced revenue growth and the fund remalns highly
dependent on user fees as its primaty revenue source.

fn ifs report dated August 27, 2007, staff did broach the concept of establishing
cost recovery guidelines and bolstering the General Fund contribution fo the 260
Fund (see Buillding a Susfainable Budget for the Mansfield Community
Center, Recreation Fund, and Parks and Recreation Departrment). However,
at that time the Council did not further pursue the concept of seiting appropriate
cost recovery levels for Parks and Recreation programming. At staff's
recommendation, the Finance Committee has now decided to revisit this topic.

All program services have significant and necessary indirect costs. The
Depariment has met the demand for its services by offering more programs at a
higher quality, resulting in a significant increase in the indirect cosis and
reallocation of staff resources. For example, significant adminisfrative {ime is
required for program supervision, employee supervision, compliance with health
and safety regulations, compliance with service industry standards, scheduling,
marketing, program development, and many other functions. Additionally, the
Departrent has taken on other significant initiatives such as adult education in
1986 and the opening of the Mansfield Community Center in 2003, Yet another
factor is the loss in Fee Waiver Program revehue. While the Town’s General Find
has experienced a savings due to recent reform of the Fee Waiver Program, these
savings have resulted in a loss over the last two years of $106,528 in revenue for
the Parks and Recreation Fund, further impacting the financial health of the 260
Fund,



The Parks and Recreation Department utilizes the attached guideline to establish
program fees and charges. The Department originally established its membership
fees based upon market data and has subsequently modified those fees over the
years based upon comparisons fo local competitors and budgetary needs. Most
fees to participate in Parks and Recreation activities are set using a standard
formula by adding the direct costs and indirect costs (typically an additional 35%
of direct costs) and dividing by the minimum number or participants needed to
recover costs. Soime programs, such as select fitness classes and swim lessons,
are priced at a higher rate that the market will bear.

The Parks and Recreation Department has been very successful in responding to
the Town’s needs and goals of enhancing the quality of life for Mansfield residents.
Operating a large array of quality programs has associated costs that continue to
grow on a yearly basis. Management has in many years been able o increase
fund balance in the 260 Fund. However, in recent fiscal years, rapid increases in
minimum wage, large increases in benefit costs and most recently the loss of
revenue due to the changes in the Fee Waiver program have caused concern that
the Fund cannot remain sustainable without additional support.

Parks and Recreation operating revenues and expenditures are accounted for in
the Parks and Recreation (260) Fund, showing a contribution from the General
Fund. The 260 Fund is financed primarily by user fees from memberships and
programs, which are mostly used fo fund the expenditures directly related to
Community Center operations and other activities (e.g. youth recreation programs,
adult education). The General Fund contribution to the 260 Fund primarily funds
the salaries and benefits for the positions that support the Department as a whole
and as it existed prior to the Community Center operation.

The General Fund contribution to the Parks and Recreation Fund has remained
minimal since the 260 Fund's inception in 1990. In FY 2004/05 the total
contribution was approximately 4.6% of the total General Fund (including Board of
Education and Region #19 commitments). At present, the General Fund
contribution to the 260 Fund represents only 2.9% of the total General Fund.
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[t is Important to note that cost recovery for Parks and Recreation services is
significantly higher than those in similar Connecticut towns. User fees account for
76.8% of the cost recovery for Mansfield Parks and Recreation. As indicated in the
table below, this figure is considerably higher than the majority of comparable
communities in Conneclicut.

Parks and Recreation Comparisom
Cost Recovery % Through User Fees
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*Farmington and Tolland have some General Fund expendifures, such as office
front-line staff and associated ‘benefits and operational costs, which are not
reported as support for their Parks and Recreation Department. Additionally, and
this is very important fo note, Mansfield and Ridgefield are the only fowns in
Connecticut that operafte extensive fitness and community cenfer operations and
both have high cost recovery figures because of that distinction.

Recommendation
Attached are (4) financial statements for the Parks and Recreation Fund —
Statement of Revenues and Expenditures with General Fund Contributions:

Actual as of June 30, 2015:

This statement reflects actual revenues (including the General Fund contribution)
and actual expenditures for FY 2014/15. The statement is broken down by
Adrninistration, Member Service Programs, and Community Service Programs.
Administration includes costs for salary and benefits for the Director of Parks and
Recreation (100%), the Assistant Director (30%), the Administrative Services
Specialist (100%), and the Natural Resources and Sustainability Coordinator
(67%). These costs are supported by the General Fund. In addition, the General
Fund contributes $132,000 towards Commuriity Service Programs. All direct and
indirect costs are ailocated to programs based on square footage of building use
and percentage of program costs fo total costs. The overall General Fund
contribution to the Parks and Recreation Fund is approximately 20% of the total
expenditures of the Fund.

Option 1 Funding:

The Option 1 funding scenario contemplates continuing the General Fund support
for administrative costs as it is today. {n addition, it proposes a 25% subsidy for
most community service programs, excluding Adult Programs, Trips and the Sport
& Specialty Camps, which would be set for full cost recovery.

Option 2 Funding:
The Option 2 funding scenario contemplates continuing the General Fund support

for administrative costs as it is today. In addition, it proposes a 25% subsidy for all
community service programs, :

Option 3 Funding:
The Option 3 statement is designed to reflect what the subsidy for each of the
community service programs would need to be in order for the programs to reflect

a balanced budget under the existing fee schiediile! it also contempiates corifiniiing

the General Fund suppart for administrative costs as if is today.

In all scenarios, the indirect costs are allocated based on a basic analysis of square
footage, percentage of tofal costs, percentage of pool usage, ete. These scenarios
are intended to provide a basic understanding of the true costs of our programs.
For this reason, management’s recommendation at this time is the Opftion 2




scenario as if provides the basic support needed o support the community service
programs in & more sustainable way. Providing an overall 25% subsidy to
Cammunity Service programs, with the existing fee schedule in place, would ailow
managemeni fo rebuild a fund balance reserve in the 260 Fund, which was
depleted last year due fo the loss in Fee Waiver revenue. Having a fund balance
resefve is crifical to maintaining the current programming and service levels that
the community currently enjoys. Management also recommends a petiodic review
of the level of funding to ensure that the fund balance remains at the desired level.
On that point, we specifically endorse a practice of maintaining a fund balance of
approximately 10%-12% of expenditures, a figure of $240,000 - $280,000 based
on current budgst.

Should the Councit wish to pursue selfing individual program fees for a specific
level of cost recovery, a detailed study similar to GreenPlay’s Pyramid
Methodology (see Appendix 5) would be warranted. Management estimates that
a sfudy in this depth would cost between $40,000 - $45,000.

Aftachments

1) General Fund Confribution Options
2) Cost Recovery Primer

3} GFOA Best Practices

4y Program Pricing Guidelines

5) Pyramid Methodology



Town of Mansfield
Parks & Recreation
Statement of Revenues and Expanditures with General Fund Centributions

Actual

June 39, 2015
Genaral
Fund Total Totat Netfncome  Subsidy
sseription Revenues Support Revenues Expenses {Expense}l  Percentage
Iminlstration s $ 325430 § 325430 § $ 325,430 § - 100%
ember Services:
tndirect Alloc @ 51.528% - _— - - -
Child Care 97,030 - 97,030 108,853 (11,923}
Fitness 624,214 - 624,214 608,972 15,242
Personal Training 194,587 - 154,687 136,063, 58,626
Member Swim (@& 30% Costs} 192,584 - 192,584 230,390 {37,306)
Member Events 12,349 - 12,349 14,773 {2,424}
b-total Member Services 1,120,864 - 1,120,864 1,089,150 21,714
ity Services:
Indirect Alloc @ 48.472% - - - - -
Aquatics 161,064 53,154 214,218 326,646 {112,428} 16%
Youth Programs 28,392 1,776 30,168 20,608 9,560 9%
Youth Afterschool 119,286 9,525 129,411 116,513 18,898 8%
Summer Challange 293 8,168 2,060 13,546 {4,486} 60%
Teen Center 357 27,163 27,518 25,083 2,427 108%
Youth Sports 28,655 4,053 33,708 47,025 {13,317} 9%
Oay Camp/Vacation Camp 181,874 18,759 210,634 217,648 {7,014) 9%
Sport & Spedalty Camg 39,165 4,042 43,207 46,897 {3,690) 9%
Trips 5,051 1,092 7,143 12,672 (5,529} 9%
Special Events 39,724 1,503 41,227 17,437 28,780 9%
Adult Programs 26,799 2,764 29,563 32,068 {2,505} 9%
b-total Commurnity Services 643,859 132,600 775,859 870,153 {94,295} 5%
Total Parks & Recreation $ 1,764,723 3 457,430 & 2222153 % § 2,294,734 % (72,581 20%

alysis Notes:

General Fund Administration Contribution - $325,430
a. Administrative Services Speclalist Salary and related costs - 100%
b, Director of Parks & Recreation Salary and refated costs - 100%
¢. Assistant Director of Parks & Recreation and related costs - 30%
d. Portion of Natural Resources & Sustainabitity Coordinator Salary -57%

Genaral Fund Program Contribution - $132,000
3. $75,000 - Aliocated Across Community Services Programs
b. §25,000 - Bi-Centennial Pond {Aquatics)

€. $25,000 - Teen Center

d. $7,000 - Summer Challenge Program

&locates all indirect ¢osts primarily based on square footage and/or use of the facifity
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Town of Manstield
Parks & Recreation
statement of Revenues and Expenditures with Ganaral Fund Contributions

Option T

Proposed FY16/17
General
Fund Total Total Net Income  Subsidy

Peseription Revenues Support Revenues Expenses {Expense)  Percentage
Administration $ 362,850 § 362,950 § $ 362,950 § - 100%
Menrnber Services:

Child Care 79,087 - 79,087 84,549 {5,567}

Fitness 685,090 - £85,080 678,584 5,506

Personal Tezining 187 435 - 187,435 124,501 52,935

Member Swim (@ 30% Costs) 214,124 - 214,124 258,983 (44,860)

- Member Events 14,774 - 14,774 17,869 {3,095

Sub-total Member Services 1,180,510 - - 1,180,510 1,165,587 14,923
Community Services:

Generat Fund Suppart 181,365 191,268 191,365 25%

Aquatics 163,430 - 163,430 350,742 {187,312}

Youth Programs 27,010 - 27,010 31,276 (4,266}

Youth Afterschool 145,610 - 145,510 98,441 47,164

Taen Center - - - 23,487 {23,437}

Youlh Sports 30,280 - 30,280 3?,680 {8,400}

Day Camp/Vacation Camp 200,720 - 200,720 211,496 {10,778)

Sport & Spedialty Camp 55,270 - 55,270 61,487 {6,217}

Trips 9,000 - 9,600 12,581 {3,581}

Special Events 36,330 . 36,330 12,388 24,942

Adult Programs 31,860 ~ 31,860 36,486 (4,626)
Sub-totel Community Sarvices 599,510 191,365 855,875 876,013 14,861

Totai Parks & Recreation 1,880,020 § 554,315 § 2,434,335 F § 2,404550 § 28,785 23%

Option 1 contemplates the existing administrative support covered by the General Fund along

with an overall 25% subsidy for community service programs, excluding adult programs, frips and Sport &

Speciaity Camps, which would be set for full cost recovery.
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Town of Mansfield
Parks & Racreation
$tatemaent of Revenues and Expenditures with General Fund Contributions

Option 2

Proposed FY16/17 '
General
Fund Total Total MNeat lncome Subsidy

seription Revenues Support Revenues Expanses (Expense)  Percentage
winistration s 362,950 § 362950 f & 362,950 S N 100%
mber Services: .

Chitd Care 79,687 - 79,087 84,649 (5,562)

Fitness 885,020 - 685,000 675,584 5,508

Personal Training 187,435 - 187,435 124,501 62,935

Member Swim (@ 30% Costs) 214,124 - 214,124 258,583 (44,860)

Mamber Events 14,774 - 14,774 17,869 {2,095)
+total Member Services 1,180,510 - 1,180,510 1,165,587 14,923
nrunity Services:

General Fund Support 219,003 219,003 215,003 25%

Aquatics 163,430 - 163,430 350,742 {187,312}

Youth Programs 27,010 - 27,010 31,276 {4,266}

Youth Afterschool 145,610 - 145,610 98,441 47,163

Teen Center - - . 23,437 {23,437}

Youth Sports ) 30,280 - 30,280 38,580 {8,400}

Day Camp/Vacation Camp 200,720 “ 200,720 211,496 {10,776}

Sport & Spedalty Camp . 55,270 - 55,570 61,487 {6,217}

Teips 9,000 . 3,000 12,581 (3,581)

Special Events 36,330 - 26,330 11,388 24,942

Adult Programs 31,860 - 31,860 36,486 {4,626)
~total Community Services 589,510 219,003 518,513 876,013 . 42,500¢

Totat Parks & Recreation 1,880,020 § 531,953 4 2,461,973 § $ 2,404,550 § 57,423 24%

2 conternplates the existing administrative support covered by the General Eund along

b an overall 25% subsidy for community service

~12-




Town of Mansfield
Parks & Recreztion

Statement of Revenues and Expenditures with General Fund Contributions

Cotion 3

Proposed FY16/17
General
Fund Total Total Net Income Subsidy
Description Revenues Support Revenues Expenses [Expense}  Percentage
Administration ¢ $ 362,950 ¢ 3B2,95G % § 362,850 § - 100%
Member Services:
Child Care 75,087 - 78,087 84,649 (5,562}
Fitness 85,080 - 585,090 679,584 5,506
Personal Training 157,435 - 187,435 124,501 62,835
Member Swirn {@ 390% Costs) 214,124 - 214,124 258,983 {44,860}
Mamber Events 14,774 - 14,774 17,869 {3,095}
Sub-total Member Services 1,180,510 - 1,186,510 1,165,587 14,923
Community Services:
Aguatics 163,430 189,401 352,831 350,742 2,089 54%
Youth Programs 27,018 4,379 31,389 31,276 113 14%
Youth Afterschool 145,610 - 145,610 98,444 47,169 0%
Teen Center - 23,437 23,437 23,437 - 100%
Youth Sports 30,280 8,510 38,790 38,680 110 22%
Day Camp/Vacation Camp 200,720 10,575 211,295 211,456 {201} 5%
Sport & Specialty Camp 55,270 5,149 61,412 61,487 (69} 10%
Trips 4,000 3,523 12,523 12,581 (59) 28%
Special Events 36,330 - 36,330 11,388 24,542 G%
Adult Programs 31,850 4,743 36,603 35,486 117 13%
Sub-total Community Services 699,510 250,715 956,225 876,013 74,212
Total Parks & Recreation $ 1,880,020 $ 613,665 $ 2493685 % S 2404550 % 89,135 26%

Option 2 contemplates the existing administrative support covered by the General fund along
with the subsidy required to cover direct and indirect program costs, with the existing fee

structure,
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Chapter 76. Purchasing

[HISTORY: Adopted by the Town Coundil of the Town of Mansfield 6.22-2009, effective 7-22-
2009.[1] Amendmenis noled where applicable.}

GENERAL REFERENCES
Administrative departments — See Ch, 2.
Code of Ethics -— See Ch. 25.

Disposal of property - See Ch. 73.
Reserve Fund — See Ch. 85.

{1] Editor's Note: This ordinance also superseded former Ch. 76, Purchasing, adopted 5-29-
1990.

§ 76-1. Title.

This chapter shall be known and may be cited as "The Ordinance for Obtaining Goods anrd
Services."

' § 76-2. Legislative authority.
This chapter is enacted pursuant to the provisions of Town Charter § C508B(1)(c).
§ 76-3. Purpose; applicability; environmental considerations,

A. The purpose of this chapter is to provide a set of procedures designed to obfain the best
possible value for the necessary goods and services purchased by the Town of
Mansfield, in accordance with Article V, § C506, of the Town Charter, The Town Council
has determined that competitive bidding in some instances may be against the best
interest of the Town. The Council, therefore, invokes its powers under Article V, §
C506B(1){c), of the Town Charter to establish this chapter designed to betier ensure
receipt by the Town of the best possible value for necessary goods and services by
taking advantage of ali prudent purchasing methods and opportunities available in the
marketplace, including the open competitive bidding process, and delegates authority to
implement these procedures to the Purchasing Agent. These procedures are further
designed to provide for the fair and equitable treatment of all persons involved in public
purchasing by the Town of Mansfield.

-t fe
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B. This chapter shalt apply o the purchase of all supplies, materials, equipment and other
commodities and confractual services and construction (hereafter referred to as
"oroducis and services") required by any department, agency, toard or commission of

the Town, hrespective of the source of funds} except the purchase of specialized goods ... { Commaented [CT1]: Important —need to stress in the P &

and contractual services for the purpose of instruction by the Board of Education. The p :

Mansfield Board of Education and the Region 19 Board of Education shall be

encouraged to adept purchasing regulations similar to the provisions of this chapter. 3 ‘| Commented [CT2]: While we are including this in the

Nothing herein contained shall be construed fo prevent the Director of Finance from shared Services Agreement, should leave this in in the event
serving, to the extent requested, as the Purchasirig Agent for all requirements of the they do not make use of our services. Alternately, restate

B . to say that they “wili" i we are providing financial
Board(s) of Education. . .

mansgement services,

C. in order to increase the development and awareness of environmentally sound products
and services, the Town of Mansfield wilt ensure that all possible and feasibie
specifications are reviewed for consideration of envirenmental impacts. Consideration
will be given fo those products that, from a life cycle perspective, adversely affect the
envirorment in the least possible way. This means that the Town of Mansfield will make
a reasonable and responsible effort to choose product and services that.

1) Are produced in an environmentally respensible mannar.
2) Are distributed in an environrﬁenially responsible manner.

3) Cause the Ieast‘.possible.dar'nage to the environment.

4} Can be removed in an environmentally responsible manneri_ Commented [CT3]: This section was added based on

Council Committes recofnmendation a' couple of years ago!

§ 76-4. Solicitation and award procedures.

A. As provided in the Town. Charter, the Director of Finance shali serve as the Purchasing
Agent for the Town, and shall be responsible for the procurement of all products and
services for the Town. Subject to the fimitations set forth in the Charter and in § 76-3B of
this chapter, the Purchasing Agent shall have the authority to approve all confract
specifications, prascribe the mathod of source selection to be ulifized in the procurement
of alt products or services, award ail contracts for products and services based on a
determination of the bidder who offers the best value to the Town, and shail have the
authority necessary to enforce the purchasing provisions of the Charter and these rutes.
In addition, the Purchasing Agent shall have the following specific dufies:

1} Yo inspect all supplies, material and equipmant ordered by and delivered fo the
Town to ensure compliance with specifications and conditions affecting the purchase
thereof, or delegate the inspection thereof to such Town employees as are
authorized {o purchase said supplies, materials or equipment in accordance with
Subsection B of this section.

- 5....



2) To procure and award contracts for, o supervise the procurement of, alf products
and services needed by the Town, and fo maintain custedy and care of all contracts
for goods and contractual services to which the Town isaparty|

3) [To transfer between offices or sell, frade, or otherwise dispose of surplus supplies,
materials, or equipment belonging to the L

4y ITo prepare, issus, revise, and maintain alf bid specifications and o establish and
maintain programs for specification development, and the inspection, testing, and
aceeptance of products and services |

8) To prepare and adopt operétionm procedures governing the procurernent functions
of the Town.

6) To have the discration and authority for cause to disqualify vendars and to declare
them to be xrresponsmle bidders and to remove them from recelving any business
from the Town. .

7 ITo cancel, in whole or in par, an invitation to bid, a request for proposats., or any
other solicitation, or to reject, in whele or in pait, any and all bids or proposals when
to do so s in the best interests of the Town, L.

"""""""" {Commented [CT4]: Good practice — write into P& P }

Commented [CT5]: Good practice —write into P & P to
ensure that all entities request authorization. Threshold?

.......... { Commented [CTo}: Good practice ~cusrently wrmng ’

procedures and forms and include in P & P

,,,,, . Commenfed [CT73: This would typically come as a

8) To require, when necessary, bid deposits, performance bonds, insurance cerificates,
and labor and material bonds or other snmllar instruments or security which protect
* the interasts of the Town,

9} To procure for the Town alt federal and state tax exemiptions to whict it is entitied.

10) To ensure that the Town is exempt from state fair trade laws as pmwded by the
Conneclicul General Statutes.

11)To join with other uaits of government and with private sector organizations in
cooperative purchasing plans when the best interests of the Town would be served: |

. Pelegation to other Town officials. With the written approval of the Town Manager, the
Purchasing Agent may delegate any portion of the autherity to purchase certain products
and services to other Town employees, if such delegation is deemed necessary and
appro;:raaie for the effective and efficient operation of Town government and for the
procurement of those items. The Purchasing Agent, with the written approval of the
Town Manager, may revoke such delegation at any time. The person to whom such
authority is delegated shall be responsible for complying with the requirements of the
Charter, this chapter and any rules or regulations which may exlst ze[atmg to the
exgcution of the procurement progess |
. Methods of source selectlon In accordance W|th Arhcle V of the Town Charier unless
otherwise prescribed by law, the Purchasing Agent shall take advantage of all prudent
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reguest froma dept head to do so; | would review request
and if deemed appropsiate do se and prowde written
notification to the bidder. Writa iito P& P

......... | Commented [CTBI Typicalty Include State contracts, CCM
2:CRCOG and other professlonal organization procurement
Services.

......... Commented [CT¥9]: Kave not needed to do this, but
-should be included,




purchasing methods and opportunities available in the marketplace. This includes, but is

not limited to, such methods as competitive sealed bids, competifive sealed proposals,

competitive negotiation, sole-source procurament, smafl purchase procedures, credit

card procedures, bulk ordering, emergency purchases, muiti-step bidding, Internet

purchasing, use of cooperative purchasing plans and pubfic auctions. In deciding which

method to utilize, the Purchasing Agent may take inte consideration }he following factofs:] ,,,,,,,,,, -{ Commented CT10}: These are all important and should
femain.

1) How to obfain the best value for the commodity.

2) Whether or not to utilize a fixed-price or fixed-service contract under the
circumstances.

3) Whether guality, avaiability, of capability is overriding in relation to price,

4) Whether the initial installation needs to be evaluated together with subsequent
maintenance and service capabifities and what priority should be given to these
raquirements,

5) What benefits are derived from product or service compatibiiity and standardization
and what priority should be given these requirements:

8) Whether the marketplace wilt respond befter to a soficitation permitting not only a
range of alternative proposals, but evaluation, discussion, and negotiation of them
hefore making the award.

7) What is practicable and advantageous to the Town.

8) The availability of vendors.

8) The efficiency of the process.

10) The fair and equitable treatment of petential participants, -

11) The degree to which specifications can be made clear and complete.

12) The timeliness of the process to the needs of the Town.

. Award of contract. Contracts shali be awarded, by the Purchasing Agent to the vendor
who offers the best vaiue to the Town. [The Finance Committee shall bgamz_aygj_\_f.i_'@_ge_q_;,r}..t_ij}_f?____'”___,..,--~-{ Commented [ETL1]: Add “and signed by” and write this ’

next quarterly financial report, of sooner when appropriate, when the Purchasing Agent intoP &P

awards 2 contract for goods or services {but not professional services as defined in

Subsection 1) other than by compelitive sealed bid in accordance with-Article V, §

CB0BB(1)(c), of the Town Charter, Best value shall be determined by consideration of

some or all of the following factors as deemed appropriate by the Purchasing Agent|

consuming.- Increase threshold to $10K? Need to weite the

| Commented [CTE2]: Since threshold is $7500 this is time
reporting requirementinto P& P
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2)

3

4)

5)

6)

7)

8)

9

The quality, availability, adaptability, and efficiency of use of the products and service
to the particuiar use required.

The degree to which the provided products and services meet the specified neads of
the Town, including consideration, when appropriate, of the compatibility with and
gase of integration with existing products, services or systems.

The number, scope, and significance of conditions or exceptions attached or
contained in the bid and the terms of warranties, guarantees, return policies, and
insurance provisions.

Whether the vendor can su'ppiy the product or service promptly, or within the
specified time, without delay or additional conditions.

The competitiveness and reasonableness of the total cost or price, including
consideration of the fotal life-cycle cost and any opefatlonai costs that are incurred if
accepted.

A cost analysis or a price analysis including the specific elements of costs, the
appropriate verification of cost or pricing data, the necessity of certain costs, the
reasonableness of amounts estimated for the necessary costs, the reasonsbieness
of allowances for contingencies, the basis used fof allocation of indirect costs; and -
the app:opnateness of alfccations of pamcu!ar mdsrect costs to the proposed
contract.

A price analysis invoiving an evaluation of prices for the same or similar products or
services. Price analysis criteria include, but aré not limited to; price submissions of
prospective vendors in the current praocurement, prior price guotations and contract
prices charged by the vendor, prices published in catalogs or price fists, prices
available on the open market, and in-house estimates of cost.

Whether or not the vendor 6ah supply the product or perform the service at the price.
offered.

The ability, capacity, experience, skill, and judgment of the vendor to perform the
contract,

10) The reputation, character and integrity of the vendor.

11) The qualily of performance on previcus contracts or services to the Town or others.

12) The previous and existing compliance by the vendor with laws and ordinances or

previous performance relating to the contract or service, or on other confracks with
‘the Town or other entities.

.......‘E8....




ci

. Bola-source procurement and brand name specification.)

13) The sufficiency, stability, and future solvency of the financial resources of the vendor.

14) The ability of the vender to provide future maintenance and service for the use of the
products or services subject {o the contract.

. Common specifications and standards.

1) In accordance with this chapter, all of the Town's depariments, agencies, boards and
commissions shalt work together with the Purchasing Agent to identify common
needs and establish standard specifications for the purchase of goods and
contractual services which are commoniy used by more than one department,
dagency, board, or commission, :

2y [the Purchasing Agent shall be responsible for identifying gobds and contractual
services comman to the needs of the Town, School Depariment and their boards and
cormmissions and for preparing and utilizing standard written specifications submitted
for such goods and contractual services. fter adoption, eachi standard specification ..
“shall, until revised or rescinded, apply in terms and effect to every purchase and
contract for said goods or contractual service. The Town Manager may exempt any
.using agency of the Town from the use of the goods or contractual services in such
standard specification if, in hisfher judgment, it is in the best interest of the Town to
s0 do.

1} 1tis the policy of the Town to encourage fair and practicable competition consistent
with obtaining the best possible value for the necessary pioducts and services
required by the Town. Since the use of soie-source procurement or & brand name
specification is restrictive, it may be used only when the Puschasing Agent makes a
written determination that thers is only one practical source for the required product
or service or that only the identified brand name item or tems wilt satisfy the Town's
needs and the Town Manager concurs with such finding. A requirement for a
particular brand name does not justify sole-source procurement if there is more than
one potential vendor for that product or service.

2) Any request by a using agency that procurement be restiicied to one potential
contractor or be limited to a specific brand name shall be accempanied by an
explanation as to why no other will be suitable or acceptable to meet the need.

3) A record of all sole-source procurements and brand name specifications shall be
maintainad. Sole-source records shall fist each contracior's name; the amount and

-1 QG

-1 Commaented [CT13]: Finance has typically coordinated
this for office supplies; {acilities has done for items they
purchase for multiple agencies. Other Hems like energy, etc
1 cpordinate for agencies we support. Should codify this wili
be tone for alt agencies we support. ’

*| Commented [CTL4]: Rarely used. Typically only if we are
trying to standardize ftems/equipment.




type of each contract; a listing of the products or services procured under each
contract; and the effective dates of the contract. Brand name records shal! ist the
brand name specification used, the number of suppliers solicited, the identity of
these suppliers, the supplier awarded the confract, and the contract price. El’he Town
Council Finance Commitiee shall be advised, in the next quarterly financial report, or
sooner when appropriate, when the Purchasing Agent and the Town Manager have
made a determination of brand name or sole-source selection.|

G. Alf purchases made and contracts executed by the Purchasing Agent shall be pursuant

to a written or electronic purchase order from the head of the office, department or
agency whose appropriation will be charged, and no confract or order shall be issued to
any vendor unless and until the Director of Finance certifies that there is to the credit of
such office, department or agency a sufficient unencumbered appropriation balanca to
pay for the supplies, materials, equipment or contractual services for which the contracs
or order [s to be issued. This requirement may be deferred in the event that an
emergency situalion requires prompt action by the Purchasing Agent. This subisection
will not prevent the use of open purchase orders or the use of a purchasing card
program designed o consolidate many smafl transactions onfo a singte monthly i mvmce

. -fThe responsible head of each department, ofﬁce, institution, board, commission, agency
. orinstrumentatity of the Town shall certify, in writing, to the PUrchasmg Agerit the hames
of such officers or employees who shall be exclusively authorized to sign purchase
orders for such respective department, office, ingtitution, board, commission, agency or
mstruman!al:ty, and all requests for purchases shall be void ynless execyted by such
certified ofﬁcefs' or e‘mpldyees ahd approved by the Purchasing Agent ]

[Commented TCT15]: Write reporting requirement into P
&P

authonzed to ap;:mve/sngn purchase orders .restate this

Cominented [ETlG] Cﬁrrently only Dept, Head
sectlon

|

services, including Iegal services, shall be obtained in accordance with the following
Quidelines; with the exception of the Town Attorney who shall be chosen in accordance:
with Article I, § C305, of the Town Charter. The Town Marager shall execuie an
agreement for professional services with the appointed Town‘ Attorney.

all requests for professional services [except as described i in Subsection K3} below]
in excess of $10,000{ The RFP or RFQ shall be written in such a manner as fo

describe the requirement to be met, without having the effect of excius ely requiring
a proprietary product or service, or procurement from a sole source, unless approved
in accordance with the requirements of this section,

2) WWhen the scope of work Is less precisel the preferred method of obtaining

professional services shall be through the use of competitive negotiation. The
process used for the solicitation of proposals shall assure that a reasonable and
representative number of vendors are given an opportunity to compete, The Town
Manager may mit the number of qualified vendors considered and may approve
solicitation by invitation or public notice.

3} 1n accordance with Article 1}, § C305C, of the Town Charter, the Town Manager, with
the approval of the Town Council, may obtain special legal services other than the
Town Attorney. In oblaining those services, the Town Manager may censider, in

._..20._

(_Icmmented {CTI?]: Clearly identify this as a separats
section. Mave definition fo the beginning of the section.

|

Commented [CTL8)]: Add the abifity to use firms zither
with State contract or pre-qualified through CCM, CRCOG or
other municipal support agency. This ensures firms have
equal ppportunity and have haen fully vetted,

[ Commehtedl[CTigi: Increase threshold to $25,000

}
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addition to hourly rate, the reputation, character and integrity of the firm, the quality
of performancea on previous confracts and services to the Town, the ability of the firm
fo provide these services over an extended pericd, and the ability, capacity,
experience, skill and judgment of the attorneys performing the service,

4) The award of a professionat services contract shall be done in a manner designed £o
obtaln the best possible value to the Town and with consideration of the factors listed
in Subsection D of this section, titled "Award of contract.”

5) Professional services defined. ‘

a. Professional services are definedas{ . . ]| Commented [CT21]: Move tobeginning of section |

i Work requiring knowledge of an advanced type in a field of study and which
frequently requires special credentlaling, certification or ficensure. Such areas
include but are not limited to engineers, architects, appraisers, medical
service providers, consultants, actuaries, banking services, and legal; or

fi.  Woeork that is ofiginat and creative in character in a recognized fleld or artistic
endeavor of requires special abilities and depends primarily oh a person's
invention, imagination, or creative talent. Such fields or artistic endeavors
inciude but are not limited to the following: health and filiness, culiural arts,
crafts, ice skating, and speciaity area instructors; and

i,  Work that requires consistent exercise of independent discretion and
judgment to perform according to a provider's own methods and without
being subject to the control of the Town except as to the result of the work.

b. Professional service providers shall not be dependent on the Town as their sole
client, and riust be clearly considered an independent contractor as opposed to
an employee as defined by state and federal faws, regulations, and court
decisions,

6) Dn behalf of the Town, the Town Manager shalt have the authority and responsnbtlliy
to execute professional service contracts in excess of $10,000. | _l

contracts under the threshold te be signed by Purchasing

Commented [CT22]: increase to $25,0007 Identify
Agent

invoice schedule, All contracts for goods, contractual services and professional services
to which the Town is a party shall include a provision requiring the vendor or contractor
to invoice the Town in & tlmely manner, pursuant {o a schedule established by the
Purchasing Agent.

. Custody of contracts, Ali confracts for goods, contractual services and professional

services 1o which the Town is a party shall be kept in the office of the Purchasing Agent} -+ Commented [CT23]: Assuming all edntracts signed by
and shall be under the care and cusiody of the Purchasing Agent unless the Purchasing Purchasing Agent, this isn’t a problem and is good practice.
Agent has delegated the authority to fake custody of such a contract to another Town
official in accordance with Subsection B of this section. All other contracts to which the
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Town is a party or to which any officer or board, bureau or commission of the Town,
acting in behalf of the Town, is a party shall be Kept on file in the Town Clerk’s office and
shall be under the care and custody of the Town Clerk. When any officer, board, bureau
or commission of said Town shall require any original contract in which the Town is
interested, as aforesaid, the contract shall not be taken from the Town Clark's or
Purchasing Agent's office until such officer, board, bureau or commission has given a
receipt therefor, and a copy of such contract shalt be filed with the Town Clerk or
Purchasing Agent as scon as the same can be made. The above provisions shalf not
apply when any such contract is needed for temporary use in the Town building and is
returned on the same day that it is taken.
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Town of Mansfield
Department of Finance

oz Finance Committee
Frowm: Cherie Trahan, Director
L Matt Hart, Town Manager

Allen Corson, Director of Facilities Management
John Carrington, Director of Public Works .
i Brian LaVoie.,‘Public Works Operations M@nager
Dates June 6, 2016 | |

Res Proposed Street Light Purchase and Upgrade

In 2014 the Cozmécﬁéut Conference of Municipalities (CCM) issued a request for proposals to

pre-qualify a group of service providers to assist its member towns and cities in reducing

streetlight costs  through the purchase of streétlight systems from the utility (Eversource),
retrofitting those systems to LED technology, and if 1equested to maintain those streetlights.
CCM prequalified 3 companies to pzowde thls service — Tanko Lighting, SolLux/Real Term
Energy and ESCO Energy. :

Tanko Lighting pautneled with Gzaybar to help cities and towns in Connechout acquire and

update their street lights to LED, including Glastonbury, Vernon, Beérlin, New London, Rocky

Hill, East Lyme, Wolcott; West Hartford, and Montville. This past winter, Allen Corson, John
Carrington, Brian Lane and [ met representatives from Tanko and Glaybeu to discuss their
program and review their qualifications. We found that they had more Connecticut installations
then the other 2 firms and had good references. Allen had already requested and received a street
light inventory from Eversource which saved a significant amount of time. Tanko took this
mformation to prepare a proposal for us.

Under a contract for “Turn-Key LED Street Light Project” Tanke wili:

1. Complete a comprehensive street lighting audit (using a Geographic Information System
or GIS) to collect data on the existing inventory, and to provide a Weekly Audit Report to
the Town identifying any immediate safety or other concerns;

2. Conduct a thorough and detailed investigation of the Town’s records including utility
billing records and maps. Reconcile this data to the GIS audit to confirm ownership,
eligibility for rebates and billing accuracy;

A
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Purchase and assemble all lighting materials;

4. Provide all logistical management and installation coordination (ordering schedules,
waste disposal procedures, traffic control, etc);

5. Provide final testing and inspections;

6. Coordinate all rebate applications and necessary tariff changes with the utility for the
newly-installed LED fixture rates;

7. Provide all final reporting documentation.

The total cost of the retrofit project is $245,592 after the rebate incentive of $34,706. The simple
payback based on energy savings would be just over 5 years. The table below as provided by
Tanko illustrates not only the cost savmgs but the energy savings as well.

: Ex1st1ng New : Saviilgs '
Annual KWh | (58,526 T e | 115,685
Annual Boergy Cost | $755,536 | $7327| $48200
Anmual Maintenance | $0|  $2851| (#2850
“Annual CO2 ‘ $3,068 TTTTTmaas | 6ogls
Emissions (Ibs) ‘ © -

"Under 2 contract fe)r “FTown-wide Street Light Mamtenance Servu:es” Tanko will provide .

Pre- and Post-LED conversion mamtenance services mcludmef
1. Prowde Online and Call Center Repair Request systems
2. Provide routine repair services and emergenoy repair services;
3. ‘Handle warranty claims; ‘ ‘
4. Plovxde traffic control, materials management and reportmg

Post-LED conversion services will be provided at a cost of $1.00/fixture/month. Repairs and
replacéments will be invoiced to the town based on time and materialg as detailed in the contract.

After careful review, our committee recommends moving forward on this project with Tanko

Lighting. With a 5 year cost payback and an annual CO2 emissions savings of over 60,000 1bs
or 70% we believe this is a good investment.

We have two funding options for this project:

1. Pay for this investment with the Energy Management account in the Management
Services Fund (MSF). The projected balance in the Energy Management account at June
30, 2016 is approximately $800,000. Following the budgeted $250,000 support for the
Vinton boiler replacement project, $550,000 is available for energy projects. While this
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funding scenario overall has the lowest cost, it is quite likely that more energy efficient
projects will be proposed following the Facilities® Study which will also need funding.

2. Alternately, Tanko could provide financing at 2.5% for a 7 year term. In this scenario,
the anmual payments would almost completely be offset by energy savings and more
significant annual savings would begin in year 8. While this payment option does incur
additional costs, the interest rate is quite low.

Attached are the projected 20 year savings calculations under both scenarios.

This project was only in the early stages of discussion when the FY 2016/17 budget was
presented to the Town Council, therefore we are reviewing this project with the Finance
Commmittee for your concurrence. The MSF is not a fund that the Council needs to formally
adopt, however this project is significant and therefore should be reviewed with the Finance
Committee.  If the Finance Commiitee wishes to hold off on this project for the next budget
cycle, the current pricing from Eversource would not hold and would most likely increase as
more communities purchase their streetlights. .In addition, this would delay the cost and
emissions savings we will derive from switching to LED lights. ‘

B
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20 Year Savings

Existing Energy +
Maint, Costs

455,536
$56,001
$56,652
$57,219
$57,791
$58,369
$58,952
$59,542
460,137
$60,739
$61,346
$61,960
462,579
$63,205
463,837
$54,475
465,120
$65,771
$66,429
$67,093

$1,222,844

New Energy +
Maint, Costs

410,178
$10,564
$11,038
$11,202
$11,277
$11,353
$11,519
$11,597
$11,676
$11,844
512,584
$12,691
$12,889
$13,001
$13,114
$18,318
$13,435
$13,554
413,765
$13,888

5244,887

TankolLighting

viww tankolighting.com | 1000 Quesada Ave | San l'-ranciscm,_(_?_ﬁz’-)ﬁ}_g_fi { P415.254.7578 | F415.822.3626

30
30
50
$0

50,

S0
50
$0
%0
40
50
%0
40
40
s0
$0
40
40

‘50

S0
40

Rehate Incentive

$34,706

$0
S0

$0

40
40
$0
$0
50
50

0

SG
S0
30
50
50
$0
50
$0
56

534,706

K e_au;was YN u.,rﬂg*}br\'*‘ qﬂ@’]t/"‘@""%— &

Total Costs & Savings

New Costs (Incl,
Loan + Rekate)
-$24,528

510,564
$11,088
$11,202
$11,277
411,353
$11,519
$11,597
$11,676
$11,344
512,584
$12,691
412,889
$13,001
$13,114
$13,318
$13,435
$13,354
$13,765
513,888

$210,181

290295

Savings

$80,064
$45,127
$45,614
$46,007
$46,514
$47,015
$47,433
547,945
$48,462
$48,894
$48,762
$49,268
$49,590
450,204
$50,723
851,158
$51,685
§52,217
$52,664
$53,205

$1,012,663




20 Year Savings

Existing Energy. +

vear Maint. Costs
1 $55,536
2 $56,091
3 $56,652
4 $57,219
5 $57,791
6 $58,366
7 $58,952
8 $59,542
9 $60,137
10 $60,739
11 $61,346
12 $61,960
13 $62,579
14 $63,205
15 $63,837
.18 $64,475
17 $65,120
18 485,771
19 466,428
20 467,093
Totai: $1,222,844

A ‘:mﬁqﬁ_r-fﬁ“:j' G@a"‘r

New Energy +
Maint. Costs
$10,178
410,964
$11,038
$11,202
$11,277
$11,353
411,519
$11,597
$11,676
$11,844
$12,584
512,891
$12,889
$13,001
$13,114
$13,318
$13,435
$13,554
$13,76%
$13,888
$244,887

Annual Loan

Rebate Incentive

Payment
$43,650
$43,680
$43,650
$43,650
$43,690
$43,690
543,690

$0
50
$0
SG
50
40
40
$0
S0
S0
$0
40
S0
$305,830

s 532

£34,706
50
50
$0
50
50
$0
30
S0
50
30
S0
S0
50
S0
50
50
$0
50
50
$34,706

Total Costs & Savings

New Costs {incl.
Loan + Rebate)
419,162
$54,654
554,728
$54,892
$54,967
555,043
455,209
$11,597
$11,676
$11,844
$12,584
$12,691
$12,889
$13,001
$13,114
412,318
$13,435
413,554
413,765
513,888
$516,011

| San E’ranci_scz,-?"&édl% P P415.284.7579 | FA15.822.8626

Savings

436,374
41,437
$1,924
$2,327
$2,824
$3,325
$3,743

£47,945

448,462

$48,894

$48,762
$49,268
$49,690
$50,204
50,723
$51,158
$51,5685
$52,217
$52,664
$53,205
$706,833
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FINANCIAL MANAGEMENT GOALS
PREFACE

The Fiscal Performance Goals adopted by the Town Council on March 9, 1987, as amendad November 25,
1996, represent an effort to establish written policies for guiding the Town’s financial management practices.
These goals are not intended in any way fo limit the authority of the Council to act, but rather to form a
framework within which to make financial decisions and to monitor financial activity in a consistent manner. The
adoption of these goals will not restrict the Town Council’s ability and responsibility to respond to emergency or
service delivery needs above or beyond the suggested limitations herein established.

FINANCIAL REPORTING PERFORMANCE GOALS

e A policy of full and open disclosure of all financial activity will be adhered to.

+ Records will be maintained on a basis consistent with accepted government accounting standards.

« The Director of Finance will prepare monthly, quarterly and annual fi nanmat reports, presenting a summary

_ of financial activity by major types of funds and programs.

» The Comprehensive Annual Financial Report will be prepared in conformity with accounting principles
generally accepted in the United States of America and governmental financial reporting practices.

» An independent public accounting firm will be employed to perform an annual audit of all funds, authorities,
agencies and grant programs, and the annual audited report will be made available to the general public,
bond and financial consultants, and other interested citizens and organizations. The audit will be completed
and submitted to the Town Council within one hundred fifty (150) days of the close of the Town’s fiscal year.

RESERVE PERFORMANCE GOALS
» A contingency account will be established annually in the operating budget to:
a. provide for settlement of pending labor contract negotiations;
b. provide for temporary funding of unforeseen needs of an emergency or nonrecurring nature;
c. permit orderly budgetary adjustments when revenues are lost through the action of other governmental
hodies;
d. provide the local match for public or private grants; and
e. meet unexpected small increases in service delivery costs.

s The contingency account will be budgeted at a level sufficient to provide for settlement of pending Jabor
contract negotiations plus an amount not to exceed one percent of the proposed Town budget. The Town's
budget will be amended at the time such contingency funds are committed. The contingency account will be
separate from the carryover fund balance,

CAPITAL MPROVEMENTS PERFORMANCE GOALS

»  Capital improvemenis will be based on long-range projected needs rather than on immediate needs, in
order to minimize future maintenance, replacement and capital costs.

= All capital improvements should be made in accordance with the Town's five-year capital improvements
program. The capital improvements program shall be revised annually.

= The development of the capital improvements program will be coordinated with the operating budget in
order to maintain a reasonably stable total tax fevy.

« Before submission to the Town Council, the Town Manager will identify the estimated cost and potential
funding sources for each capital project proposed. Future operating costs associated with a proposed
capital improvement will be estimated before a decision is made to implement a project.

» Federal, State and other intergovernmental and private funding sources will be scught out and used as
available {o assist in financing capital improvements.
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INVESTMENT PERFORMANGE GOALS

&

A cash fiow analysis of all funds will be developed on a regular basls. Collections, deposits and
disbursements of all funds will be scheduled in a way as to ensure maximum cash availability.

Where permitted by law, cash from separate funds and sources will be pooled to maximize investment
yields. Interest will be credited to the General Fund except where prohibited by law or where the source of
the cash is from an individual or eorporation to ensure performance. Interest will be credited fo the Capital
and Nonrecurring Expenditure Fund (CNR) on cash held in the CNR Fund and the Capital Fund. The
interest income wili be used for future capital projects or debt service.

Investment policy will be consistent with State law and will provide for security of principal, as well as
needed liquidity. :

DEBT PERFORMANCE GOALS

-]

Long-term debt will be limited to those capital improvements that should not be financed from current
revenues,

The maturity date for any debt will not exceed the reasonably expected useful tife of the project so financed.
The total direct general obligation debt will nof exceed three percent (3%) of the fuil assessment value of
taxable property.

As a means of further minimizing the impact of debt abligations of the taxpayers:

a. long-term net debt will not exceed $500 per capita; and

b. thesé limitations will not apply-to any debt incurred for emergency purposes.

The issuance of bond, fax and revenue anticipation notes wili be avoided.

Special assessments, revenue bonds and/or any other available self-liquidating debt measures will be used
instead of general obligation bonds where and when possible and applicable.

An official statement will be prepared to be used in connection with all sales of bonds and notes.

Good relations will be maintained with financial and bond rating agencies, and a policy of full and open
disclosure on every financial report and bond prospectus will be followed.

OPERATING EXPENDITURES PERFORMANCE GOALS

[
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The Townh Manager will propose and the Town Council will adopt and maintain a balanced budget in which
expenditures will not be allowed to exceed reasonable estimated resources and revenues.

All current operaiion and maintenance expenses will be paid from the current revenue sources.

The operating budget will provide for the adequate maintenance of capital assets and equipment.

The budget will provide for adequate funding of all employee bensfit programs and retirement systems.

A budgetary control system will be maintained fo enable adherence to the adopted budget. This will include
a record keeping system to be adhered to by all programs and activities receiving annual Town Council
appropriations. _

A system of regular monthly fiscal reports comparing actual revenues and expenditures to budgeted
amounts will be prepared and maintained.

An effective risk management program to minimize loss and reduce costs will be developed and
implemented. The Town Manager will ensure that adequate insurance programs are in place, including
unemployment and workers’ compensation insurance.

Delivery of services by other public and private organizations wilt be encouraged whenever and wherever
greater efficiency and effectiveness can be expected. Technology and productivity advancements that will
help reduce or avoid increasing personnel costs as a proportion of the total budget, that use available
resources more productively and creatively, and that avoid duplication of effort and resources will be
utilized.

A Reserve Fund for Capital and Nonrecurring Expenditures will be maintained and will be adequately
funded each year by a transfer from the General Fund Budget and by unanticipated one time revenues.
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REVENUE PERFORMANCE GOALS

s Adiversified and stable revenue system will be maintained as protection from short-run fluctuations.

= Annual revenues will be estimated on an objective and reasonable basis. The Town Manager will develop a
method to project revenues on a multi-year basis. -

+ One time or special purpose revenues will be used only for capital expenditures or for expenditures required
by the revenues and not to subsidize recurring personnel, operation or maintenance costs.

s All user charges and fees will be annually re-evaluated at a fevel related to the cost of providing the
services, ‘

* Appropriate expansion and diversification of the tax base will be encouraged and additional Federal and
State revenues will be sought in order to reduce the reliance on the property tax as it affects individual
homeowners,

FUND BALANCE POLICY {As amended Auqust 27, 2012)

Purpose

The purpose of this policy is to set guidelines for fund balance to ensure financial security through the
maintenance of a healthy reserve fund. The primary objective is to maintain a prudent level of financial
resources to protect against reducing service levels or raising taxes and fees due to femporary revenue
shortfalls or unpredicted one-time expenditures. The Town also seeks to maintain the highest possible credit
ratings which are dependent, in part, on the Town's maintenance of & healthy fund balance.

" General Policy

The following fund type definitions will be used in reporting activity in the governmental funds for the Town:

o General Fund is used to account for all financial resources not accounted for and reported in another
fund.

e Special revenue funds are used to account and report the proceeds of specific revenue sources that are
restricted or committed to expenditure for specific purposes other than debt service or capital projects.

»  Debt service funds are used to account for all fi nancnal resources restricted, committed or assigned to
expenditure for principal and interest.

« Capital projects funds are used to account for all financial resources restricted, committed or assigned
to expenditure for the acquisition or construction of capital assets.

o Permanent funds are used fo account for resources restricted to the extent that only earnings, and not
principal, may be used for purposes that support the Town's needs.

Fund Balance is essentially the difference between the assets and liabilities reported in a governmental fund.
There are five separate components of fund balance, each of which identifies the extent to which the Town is
bound to honor constraints on the specific purpose for which amounts can be spent.

= Nonspendable fund balance (inherently nonspendable, i.e. inventory)

= Restricted fund balance (externally enforceable limitations on use, i.e. grants)

»  Committed fund balance (self-imposed fimitations on use)

= Assigned fund balance (limitation resulting from intended use)

e Unassigned fund balance (residual net resources)
The first two components listed above are not addressed in this policy due to the nature of their restrictions.
This policy is focused on the last three components comprising the unrestricted fund balance.

Pravisions

The Town will strive to maintain an unrestricted fund balance of seventeen (17) percent of the General Fund
operating budget, with up fo two (2) percent of the General Fund operating budget accounted for in unrestricted
fund balance of other governmental funds. Any year-end operating surpluses will revert to unassigned fund
balance for use in maintaining reserve levels.

1. Committed Fund Balance
The Town Council, as the Town’s highest level of decision-making authority, may commit fund balance
for specific purposes pursuant to constraints imposed by the formal actions taken, such a majority vote
or resolution. These committed amounts cannot be used for any other purpese unless the Town
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Council removes or changes the specific use through the same type of formal action taken to estabiish
the commitment. Town Council action to commit fund balance needs to occur within the fiscal reporting
period, no later than June 30”’; however, the amouni can be determined subsequent to the release of
the financial statements.

2. Assigned Fuind Balance
Assigned Fund Balance includes amounts infended to be used for a specific purpose. The Finance
Director is the official authorized to assign find balance to a specific purpose as approved by this fund
balance policy for the purpose of reporting these amounts in the annual financial statements. The
primary use of this category for the General Fund is open encumbrances.

3. Unassigned Fund Balance
This is the residuai classification of the general fund and includes all amounts not confained in the other
classifications. Unassigned amounis are technically available for any purpose.

if the unrestricted fund balance falls below the goal or has a deficiency, the Town will develop a budgetary plan
to retumn the reserve to the minimum leve! as seon as economic conditions ailow. Revenue sources that will be
considered fo aid in the replenishment of fund balance will include but not be limited to: non-recurring revenues
and yearend budget surpluses. The budgetary plan shall also identify the target fimeframe, including milestones
untit reaching full replenishment. The Town recognizes that at its current level of fund balance, it will take a
number of yaars to reach the desired goal.
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SCOPE OF PROJECT

The scope of the project was defined by the request for proposal issued by the Town to perform
a fraud risk assessment for the following entities:

ook

Town of Mansfield

Mansfield Board of Education
Regional Schoo! District No. 19
Eastern Highlands Health District
Mansfield Downtown Partnership
Discovery Depot

The fraud risk assessment, based upon the request for proposal, was limited fo the cash
receipts collection and use of Town resources.

The procédures that we performed for each department/agency as detailed in our proposal were
as follows: o

1.

We obtained an understanding of the department’s current internal controls and policies
and procedures. We obtained this understanding by conducting detailed interviews with
the department employees as to the cash receipt/collection funclions they currently
perform and the related policies and procedures in place for the functions.

When determined necessary, we petformed a walk-through of certain procedures. When
considered necessary, as part of the process, we also obtained copies of any related
forms or worksheets that are used as part of the process.

Based upon the understanding of the current internal controls and policies and
procedures obtained from performing the procedures noted above, we then evaluated
the risk of fraud that could occur in the process.

For each risk identified, we evaluated the current internal controls to determine if there is
an opportunity to improve the control or upgrade current procedures to best practices.

We have also provided in our recommendations, where applicable, any compensating
controls for the Town's consideration.

We also provided any recommendations that may improve efficiency of the Town's
operations without compromising the internal controls.

We have also made recommendations regarding a policy that the Town should consider
adopting that will clearly communicate the Town’s perspective on fraud and strengthen
the Town's ability to respond to any suspected instances of fraud that may require
investigation.

The results of performing the procedures noted above are detailed on the following pages.

CohnReznick, LLP
May 20, 2016
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REPO RT FRESENT&T‘%@N

The report that follows is based upon a detailed review of the cash collection procedures and use
of Town rescurce for various Town Dapartments and related agencies. For each depariment, we
presented the following information when applicable:

Types of receipts (including donated honcash itemis})

Relavant background about the departimentfagency's operations
Our fratid risk svaluation

Qur overall fraud risk assessments

Condilions and resormmendations

T o0ow

The recommendations developed are what we consider to be the best praciice. In certain
instances, we may have also presented an allemative to the best practice. Implementation of
internal cantrels should include consideration of the coste/benefits of Implementing the condrol
process or policy and procedures. It is often possible fo strengthen internal controls by
impleimenting  additional procedures, controls, reviews or mohitoring or By Imglementing
compensating controls.  An example of that type of control would be teview and approval of
adjustments weekly vs at the time the transaction occurs,

We have also included recommendations that may improve efficiencies.
The recommendations are identified with codes as to the type of recommendation as follaws:

PR Fraud Rigk

i Interaal Condrol
B Best Practice
OF  Operational
EFFE Efficiency

Certain recommendations may have more than on code, if applicable.

The recornmendations have also been coded using a department code and a recommendation
number for future reference and monitoring of the siatus.

As noted above, implementation of certain recommendations can be accomplished using a
multistep process where determined appropriate,
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- GENERAL OBSERVATIONS AND RECOMMENDATIONS

GEN-1 - CONDITION {[tiP:

Currently, the Town does not requite the useé of a standard transmilttal report to be prepared by all
depariments whern transmitting collactions fo the Revenue Collector. In certain instances, it is
being generated by a software program used by the departiment, or the form was developed by the
departiment or a fransmittal is not prepared at all.

RECOMMENDATION:

We recommend that the Town consider requiring the use of a standard transmital report to be
subniitted with the moniss transmitted to the Revenue Collector. At @ minimum, procedures should
be developed and implemented that dearly define the infotriation regiiired on the transmittel and
whao should be preparing the form and who should approve the form. If there are Instances whare
it is more efficient to use reports produced by a department software program, then that report can
be attached to the standard form so that the required signatures are documented,

GEN- 2 - CONDITION {0}

Currently, the Town does not require that a repart or other supporting documentation be attached
to the trapsmiltal to suppert the armount being transiilted and the type of payment (cash vs
chieck).

RECOMMEMDATION:

We recommend that the pollsy and procedures for the standard transmittal form include a
requirement that supporting documeritation be attached to the form for the amount being
transmitted. The docureritation should provide support for the fotal deposit and the identification
of ahy differences. '

GEN- 3 - CONDITION (FE/AC):

Currently, certain Town depariments conduct fundraising activities. These aclivities most often
involve cash donations that support Town programs. Therefore, it is often difficult to implement
effective conirols over fhese types of activities.

RECOMMENDATION:

We recommend that the Town develop and implement formal policies and procedures for
fundraisers and the documentation and transmittal of the fundraising receipts.

GEN-4 - CONDITION [FRAC)K

In general, strong intemnal controls over cash receipts would include another source of
information to be able to reconclle the callections and assess completeness. Examples of this
include register software programs, prenumbersd receipts or tickets, or invantory control,

During our review, we noted that some departments did not have this type of controtin place and
others have implemented a control that was not effective because it was not used correctly or at
all.



GENERAL OBSERVATIONS AND RECOMMENDATIONS

RECOMMENDATION:

Specific recommendations. are included in each Department/Agency’s section of this teport,

Our general recormmendation is that when prenumberéd receipt books are used, the receipt
book activity and the amount being transmitted must be reconciled. The use of a receipt book is
not a controf unless it is used fo verify the completensss of the activity.

GEN- § - CONDITION (FRICH

Review of activity or status reports by Department heads is a critical control. Department heads
have a perspective on the operations of their department that the Finance or other Depattment
wolld riot have. This perspective is invaluable Wwhen reviewing reports since they will have an
‘expectation” as fo what the status report should present. When that expectation is not met,
there shouid be questions asked to ensure that the activity is correct or correctly recorded.

RECOMMENDATION:

We recommend that the Town develop and implement fermal policies and procedures to require
all department heads, advisor, ete. to review budget and actual or activity repoits and to formally
communicate that they have reviewed the repoarts and have no cormments or questions.

GEN- 6 - CONDITION (FRIIC):

Currently, checks are not stamped “for deposit only” when received. Also, they are transmilted
to the Revenue Collector without being stamped “for deposit only”.

RECOMMENDATION:
We recommend that all checks recelved be immediately stamped “for deposit only”.

GEN-7 - CONDITION (FRAC);

Based upon our review, the Town ig operating under various policies and procedures. Some of
these policies and procedures related directly 1o the public. In many cases, it was noted that the
Town did not have formal written policies and procedures to be able to formally communicate the
policies to both employees and the public.

RECOMMENDATION:

Specific recommendations are included in each Depariment/Agency’s section of this report.

We recommend that the Town formally document the policies on how the Town conducts
business and ensure that the policies are communicated tc the public.




GENERAL OBSERVATIONS AND RECOMMENDATIONS

GEN- § - CONDITION (FRICK

Based upon out review, we rioted that there are several Town departments that are either
perfarming or managing billings for various activities. The Revenue Collector also performs the
billing function for certain other activities. While the Revenue Collector's billings are formally
controfled using the miscellaneous billing module of the Town general ledger software, the
Department billings are not being formally billed and accounted for.

RECONMMENDATION:

We recommend that the Town consider consolidating the Town's billings to the Finance
Department or Revenue Collector's office,  If the billing activity is consolidated to the Revenue
Collecter's office, we recommend that the employee responsible for billings have no rights or
responsibilities for collections in order to avoid lack of segregation of duties.

This may require additional resources or reallocation of resources from the affected departments

GEN- 9 - CONDITION (FRAGE

Basad upon our review, we noted that there are several types of revenues that cotild be
reviewed and analyzed using a minfmax or reasonability fest. In cerain instances fhis may
require recording activity differently or in different accounts to be gbie to perform these analyses.
It véll also require the mplementation of prenumbered documents o be able to determine the
population of activity. Recommendations have been made in the various departments reviewsd
regarding the prenumbering of permits and other documents.

RECOMMENDATION:

We recommend that the Finance Department develop and implemert this type of minfmax of
reasonabifity tests to ensure that all revenues are being properly transmitied to the Revenue
Collector and being properly recorded in the general ledger.

GEN- 10 - CONDITION (FRACH

During our review, we noted that in certain instances, employees may have rights to functions
that they may not need or that are currently not being properly monitored.

RECOMMENDATION:

For sach software program being used by the Town Depariments, we recommend Ihat each
employee’s job responsibiliies be reviewed in detail against each permission for each
employeefrole to deterrnine if that function is part of their job responsibility. If it is determined
that it is not part of an employee’s responsibility, then the penmission should be retnoved.
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TOWN CLERK

IYPES OF CASH RECEIPTS

1. Cenveyanoe taxes ‘

2. Fees (Dog licenses, marriage licenses, lieh fees, recording fees)
3. State fess

4, Copies

BACKGROUND

The Town Clerk uses a vendor software system designed for Town Clerkc operations for
recording all activity except for dog licenses. For dog licensss, the fransactions are initially
racorded using an interally designed software and then subsequently are entered into the
register software system.

The Town Clark office does not accept credit cards.

The Town Clerk's office also manages the central petty cash account,

The Town Clerk does not manage any nonfinancial resources,

FRAUN RISK EVALUATION

Level of receipts: High
ifernal Controls Medium
Use of Rasources,  Low

FRAUD RISK ASSESSMENT

Medium

CONDITIONS AND RECOMMENDATIONS:

Based upon our review, we noted the following conditions that are considered to be a fraud risk,
For sach condition: identified, we have alsc provided our recommendations to mitigate the risk
identified,

TC-1 - CONDITION (FRACY:

During our review, we noted that there are no unigue separate logins for each Town Clerk
Department employee. All employess process fransactions on the sama computer using the
same login.



‘TOWN CLERK

RECOMMENDATION;

We recommend that each Town Clerk Depattment employee be assigned a unigue login 10 and
that the login be used for all transactions procassed by that employee.

We also recommend that each employee log off after progessing each transaction or whan
another employee will be responsible for processing transactions (break, lunches, shd of day,

efe.).

TC-2 - CONDITION {15}

During our review of the procedures for processing dog license transactions, we noted that the
trarsactions are initially recorded Iy the Intemally developed software program and then are
subsequently recorded in the Town Clerl's register software system.

In addition, the Internally developed dog license sofiware program does not allow the user to
note the type of payment {cash vs check) when enlering the transaction,

RECOMMENDATION:

We recommend that all transactions be initially entered into the Tewn Clerk's register software
system to ensure proper accounting and contrel over the payment type.

We recommend that the internally developed dog license software be used to manage
operations and oot for recording cellection transactions.

TC-3 - COMNDITION (G

During our review of the procedures for processing dog license {ransactions, we noted that_there
is no recanciliation performed between the transactions recorded in the internally generated dog
license software program, the amount recorded in the Town Clerk’s register software system
and the general ledger.

RECOMMENDATION:

We recomimend that the internally developed software activity (at a minimum the number of
licenses sold) be reconciled to the amount processed in the Tawn Clerk’s register software
system and the genaral ledger.

TC-4 - CONDITION {C):

During our review of the procedures, we noted that alt users can void fransactions.

RECOMMENDATION

We recommend the ability o void transactions be fimited to certain designated employess or
that the void transaction report be printed and approved by the Tawn Clerk on a monthly basis.




TOWHN CLERK

TC-5 - CONDITION {311

The Town Clerlds current policy is that no change is provided to customers for checks that are
made out for the wrong amount. Normally the amount is not significant and Ts often used to pay
for copies.

RECOMMENDATION

We recommend that this policy be reviewed by the Town to determine if it is in accordance with
tha Town's objectives. Once the policy has been review and finalized, the policy should be
formally documented and communicated to the public.
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POLICE

TYPES OF CASH RECEIPTS

1. Fingerprinting
2. Pistol permits
3. Ordinance violations (tickets)
4, Parking tickets

BACKGROUND

The Police Department collects mohies for certain fees. Per Department policy, only checks are
accepted. Checks aré also coliected for the State (pistol permits).

The Police Department also handles all appeais for ordinance vislations. Grdinance violation tickets
can also be paid at the Revenue Collector's Department. Since parking tickets are issued using a
software program, all payments for parking tickets are sent to the Reveriue Collector.

The Police Department has 2 police cars drid various types of equipmeit and inventory (radar guns,
pistols, and ammuriition).

FRAUD RISK EVALUATION

Level of receipts: Low

internal Controls Medium

Use of Resources:  Mediun Police cars, equipment
FRAUD RISK ASSESSMENT

Low

CONDITIONS AND RECOMMENDATIONS:

Based upan our review, we noted the following conclitions that are considered te be a fraud risk. For
each candition identified, we have also prowded our recommendations to mitigate the risk idertified.

PO-1 - CONDITION (FRAGH

During our review, we noted that receipts are not issued to the customer for payments received.

RECOMMENDATION:

We recommend that a receipt book systermn be implemented to documernt amounts collected and
allow the balancing of activity. -

PD-2 - CONDITION (FRACH

During our review, we noted that a spreadsheet is used 1o track receipts for ordinance violation tickets
issued. Information is sent from the Police Department ¢ the Revenue Collector and from the
Revenue Collector to the Pelice Department to update the spreadshest.

i)



POLICE

RECOMMENDATION:

We recommend that a farmal system be developed to propertly account for and monitor the activity of
ordinance violation tickets issued and collected. The sequence of the ticket numbers should be
acceunted on a periodic basis 1o ensure completeness.

We also recommend that the Police Department cease collecting the monies for the tickets that are
issued. This will properly segregate duties,

We also recommand that if the spreadsheet continues to he the accounting system for ordinance
violation lickets, thal the spreadsheet be reconciled to the general ledger on & petiodic basis.

PD-3 - CONDITION (FRACE

During our review we noted that a hearing officer reviews and accepts or declines parking ticket
appeals. Apptoved appeasls are entered into the ticket software which voids the ticket,

We also noted that the systern has multiple fogins, but they are not farmally assigned to an individual.

RECOMMENDATION:

We recommend that exception reports be generated by user and the reports be reviewed and
approved by a supervisor.

We also recommend that each user be assigned a unique user account and password in order that
all transactions can be identified by user.

PD - 4 - CONDITION {FRICH

Currenily, the Town policy is that parking tickets must be paid by the 10" day or the ticket will double.
The system does not appear 1o have the ability to adjust the 10 day period when the 10" day falls on
a weekend or holiday. This creates a need to remove the penalty when determined appropriate.

REGOMMENDATION:

We recommend that the Town set up formal policies and procedures, including the necessary
approvals, reporting and monitoring for these adjustments.

We recommend that exceplion reporis he generated E:y user and the teports be reviewed and
approved by a supervisor.

PD - & - CONDITION (FRIC):

Police vehicles are not laken home by police officers and they are parked at the Town Garage.
Currently, there are no forinal palicies and procedures to manage equipment and cther inventory.

RECOMMENDATION:

We recemmend the Town develap and implement formal policies regarding the use of the equipment
and inventory.

10







HUMAN SERVICES

TYPES OF CASH RECEIPTS

1. Donations
2. Gifteards
3. Inventory {food, supplies)

BACKGROUND

The Human Services Department collects monies for donations (social services) and also accepts
and logs gift cards to be used for fesidents who demornistrate need. In addition, donations of food
and supplies are accepted and distributed to residents. When the gift cards are distributed, the
recipient signs the donation form along with the Department employee. Donors dre acknowledged
with a letter from the Town.

The Department doss have some formal policies regarding the general dollar limits for each of the
types of support they provide. The Department also uses a tracking system fo monlfior use of the
Food Bank, donation and gift cards.

The Town does not manage a fuel bank fund. The Town will support residents to maximize the
benedit they can receive from outside organizations.

ERAUD RISK EVALUATION
Level of receipte:  Low

Internal Controls Medium

Use of Resources:  Low inventory, Gift cards
FRAUD RISK ASSESSMENT
Low

CONDITIONS AND RECOMMENDATIONS:

Based upon our review, wea noted the following conditions that are considered to be a fraud risk. For
each condition identified, we have also provided our recommendations to mitigate the risk identified.

HS- 1.- CONDITION (FR/C):

We noted that although the Department operaies with some guidelines regarding the amounts,
frequency and authorization of assistance that can provided to residents, not all of the policies are
formally documented. We understand the current policles are in the process of being updated.

RECOMMENDATION:

We recommend that all polices be formally documented and that the policies include the development
of forma to document activity and the required appravals.

11




HUMAN SERVICES

HE- 2 - CONDITION (FRAGY:

We noted that the Departiment dees not use a formal intake form to document a resident request for
assistance.

RECOMMENDATION:

We recommend that all requests for assistance be documented on an intake form or application form.
The form can also be used o formally approve assistance provided as required by the Department’s
formal polices recommended above.

HS- 3 - CONDITION (FiRsic):

¥We roted that the Department currently accounts for donations on a spreadsheet and also provides
recognition letfers to donors.

REGOMNENDATION:

We recommend that the spreadsheet be reconciled to the recognition lstters fo ensure completeness.
The reconciliation should be reviewad and approved and forwarded to the Finance Depattivient on a
petiod basls.

HS- 4 - CONDITION {FRACH

Currently, the Departinent issues a réceipt for all cash and checks received. No receipts are issued
for gift cards recesived.

The spreadsheet is used io prepare the transmittal report, but the collections are not reconciled to the
receipt book.

RECOMMENDATION:

We recommend that the transmittalideposit be reconciled to the receipt book. The transmittal should
identify the applicabls receipt numbers.

We also recommend that a receipt be provided to the donar of gift cards and that a separats receipt
hook be used for that purpose and reconciled fo the gift card inventory form. _
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PLANHING AND ZONINGWETLANDS

TYPES OF CASH RECEIPTS

1. Planning permits
2. Zoning fees, including State portion
3. Capies

BACKGROUND

The Planning and Zoning/Wetland Department collects monies for permit fees and zoning fees.
Currently, the procass is manual, as there is no soffware program in place to manage the process.

The Department is interested in the capabilities of {ha_new softwars that was installed by the Building
Department to also be implemented in this department.

FRAUD RISK EVALUATION

Level of receipts: Low

irternal Controls Medium

Use of Resources:  Low Pooted car,
FRAUD RISK ASSESSMENT

Loy

CONDITIONS AND RECOMMENDATIONS:

Based upon our review, we noted the following conditions that are considered to be a fraud risk. For
each condition Identified, we have also provided our recommendations to mitigate the risk identified.

B2y 1 - CONDITION (FRICY:

Currently, the collection of cash receipts is documented by nofing the receipt on the application. The
notation also includes the payment type. Only customers who pay in cash are provided a recaipt,
unless it is requested by the customer. '

RECOMMENDATION:

We recommend that the departiment begin using a pre numbered receipt book for all transactions and
that the receipt book be reconciled fo the transimittal reports and the refated deposit,

We also recommend that the capabilities of the new software installed by the Building Department be
reviewed and consldered to manage the permits and application in the department.

PZW 2 - CONDITION (FRACH

Currenly, the applications and permits issued are not prenumbered (all permits).
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PLANNING AND ZONINGAVETLANDS

RECOMMENDATION:

We recommend that all permits be prenumbered and that the accountability for all permits issued be
performed on a pefiod basis, but at least annually.

PZW 3 - CONDITION {(FRACY:

Gurrently, transmittal reports are not being prepared and cash transmitted is not bamg forwarded to
the Revenue Collector on a standard basis.

RECOMMENDATION:

We recommend that transiittals and deposits be completed on a daily basis, bul no less than
weaeakly.

PZW 4 - CONDITION {FRIC):

Currently, there is no reconciliation performed when prepering the transmittal reporis to the
applications received for the same period,

We recommend that at the filme the preparation of the transmittal report, a reconciliation be
performed to balance the activity being reported. This recongciliation should be retained and attached
to the transmittal sent to the Revenue Collector.

PZW 5 - CONDITION (FRAGY:

Currently, there is no log of permits issued by type maintained.

RECOMMENDATION:

We recommend that 4 log of permits and applications be developed and implemented to monitor the
activity of the depariment. The log can also be used as part of the accountability ahd balancing of
activity hoted ahove.

PZW 6 - CONDITION (FRIC):

Currently, there is a guarterly report prepared and sent lo the Town Manager that includes the
number of permits Issued. This report does not contain any financial information (amounts collected

for the permits}.

RECOMMENDATION:

We recommend that the report be modified to include amount of monies collected, This report should
alsa be provided to the Finance Department for review and monitoring.
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PLANNING AND ZONINGMETIL ANDS

PANF - GONDITION (FRACE

Cutrently, the parmits issued are not prenumbered. The permit number is assigned after the permit is
iesusd. I addition, there is no accounting for the sequence of the permits issued. J

RECOMMENDATION:

We recommend that permits be prenumbersd and that at least armually, the sequerce of permit
numbers be accounted fot.

15



Parks
and
Recreation




PARKS AND RECREATION

TYPES OF CASH RECEIPTS

1. Mambership fees

2. Program fees

3. Rental fees (facility, gym, pawuon kayaks)
4. Sales of merchandise

BACKGROLUINE

The Parks and Recreation Department/Community Center collects monies for various fees arid
prograrms. The Department uses a popular recreation department software program fo process all
cash receipt transactions. Only managers have the ability to void/adjust transactions. Managers also
récount the cash dropped into the safe by the receptionist anid prepars the deposit.

FRAUD RISK EVALUATION

Level of receipts: High

Interinal Controls Mediurn

Use of Resaourcaes:  Medium Facility use, services, merchahdise
ERAUD RISK ASSESSMENT

Higi

CONDITIONS AND RECOMMENDATIONS:

Based upon our review, we noted the following conditions that are considered to be a fraud risk. For
each condition identified, we have also provided our resommendations to mitigate the risk identified.

PR-1 - CONDITION (FRIG):

The managers are the only employees who can voidfadjust transactions. Currently, there is no
adjustment report generated as part of the balancing process. Therefore, the adjusiments are not
reviewed and approvad by the Recreation Director.

RECOMMENDATION:

We recommend that an adjustment report be generated as part of the daily balancing process and
that the report be reviewsd and approved by the Recreation Director.

PR-Z - CONDITION {FRA0);

Currently, the prices for merchandise for sale is programmed intc the register system by the
managers. The prices are nat reviewed and approved by the Recreation Director.

RECOMMENDATION:

We recommend that, after the prices are programmed into the register, ihey be reviewed and
approved by the Recreation Director.
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PARKS AND RECREATION

PR-3 - COMDITION {FRACH

Although limited, in certain circumstances the mangers (back office) will accept customer payments.
The transaction is logged under the manager's user ID, but the manager then balances their own
deposit,

RECOMMENDATION:

We recommend that the Town develop and implement a formal policy regarding the processing of
transactions by the managers from the hack office. The policy should address whather the practice is
acceptable and if determined to be acoceptable, the circumstances under which it is permissible. The
policy should also then require that the ofher manager perform the recount and verification of the
deposil.

PR- 4 - CONDITION (FRADY:

The Department uses two different rental forms. Orie form s for the rental of a room for a party or
event and another for rental of the facility. The Department also repts the pavilion. In addition,
rentals can be done through the website. Currently, none of the rental forms are prefiumberad.
Renltals require payment in full at the fime of registration.

RECOMMENDATION:

We recommend that all rental applications be prenumbered and that, at least annually, the sequence
of applications approved be reconciled with the amounts recorded as revenue in the general ledger.

We also recammend that the amounts deposited and recorded in the general ledger berecorciled to
the calendar/binder that is used to manage the rentals.

PR. 5 - CONDITION {FRACK;

Currently, certain fransactions such as rental reservation and prepayments are entered into the Parks

-and Recreation soffware as household credits on customer accounts. "Household credits cannot be
transferred belween customer accounts, but can be processed as a refund and then a payment to the
new account. Only manggers can apply household credits. When the payment is entered, the
software system allocates it the “unknown” category. When the transaction is processed, a note is
added to the description to identify what type of revenus the payment should be classified as when
applied.

The sysien has the ability to generate reports of the balances of household credits. Currantly, these
reports are not being reviswed- and approved by the Recreation Director rior are they being provided
to the Finance Department to engure proper recording of these balances during the vear or at year
end.

RECOMMENDATION:

Wa recommend that the software be reviewed to identify a more efficient process for applying
heusehold payments and to eliminate the need to add notes and reenter the transaction to the proper
category. tis not clear why a paymeant wolld be classified as unknown,
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PARKS AND RECREATION

RECOMMENDATION:

We recormmend that the report of the activity for household credits be reviewed and approved by the
Recraation Directar along with tha other adijustment reports.

RECOMMENDATION:

We recommend that the report of the activity for household credits be provided to or produced by the
Finance Department on a periodic basis to ensurs that the activity is being properly recorded and
actounted for.

PR- 6 - CONDITIONM [FE/AGH

Currently, there are non-active customer accounts with credit batances, Some of the balances have
been inactive for many vears.

RECOMMENDATION:

We recommend that the Towh develop and implement a policy for credlit balances. The policy should
address the procedures for resolving credit balances that are over $X and X days of ipactivity. The
policy should address the resolution of the balance such as forfeit, used for benefit of Department or
escheated to the State.

We recamiriend that the report of the activity for credit balances be provided or produced by the

Finarce Department on a periodic basis to ensure that the activity is being properly recorded and
accounted for.

PR- 7 - CONDITIGN (FRAC):

Currently, rosters for programs are provided to the Department program managsis., I any
adjustments are necessary they are initiated by the program manager. The Department managers
will procass the credil in the soffware system based upon the roster provided by the program
manager. The roster is then noted with the credit processed and returned to the program manager.

RECOMMENDATION:

We recommend that any credits that are reguired to be processed be foitnally requested and
approved, A credit request form should be developed and implemented to docurnent approval of the
credit and the processing in the software.

Wae also recommend that a report of the credits processed he generated and that it be reviewed and
approved by the Recreation Director,

PR- 8 - CONDITION {FRACH

Currently, certain indspendeant contractors are paid based upon gnroliment and other contractors are
patd based upon the class,
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PARKS AND ,RECRE&T!ON
RECOMMENDATION: |

We recommend that the Town review the contractors thiat are being paid by class to determine if they
can be paid by enroliment. If a contractor is pald by enrolimant, there is an incentive to verify that all
customers It the program have been envoliad.

PR~ 9 - CONDITION (FRICS:

Currently, the Department conducts an annual physical inventory during the summer. The
documentation of the physical inventory is riot retained.

RECOMMENDATION:

We recommend that the documentation of the physical inventory be relained. Any adjustments
necessary based upon the inventory should be documented and approved by the Recreation Directar,
A copy of the physical inventory should be alse provided to the Finance Department.

Currently, the Depariment uses certain inventory items far promotional items.

RECOMMENDATION:

We recommend that the use of inventery for promotional items be recorded through the register
goftware to ensure the inventory balances are accurate.

PR- 11.- CONDITION {FRAC):

Currently, the Department does not have any formal policies or procedures to update the inventory
bafance when performing test counts or after the physical inventory is talen,

REGCOMMENDATION:

We recomimend that the Departrent develop and implement formal policies, procedures and forms to
document all adjusiments of inventory batances. The policies and procedures shoukd include the
specific procedures and authorization required to update the software system balances.

PR-12 - CONDITION (FRIICY:

Currently, the Department sells gift certificates for use at the Community Center. The gift certificates
are prenumbered and the numbers are enterad into the software program wheh sold. The software
program has the ability to generate reports on the balances of gift certificates that have not been
radesmed.

RECOMMENDATION:
We recommend that the report of the activity for unredeemed gift ceitificates oredit balancss be

provided or produced by the Finance Department on a pericdic basis to ensure that the activity is
being properly recorded and accounted for.
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PARKS AND RECREATION

PRE- 13 - CONDITION (FEC

Currently, the Parks and Recreation software has accounts recejvable balances dating bhack to 2008
Ih fnany cases the balances are very small amounts, The Departiient does send collection letters
dlrectiy, but also uses a eolléction agshey for certain delinquent accounts. The Finance Department
is seniding any account overdue by 120 days to collections.

The Finance Department has been working with the Recreation Departient on the accounts
receivable balance, Currently, the accounts receivable balance is recorded on the Town's financial

statemant net of an allowance for uncollectible amounts.

RECOMMENDATION:

We recommend that the Town develop formal policies and procedures regarding delinquent accounts
receivables and when they are sent to collections. The pelicy should also include the process,
documentation required and the authority lo write off tecelvable halances. The balance authorized to
be writlen off should be processed through the register software and reconciled to the authorization.

The policy shiould also includefeonsider guidelines and required approvals to write off balances under
BX antount.
We recommend that the Town continue to work with the Department to determinie the collectible

balahces and write off the remaining balances. This will allow the praper review, manitoring and
managament of the receivable batances and the calculation of the allowance.
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SENIOR CENTER

TYPES OF CASH RECEIPTS

t. Registration fees ~ Classes

2. Special meals

3. Trips

4. Meals on Wheels {for service provider}

BACKGROUND

The Senior Center currently does not charge a membership fee. There is also ancther legally
separate organizalion called Serior Center Associates that conducts activities at the Senior Center.
The activities include frips, sales of jewelry, events and coffee sales. The monies collected for these
activities are deposited into the Senior Center Associates account.

The Senior Center also provides opportunities io the membership to dccess wellness providers
(massage, nails, haircut, ete.). The membership pays the vendors directly for any service provided.

The Senior Center uses a software program fo manage the registration for the classes. The Senior
Center does not accept credit cards.

FRAUD RISK EVALUATION

Level of receipta: Low

Internal Controls Meadium

Use of Resources:  Low | Facility
EFRAUD RISK ASBESSIENT

Low

CONMTIONS AND RECOMMENDATIONS:

Based upon our review, we noted the foliowing conditions that are considerad to be a fraud risk. For
each conditien identlfied, we have also provided our recommendations to mitigate the risk identified.

SC-1 - CONBITION {FRAG ]

Currantly, the collection of cash receipis for the Meals on Wheels program is counted by 2 individuals
before it is deposited, but is not documented.

RECOMMENDATION:

We recommend that the counting and verification of the amount received be documented by
emnployses on the transmittal form. '

21



SENIOR CENTER

RECOMMENDATION:

We recommiend that the Town devalop a policy regarding the Town collecting mehies for outside vendor
pragrams. The policy should address the policies and procedures for accounting far and the security of
the amount received,

8C-2 - CONDITION (FRACY:

A receipt is issued at the time of collection for ali receipts collected noting the payment type {cash or
check) The payments are then enterad Into the Senior Center software program. Currently, there is
no reconciliation perforimed between the receipt book, the deposits and the software program,

RECOMMENDATION:

We recommend that the aclivity of the receipt book be balanced and reconciled to hoth the amount
entered info the Senior Center software program and the transmittal/deposit.

SC-3 - CONDITION (FRACH

Currently, one employee is responsible for the collection of receipis, entering the receipts into the
Senior Center software and preparing the deposit.

RECOMMENDATION:

We recommend that functions of collecting, recording and preparing the deposit be segregated to
strengthen intérnal controfs,

This ‘balanalng process should be documented and reviewed and approved by sither the Office
Manager or the Director or an employee not involved in the cash receipt process. ‘

RECOMMENDATION;

segregated to the extent possible. If possible, an employee should be designated that has primary
responsibility for the cash receipt process and another employee for the preparation of the deposit and
transmittal to the Revenue Collector.

SC-4 - CONDITHON (FRIEG:

Currenily, a separate organization is providing programs and services at the Senrior Center to the
membership. There are no eurrent policies and procedures or agreement related to this activity.

RECOMMENDATION:

We recommand that the Town develop a policy regarding separate organizations providing programs
and services at the Senior Center. The agreement should address any Town expeciations asnd

responsibilities for both parties.
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TAX COLLECTGR

TYPES OF CASH RECEIPTS

Praperty taxes
Interest and lien fees
Bouriced check fees
Warrant fees

Copies

OB 0 N

BACKGROUND

The Tax Callector/Revenue Collector's Office has 2 full time employees and 1 part time employee.
Payments can be accepted in the office, on line, and dropped In the mailbox outside of Town Hall.

Repaoris are prepared on a daily basis and forwarded to the Finance Department.

FRAUD RISK EVALUATION

Level of receipts: High

Internal Controls Medium

Use of Resources:  Low None
FRAUD RISK ASSESSMENT

High

CONDITIONS AND RECOMMENDATIONS:

Based upon our review we noted the following conditions that are considered to be a fraud risk. For
each condilion identified, we have also provided our recommendations to mitigate the risk identified.

TXC-1 - CONDITION (FRAC):

Currently, access 1o the tax register software is not controlled by a user 1D or password, therefors,
transactions are not Identified by user. There are certain functions that are contralled by passwords.

RECOMMENDATION;

We recommend that each Tax Départment employes be assigned a unique login 1D and that the login
be used for all transactions processed by that employee,

We alsa recommend that each employee log off after processing each transaction or when another
employee will be responsible for processing transactions (brealk, lunches, end of day, efc.).
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TAX COLLECTOR

TXC-Z - CONDITION {FRIC):

During our review, we noted that all users can void transactions.
RECOMMENDATION:

We rezcommend that the ability to void fransactions be limited to certain employees or that the
avaitable void report be run and approved by the Tax Collector on a periodic basis {monthly}.

TXC-3 - CONBITION {FRACY:

During our review we noted that the tax collection software can also produce other exception reports
such as an overtide code report, The report is not currently being produced and reviewsd.

RECOMMENDATION:

We recommend that void and other exception reporis be reviewed and approved by the Tax
Collactar. We also recomimend that these rapots be farwarded to the Finance Department on a
periddic bagis.

TXC-4 - CONDITION (FRfEY;

During ouir review, we noted that the Town processes all mailad tax payments manually through the
tax software in the offica.

RECOMMENDATION:

To improve efficiency, cash flow and investment earnings, and allow additiohal time to be allocated to
ihe Revenue Collector functlon, we recommend that the Town consider implementing a lockbox
service Tor tax payments.

TXG-5 - CONDITION (FRAG)

During our review, we noted that there is a lack of segregation of duties with respect to the
procassing of tax payments, balancing, preparing the deposit and going to the bank,

RECOMMENDATION:

We recommend that the Tax Coliector's office implement procedures to segregate duties with respect
to the cash receipts function,
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REVENUE COLLECTOR

TYPES OF CASH RECEIPTS

Property taxes (taxes, interest, lien fees, warrant fees)
Sewer use fees

All other department cash recsipts

Trash service

Parking tickets

Medical insurance cordributions (retiree, COBRA, FMLA)
Copies and bank fees (bounced checks)

@A W

BACKGROUND

The Tax Collector/Revenue Collectar's Office has 2 full time employees and 1 part time employse. In
the role of Revenue Collector, the department does the billing for the various revenues noted above,

FRAUD RISK EVALUATION

Level of receipts: High
Internal Confrols Medium
LUse of Resowrces: Low Nona

ERAUD RISK ASSESSMENT

High
CONDITIONS AND RECOMMENDATIONS:

Based upon our review, we noted the following conditions that are considered to be a fraud risk, For
each condition identified, we have also provided our recommendations to mitigate the risk ideniified.

RC~1 - CONDITION (FRAC):

Cuirrently, there is no counting of cash or receipts provided at the time the departments transmit cash
receipts to the Revenug Collector's department. A signed copy of the transmittal report is returned to
the Department once the cash is counted.

RECOMMENDATION:

Wa recommend that as transmittals are submitted, the cash is counted in the presence of the
employes transmitting the receipls and that a receipt be issued or the transmittal be signed by both
the Revenue Collector’s Department and the employee agreeing to the amount of cash receipis
transmitted. The count should aiso be used to verify the amount of cash and checks.

RC-2 - CONDITION (FRACY

Cuﬂenﬂy, the Revenue Collecior's department performs the bifling and collectioft for retiree medical
insuranse contributions. The data is obtained for the various departments and the Revenue Collector
generates the invoices. The department is not provided a billing register to verify the billings. The
Revenue Coilector’s office also processes the cash receipts.
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REVENUE COLLECTOR

RECOMMENDATION:

We recommend the billing and collection process be properly segregated between two different
employeeas,

We also recommend that the billing register be reviewed and appraved by the responsible
department prior fo the bilfing belng processed.

RC-3 - CONDITION [FRAC):

During our review, we noted that although currently infrequent, there s no formal policy, procedure or
form to process corrections to the sewer billings.

RECOMMENDATION;

We recormmend thal the Town develop and implement formal policies and procedures, including a
carrection form ant the required authorizations.

RC-4 - CONDITION {FRIC):

Currently, for ticket fine payments made to the Revenue Collector, a receipt is provided to the
customer from a prenumbered receipt book. The information from the receipt boak is then posted to
the parking ticket software system. It was noted that since this is a two-step procass, In certain
instances, the activity of the receipt book was not posted to the ticket software on a fimely basis,

i sddition, there is no reconcilition between the ticket fine receipt book and the amount collected
and posted into the ticket software.

RECOMMENDATION:

We recommend thai the Town implement formal provedures to ensure that all ticket fines pald are
pested on a timely basis. This will reduce the adjustments necessary when fines are automatically
doubled and increase efficiency of processing.

We also recommend that the activity from the prenumbered recelpt book be reconciled to the amount
collected and the amount posted to the ticket software system. This reconciligtion should be

docunenied.

RG-5 - CONDITION (FRIC):

During our reviea.%}" of tﬁé 'ﬁckét ﬂhé éc:ait"ect'ion précess.' we noté‘c,i that there are no software controls
regarding the increasing or decreasing of fines and no exception reports available from the systern to
allow monitoring of these types of transactions,

RECOMMENDATION:

We recommend that the Town review the software capability related to the controls over the
adjiustment of fee amounts to determine if reports can be generated or developed. If no excepticn
reports can be generated, then the Town should implement formal policies and procedures over
adjustments to ficket amounds, required approval and documentation.
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REVENUE COLLECTOR

RG-6 - CONDITIGN (FRACE

During our review, we noted that not all departments ara providing supperting dectimentation for the
deposit along with the transmittal report.

RECOMMENDATION:

We recomment that all departiments be required to provide supporting documentation for the amount
being deposited along with the transmiital report.

RC-7 - CONDITION (FHACE

During our review of various Town departments, it was noted that various other depariments are
currently responsible for billings generated by their department.  In many cases the billings are not
provided to the Finance Department of the Revenue Caollector.  In certain instances, this also has
created a lack of segregation of dufies over the billing and collection function.

RECOMMENDATION:

We recommend that the Town consider centralizing the billing and ocollection of all other Towh
departments o the Revenue Collector's office. This will increase efficlency in other departments and
strengthen internal controls over biling and cash receipis,

The Town should also conslder separating the billing and collection functions within the Revenue
Collector's office to properly segregate that activity,

RC-8 - CONDITION {EF}:

During our review, it was noted that the Assistant Tax Collector's salary is charged 50% to the Public
Works depariment for the estimated volume of work {0 process billing and collections for the trash
service and sewer user fee. The current estimate (not documented) of the actual ime necessary to
process this activity is greater than 50%.

it was also noted that due to the current workload, which includes the amount of time spent working
with the Town Depariment to corect the information provided {o the Revenue Collector, other
activities such as delinquent tax collection efforts may not be receiving the level of effort that is
desired.

RECOMMENDATION:

Iy conjunction with the several previous recommendations, we recommend that the Town review the
desired role and responsibllities of the department.  This would include where salaries should be
budgetzd. For any proprietary fund activities, consideration should be given to allocaling the
applicable cost to those activities. '

it shouid also include a time study as to where the depaitment is actualty spending its time and where
the Town desires the level of efiort for each area of responsibility of the department.
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LIBRARY

TYPES OF CASH RECEIPTS

Fires

Lost/damage materials
Printing/eoples
Replacament cards
Donations

Sales {misc)

D G N

BACKGROUND

The Library uses a software program that tracks the materials that are checked out. The software
automatically calculates the fings that are due or the charge for lost materials. The Library charges
for public printing. The printer job is not released until payment is received.

The Library does not accept credit cards.

The Library has a petty cash fund.

FRAUD RISK EVALUATION

Lavel of receipts: l.ow

Internal Controls Mediur

Use of Resources. Low Library materials, miscellaneous items for sale
FRAUD RISK ASSESSMENT

Low

CONDITIONS AND RECOMMENDATIONS:

Based upon our review, we noted the following conditions that are considered to be a fraud risk. For
each condition identified, we have also provided our recommendations to mitigate the risk identifiad.

LB-1 - CONIHTION (FRAGH

Currently, the Library software is not being utilized to manage, balance and reconcile financial activity.
Due to the nature of operations, weather, hardships and other reasons, certain fees and charges are
walived or adjusted.

We also noted that the Library software system has the capability to identify the payment type

received (cash vs check), but payments are not being entered by type. The system currently defaults
to cash as a payment type and, therefore, all fransactions are noted as such.
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LIBRARY

RECOMMENDATION:

We recommaend that the Library develop and implement formal policies and procedures for an'y fee or
fine waivers.

We recommend that the Library investigate the financial capability for the Library software and begin
to account for the collection of all fines and othetr cash receipts using the software, Collections
should be balanced 1o the report on a daily hasis. The register report should be attached the

transmittal report.

We also recominend that the capabilities of the software be reviewed to determing the type of reports
that could be run, especially with respect to reports that relate to voided transactions or adjustments

(fee waivers).

We also recommend that the Library immediately implament a policy to correctly identity each
transaction by the appropriate payment type as the fransaction is being processed.

LB-2 « CONDITION (FRAC):

Although the printer has a counter, there is no reconciiiation of the nurmber of pages 1o the charges
for prmt[ng In addition, it was noted that in some cases the fees are waived (elderly, tax forms) and
that in some instances L:brary staff also print ta the public printer.

RECOMMENDATION:

We recommend that procedures be implemented to document the number of pages printed, the fees
charged and the fees waivers.

We also recommend that a formal policy be development and implemented on the waiver of fees
including who has the authority to do sa.

LE-3 - CONDITION {FRAGH:

The Library software programi tracks the activity of each user's library card. This included any fines,
lost ook charges or adjustments,

RECOMMENDATION:

We recommend that the library software capabilities be reviewed for the ability to produce exception
repurts such as a voided transa(;tion report or adjustiant report.

If these reports are avai Eabte, they should be reviewed and approved on a period basis to properly
monitor these types of transactions.

LB-4 - CONDITION {(FRIC):

Puring our review, we noted that refunds ta customers for lost books that were subsequently found
are refunded through the Library's petty cash fund.
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LIBRARY

RECOMMENDATION:

We recommend that the Library develop and implement a formal refund form ahd that all refunds be
processed through the Finance Depariment as they are for other departments.

LB-5 - CONDITION {Fi/e):

Alihough the Library operates using certain policies for things such as grace period to firid lost book,
waiver of fines or print charges and employee use of material, these policies are hot wiitlen and
formally cornmunicated.

RECOMMENDATION:

We recommend that the Library formally document the current policies in placg and communicate
them as appropriate to employees and the public.

LB-6 - CONDITION (FRilE:;

Currently, sales of miscellaneous items are accounted for on a manual tally sheet. The transactions
are not precessed through the Library software. Sales of these items are approximately $200
annually. No formal inventory records are maintained for these ilems.

RECOMMENDATION:

We recommend that the saleq for miscellaneous items be recorded through the register system and
that an inventory control sheet be maintained and updated for purchases and sales.

LB-7 - CONDITION (FRACY:

Currenlly, access to the Library software is not controfied by a user ID or password, thérefore,
transactions are not identified by user. The Circulation desk uses a general login 1D.

RECOMMENDATION:

We recomimend that each Library Department employse be assigned a unique login 10 and that the
login be used for all transaction processed by that employes,

We also recammend that each employee log off after processing each transaction or when another
employze will be responsible for processing transactions (break, lunches, end of day, etc.).
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LIBRARY
LB-8 - CONDITION {FRIC):

Currently, the Library bockkeeper/marniager counts the manies and prepares the deposit as well as
the related transmittal form, The transmiital does not list the amounts of cash and checks being
transmitted.

RECOMMENDATHON:

We recommend that the Library implement procedures to segrégate duties with respect 1o the cash
receipts function. If segregation is not possible, we recomtherd that the Library Director review and
approve the transmittal and related supporting documentation. This review and approval should be
documented.

We also recommend that the cash and check amounts be detailed on the transmittal form for
verification by both the Library Director and the Revenue Collector.
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BUILDING

TYPES OF CASH RECEIPTS

1. Building permits
2. Housing fees
3. Fire Marshali fees

BACKGROUND

The: Building Department collects fees for the building department and the Fire Marshall, The
housing fees billed are required by ordinance. The department is in the process of implementing new
software 1o manage the building operations, including cash collections and bilings. The building
permit fees and housing fees are set by ordinance and are on the Town's website.

FRAUD RISK EVALUATION

Level of receipts: Medium

Internal Controls Medium

Use of Resources: Low 3 assigned vehicles. Testing equipment use that is logged
FRAUD RISK ASSESSMENT

Medium

CONDITIONS AND RECOMMENDATIONS:

Based upon our review we noted the following conditions that are considered to be a fraud risk. For
each condition identified, we have also provided our recommendations to mitigate the risk idertified.

BD-1 - CONDITION (FRAG)

Currently, the caleuiation for new construction projects is performed by the Building Inspector. The
department does not require a standard form to document the calculation, nor Is the calculation
reviewed and approved by the Building Officiat.

RECOMMENDATION:

We recommend that the Town develop and Implement a standard form to calculate building permit
fees. Tha form should be approved by the Building Official and retained in the permit file.

BD-2 - CONDITION (FRAC):

Currently, the value used to calculate the permit fee for renovationsfalterations is based upon the
estimate provided by the homeowner or contractor, If is reviewad by the Building Department, but the
review is not formally decumented or approved by the Building Official. The Building Department
does not require the cantractorfhomeowner to provide any supporting documentation to support the
estimated value. .
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RECOMMENDATION:

We recommend that the Town require supporting documeritation for the estimated value of the
project.  The documentation shouid be a written estimate or contract and should be retained i the
permilt file.
We recomimend that the Town implement & formal policy/form to decument the review and approval
of building permit faes. The form shauld be approved by the Building Official and retained in the
permit file.

B0-3 - CONDITION (FRACY

Currently, the Fire Marshall fee is added lo the fees charged to the customer by the Building
department when determined to be dus.

RECONMMENDATION:

Ve rasommend that the Fire Marshall be required fo review and approve the applications to
verifyfapgrove that fees are being charged appropriately. ‘

BD-4 - CONDUTION [FEIC:

Currently, the Town has two develaper agreemernts in place that set the building fees for the projects
parmitted by these developers.

RECOMMENDATION:

We recommend thiat permii charges for the two developers with formial agreements with the Town be
formally approved by the Building Official,

Bi-5 - CONDITION (FRAG):

Currertly, the building permits issued are not prenumbered. The building permit numiber is sssigned
after the permit is issued. In addition, there is no accounting for the sequernce of the pernmits issued.

RECOMMENDATION:

We recommend that building permits be prenumberad and that, at least annually, the sequence of
permit numbers be accounted for.

BD-6 - CONDITIOM (FE/IG):

Gurrently, the building permits issued are accounted for on an excel spreadsheet. The spreadsheet
then iz designed to generate the transmittal. One employee maihtaing the spreadsheet. The
spreadsheet is not reviewed by the Building Official or other supervisory employee.

RECOMMENDATION:

We recommend that the Town review the reporting capability of the new software and use the reports
generated from the software to balance collsction activity.
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BD-7 - CONDITION (FR/C):

Building permits are now being entered into the newly implemented Building Depariment software
system. The software system generates the building permit, tracks inspections and also logs each
eniry. Permits can be deleted, but the permit number will not be deleted.

RECOMMENDATION:

We recommend that only the Building Official and Assistant Building Official have the administrative
rights to be able to void/delete/roliback permits.

We also recommend that an exception report (void/deleted/rollbacks) be produced on a manthly

basis and be reviewed and approved by the Building Official. If a report is not currently available, the
Town should work with the vendor to develop this type of report.

BD-8 - CONDITION {FR/IC):

Currently, when entering payments for bullding permits, the system allows the typle of payment to be
entered (cash or check). The daily register report currently being produced does not show separate
amounts for cash and checks collected.

RECOMMENDATION: -

Although we were able to find a detailed transaction report that listed each transaction by payment
type, we recommend that the software be reviewed to determine if a report can be produced that will
present the total collected by payment type.

BD-9 - CONDITION (FR/IC):

Currently, the cash receipts are being balanced and reconciled to the excel spreadsheet and not to
the new building department software. Since the exce! worksheet Is created from the permits issued,
it does not ensure completeness.

RECOMMENDATION:

We recommend that the cash receipt activity be reconciled to the reports generated from the software
program,

BD-10 - CONDITION (BP):

Currently, if a check is received for an incorrect amount, it is returned to the customer with a request
to ask for a new check with the correct amount.

RECOMMENDATION:

We recommend that the Town review this policy and develop a formal policy regarding this type of
transaction.
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BD-11 - CONDITION (8P):

Although the department has implemented the new software, they are still working to develop formal
procedures for use of the software as well as working with the vendor to ensure that it is working
properly. Therefore, the department is still currently using a receipt book to record gertain, but not all,
collections.

RECOMMENDATION:

We recommend that all collections be reconciled to the software system reports. While those policies
and procedures are being developed, we recommend that all coliections be documented with the
receipt book and that the receipt book activity be reconciled to the transmittal report and deposit.

BD-12 - CONDITION (IC/FR):

Currently, one employee in the Building Department prepares the billing for the housing fee, accepts
the payments and maintains the accounts receivable records.

In addition, the billing and accounts receivable balances are not reported to the Finance Department.

RECOMMENDATION:

We recommend that the functions of billing, collecting and accounting be properly segregated.
We also recommend that al billings be provided to the Finance Department.

BD-13 - CONDITION {BP):

Currently, the certificates of occupaney are collected in a folder which is picked up by the Assessor's
Department on a periodic basis. We also noted that the newly implemented software has the ability
to generate certificate of occupancy reports.

RECOMMENDATION:

We recommend that the certificate of occupancy reports from the software system be provided to the
Assessor’s Department on a periodic basis, but at least monthly.

Consideration can also be given to providing the Assessor's Department read only access o the
software to be able to obtain the reports directly.
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PUBLIC WORKS

TIYPES OF CASH RECEIPTS

Engineer fees

Driveway permits {Right of way)

Sewer connection fees

Trash pickup faes

Parformance bonds

Sales of recysling hing, composting kils, ste.
Sale of recyclables :

SR ECRORER SR

BACKGROUND

The Public Warks Deparfment manages the public works operations and the Transfer Statlon. They
do not currently use a software program fo manage operations, but are planning to implement the
public works portion of the same software recently implemented by the Building Departrent.

Customers for trash service rmay sign up in person (form) or on-line.  Renters must pay & security
deposit before service is started, Public Works verifias the application 1o determine if a security
deposit is requited.

A spreadshest is malntgined by Public Works that detalls the service level requested by the
customer. The spreadshest is shared with the Revenue Collsétor. The Reveniue Collactor sets up
the customer in the billing system.

The gas fuel pumps are controlled by user logon and keys. The diesel fusl punip is not controlled
electronically, but a manual lag is used to document usage. There are o cameras at the fuel pumps.

FRAUD RISK EVALUATION

Level of receipts: Low

Internal Controls Medium

Use of Regoufces:  High Equipment, fuel, matetial inventery, vehié;les
FRAUD RISK ASSESSMENT

Medium/High (Use of resourcas)

CONDITIONS AND RECOMMENDATIONS:

Based upon our review, we noted the following conditions that are considered to be a fraud risk. For
sach condition identifiad, we have also provided our recommendations to mitigate tha risk identified,

PW-1 « CONDITION [FRIGY

Currently, the department accepts performance bonds and driveway bonds. All cash bonds are sent
to the Finance Department. The department does not maintain and update a listing of bonds {cash
and surety),
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RECOMMENDATION;

We recommend that Public Works Depariment develop a list of both performance bonds and
driveway bohds and update the listing for new bonds and to document releases in accordance with
the Town policy.

PW-2 - CONDITION (FRACY:

Currently, the depariment docurments cash collections by the use of a receipt book. The iransmittal
reports that are prepared are not recongiled to the receipt book.

RECOMMENDATION:

We recommend that the fransmiltal/deposit be reconciled to the receipt book. The ransmitial should
identify the applicable receipt numbers.

PW-3 - CONDITION (FRACH

Currently, the permits issued are nof prenumbered. The permit number is assigned after the permit is
issued by the employee accepling payment for the permit. In addition, there is no accounting for the
sequence of the permits issued,

RECOMMENDATION:

We recommend that permits be prenumbered and that, 4t least annually, the sequence of permit
numbers be accounted for.

PW-4 - CONDITION [FRIC):

Currently, the permits issued are accounted for an an excel spreadshest,

RECOMMENDATION:

We recommend that the spreadsheet be reconciled to the receipt book to ensure completeness.

PW- 5 - CONDITION (ERAT):

Currently, the Department also collects fees for trash service if a customer comes to the Public
Woerks department to pay. Cuslomers ate only given a receipt if they pay in cash.

 Payments are also accepted by the Revenue Collectar.

REGOMMENDATION:

We recommend that the Public Works Department cease accepting payments from customers for
trash service, All customers should be directed to the Revenue Collector to make payments.

If that recommendation is not implemented. we recommend that the transactions be recorded direcily
into the trash service billing software. Collections should be balanced and reconciled to the trash

service softwara.
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RECOMMENDATION:

Finally, if the recommendation above is not or cannot be implemented, we recommend that all
collections be documented by issuing a receipt from the receipl hook.

We also recommend that the receipt book be recongiled to the transmittal and deposit.

PW. 8 - CONDITION (Frfic):

Currently, the Department uses an excel spreadshest to manage customer service changes and
requests, _

RECOMMENDATION:

We recommend that the chanhges to service be required to be documented in wiiting from the
custorner and formally reconclled to the actual billing systent.

PW-7 - CONDITION (FRAC):

Gurrently, the Depariment purchases and sells recycling bitis and composting kits. Most of the items
are purchased based upon preorders,

RECOMMENDATION:

We recommend that purchases and salés of these items be formally accounted for. Rems purchased
should be inventoried and the sales gccounted for the total value of the purchase. This accounting
should be formally documented and the inventory balance should be verified on a periodic basis,

PAY- 8 - CONDITION [FRACK

Currently, the Department receives the monies (checks) for the sale of recyclab!es In some
instances, emplayees from the Transfer Station deliver the scrap metal to the dealer who then gives
the check to the employse. The amounts received are tracked and reviewad analytically.

RECOMMENDATION;

We recommend that the checks received for recyclables be sent directly to the Finance Department
and riot ta the Public Werks Depaf‘tman’[ nor provided to the employee dropping off the materials,

We also recommend that the Town implement procedures to sonfral the materials being sold and to
estimate the expected volume 1o be able to compare the actual recaints.
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PWY- 9 - CONDITION (FRACH

Currently, the Department equipment is located at the Public Works garage. The keys to the
equipment are also kept unlocksd in the garage. The equipment is net formally inspected or
compared to logged usags.

REGOMMENDATION:

We recommend that the keys to the vehicles be controlled via g locked key cabinet. The cabinet
should be [ocked at the end of each business day and only selected supervisory emplayess should
have ths keys.

We also tecommend that the equipment usage lags be compared to the actual usage on a periodic
basis. This review and comparison sholld be documented,

PW-10 - CONDITION (FRICH

Currently, the fual pumps user/login is the Town assigned employee number, The fuel pump also
requires that the user enter the estimated mileage of the vehicle. The key for the fuel pump is also
programumed to & specific vehicle.

RECOMMENDATION:

We resommisnd that the userflogin be changed to something other than the employeg’s employee
number. That number does not provide the same security as a password.

PW- 11 . CONDITION {FRIC};

Currently, the fuel pumps are able to produce a usage report. This report is used by the Finance
Department for billing purpases, but it Is not reviewed by the Public Works Director.

For diesel fuel, the usage log is maintained manually.

RECOMMENDATIOM:

We recommend that the Public Works Director or Assistant Publlc Works Director review and
appraved both the fuel system report and the manual diesel fuel log oh a weekly basis.

PW- 12 - CONDITION (FR/IG):

Currently, there are no cameras located at the either the gas or diesel fuel pumps.

RECOMMENDATION:

We recommend that the Town consider installing cameras at the fuel pump locations.
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PW. 13 - CONDITION {FEaG L

Currently, the Public Waorks garage does not have a fence to protect the equipmaent at the location or
io prevent access o the garage after business hours.

RECOMMENDATION:

We recommend that the Town consider installing a fenée 1o increase the physical security and
access to the Town's public works squipment.

We also recommend that the Town consider installing @ keyless entry at the garage with each
employee having a unique access code to fudher strengthen the security of the Town's assets at the

garage.
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TRANSFER STATION

TYPES OF CASH RECEIPTS

Dump fees

BACKGROUND

The Transfer Station is cpen 3 days a week. There is a cash register in the shack to record cash
collections. The employee at the Transfer Station reviews what is in the custoinel's vehicle and
calculates the fee. There is no scale at the site, so the calculation is based upon the employee’s
judgment. There is a camera ot site focused on the shack

Recently, new procedures and a form werz implemented to assist in dosumenting and balancing the
register. At the end of the day the cash is counted both by the employee and a supetvisor. The
manies are secured in a drop safe. The supervisor then brings the cash receipt to the Revenue
Collactor,

The Transfer Station accepts cash, chacks and credit cards.
The Town had a review of this department in August 2012, We reviewed thz report and the

suggesled controls recommended, We have included our recommendations based solely upon our
interview with the Public Works Departiment.

FRAUD RISK EVALUATION

Level of receipts: Medium

internai Controls Meddium

Use of Resources:  Low None
FRAUD RISK ASSESSMENT

Medium

CONDITIONS AND RECOMMENDATIONS:

Based upon our review we noted the following conditions that are considered to be a fraud risk. For
each condition identified, we have also provided our recommendations to mitigate the risk identified.

TS-1 —~ COMNDITION [FIRIC)

RECOMMENDATION,

Ve also recommend that the Towh caonsider eliminating collection of receipts at the Transfer Station
and implement the use of fickets or vouchers that would be sold at Town Hall and then used to
dispose of tems at the Transfer Station.
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T8-2 - GONDITION (IC):

Currently, the Town does not have a scale af the transfer station and therefore the standard analysis
regarding the weight of trash accepled vs the weight of the frash that is hauled out cannot be
performed.

RECOMMENDATION

We recommend that the Town consider implamenting a scale at the Transfer Statior.

We recommend that the Town consider performing a formal analysis of the amount recorded as
reveniz based upon the weight hauled out.
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"MANSFIELD SUPERINTENDENT'S OFFICE

TYPES OF CASH RECEIPTS

Suzuki — Violin/Cello Program

Relmbursement for substitutes from UCONN

Cobra checks and FMLA checks for medical insurante

Retirae checks for medical insurance

State Teachars Retirement Board quarterly checks for Teachers' medical insurance

Rl s e

BACKGROUND

The Mansfield Superintendent's Office receives manies for ceriain programs and for medical
insurance coverage from varipus groups. The progrant monies recelved are matched by the Town
and paid to the feachers who operate the program.

The madical insurance billings for retirees are billed through the Revenue Collector, but the ather
groups are billed and accounted for by the Human Resoutces Department.

The mail is opened and then distributed by the office secretary, but nio log is maintained.

FRAUD RISK EVALUATION

Level of receipts:  Low

Internal Controls Medium

Use of Resources:  Low None
FRAUD RISK ASSESSMENT

Low

CONDITIONS AND RECOMMENDATIONS:

Based upon our review we noted the following conditions ihat are cansidared to be a fraud risk. For
aach condition identified, we have also provided our recommendations to mitigate the risk identified.

MS50-1 - CONDITION (FRICH:

Currently, the billings far medical Insurance Invoices are nol being provided to the Revenue Gollecior
or the Finance Department. In addition, there is no segregation of duties belween the billing,
collection and accounting for these revenues/receivables. The Finance Department is not provided
the balance outstanding at year end to record as accounts receivable.

REGOMMENDATION:

We recommend that the Revenue Collector perform the billing for all groups that are required to pay
the Town for medical insurance coverage as they currently do for refirees.

This will allow the proper segregation of duties, the proper recording of accounts receivable at year
end and the proper monitoring of activity.
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MSC-2 - CONDITION {FRE:

Currently, the mail is opened and distributed by the office secretary. The checks received are nat
legged and reconciled to the transmitial and deposit reports.

RECOMMENDATION:

We recommend that all checks received be logged by the office secretary before distribution and that
the amount fransmitted io the Revenue Collector be reconciled to the log.
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CAFETERIA PROGRAM

TYPES OF CASH RECEIPTS

1. tunch sales
2. Federal and slate grants
3. Catering sales

BACKGROUND

The Mansfigld Cafeteria program operates using prepaid lunch cards. Elementary schoot students
are required to use thie cards to pay for meals. Middle and High School studsnis are allowed to pay
cash for luriches. ‘

The prograrm accepis cash, checks and credii card payments through a website. Credit card
payments are then posted to student accounts.

Register reporls are run dally and the managers include the reports with the deposit. The reports are
not forrmatly balanced.

The Cafateria Director goes to the elementary schools and picks up the deposits and brings them 1o
the Revenue Collector. The Cafeteria Dirsctor does not count the deposits. The Revenue Collector
picks Up the deposit from the Middle Schaal. The High School brings the deposit to the Reveriue
Collector.

FRAUD RISK EVALUATION

Level of receipts: Mediurn

Internal Conirols Medium

Use of Resources: Low Food supplies and inventory
FRAUD RISK ASSESSMENT

Medium

CONDITIONS AND RECOMMENDATIONS:

Based upon our review we noted the following conditions that are considered to be a fraud risk. For
each condition identified, we have alsg provided cur recomimendations to mitigate the risk identitied.

GAE-1 - CONDITION (FRACY:

Currently, when the monies are picked up from each school, the receipts are not counted at that time
and ro receipt is provided fo the managers to dosument the amount of cash transmittad.

Also, the Cafeterla managers do not prepare a transmittal report as do other depariments. The
fransmitial is prepared by the Revenue Collecior.
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RECOMMENDATION:

We recommend that the Cafeteria managers formally recancile the register reports to the amount
collected and research/explain any differences. This reconciliation should be documerited and noted
on the register report and the transmittal, -

We recommend that before cash is transmitted to the Revenue Collector, the monies be counted by
the employee who is accepting custedy of the monies and a recaipt be prepared or the counting
documented in some way such as by a sign off on the transmittal.

CAF-2 - CORDITION {FRAHCT

Gurrently, afthough a register system is being used to procéss the lunch sale transactions, the
cafeteria lunch sales are being recorded in the general ledger on a cash basis (the amount
deposited).

RECOMMENDATION:

We recommend that the sales be recorded based upon the register reports and that the difference
between the reglster repart and the actual amount of cash be fecorded as cash shortfover.
This amount should be documentsd on the register report and transmitial as noted above.

We recommend that a cash short and over account be established for each school in order 1o monitor
the amount of differences and allow for adequate maenitoring and review when necessary.

We also recommend that each Cafeteria operation be reviewed for any undeposited monies and if
any exist, they be deposited immediately. :

CAF-3 - COMDITION [EFFa):

Gurrenﬂy, the Revenue Collector is picking up the cash receipts from the Middle School. The
Revenue Collector then reviews the register reports, prepares the transmittal report and makes the
deposit.

RECOMMENDATION:

We recommend that the Middle School cafeteria cash receipts be transmitted to the Revehue
Collector after proper balancing and preparation of the transmittal report.

This will propetly segregate duties and increase efficiency in the Reverniue Collector's office.

We recommend that the each school have locked bank bags and a safe to ensure undeposited
monies are secured before they are deposited and during the transfer to the Ravenus Collector.

CAF-4 - CONDITION {IC}:

Currently, the cashiers have the ability to make corrections in the register system.
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RECOMMENDATION:

We recomimiend that only the Caféteria Manager has the ability to make corrections, The carrections
should be logged by user and 2 correction report should be produced on a meohthly basis and
reviewed by the Cafeteria Director or baokkeeper.

CAF- 5 - CONDITION itk

Currently, the managers at the elementary and middle Schools do not recount the cash receipts
before they are picked up fo be deposited. Elementary schools only coliect checks to be applied to
the card and cash for .25 or .50 cents for ice craam.

RECOMMENDATION:

We recommend thal the process for balancing the redisters with each cashier inclade the recounting
of the cash by the Cafeteria Manager and a sign off by the cashier agresifig to the amount of cash
collected.

For elementary schools cnly, consideration should be given te require all payments to be applied o
the students card be sent directly to the Cafeleria office to be processed.

CAF-6 - CONDITION (G}

Currently, the Town does not record & la carte sales separataly from lunch sales.

RECOMMENDATION:

We recommend that all cafeteria revenues be recordad by type in order to allow for proper monitoring
and reconciliation. This would ipclude student lunch sales, aduli lunch sales, al @ cart sales, catering
and state and federat grants.

GAF- 7 - CONDITION (£}

Currently, the Cafeteria bookkeeper does the billing for catering. Most catering is done for inferna
organizations and payment is processed through a journal entry dorne by the Finance Department.

There is a catering request form, but the form is not prenumbered.

RECOMMENDATION;

For billings related to outside organizations, we recommend that the invoice be provided io the
Finance Department at the time the invoice is produced for proper recording and monitoring.

We also recommend that the .c-zatering request form he prenumbered or that the requests be
approved by the Cafeteria Director and then forwarded to the Finance Department,
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CAF- 8 - CONDITION [1C):

Currently, the Cafeteria software accounts for the balance of each student's lunch card. The program
has formal policies for when the balance falls below 30, as well as the capability to notify parents
before the balance goes negative. in certain cases, balances are transferred between siblings hoth
during the year, if one balance Is negative and when a student graduates. The student balance
reports ara not provided to the Finance Department at year end.

RECOMMENDATION:

We recommend that the Cafateria program provide the Finance Depariment a student school lunch
balarice report on a quarterly basis in order that the balances can be monitered and properly
recorded at year end. : '

We also recommend that the Cafeteria program develop and implement a balance transfer policy and

form. All baiance transfers should be approved by the Cafeteria Director. If available, a balance
transfer repart should be produced and reviewed on a monthly basia,

CAF- 9 - CONDITION {FRACY

Currently, the policy is to do a physical invertory every quarter,

RECOMMENDATION:

We recammend that the inventory be documented and the Cafeteria program develop written policies
and procedures that address the frequency of ifventory counts, the required documentation and
appravals for dispesal of Inventory and employee responsibilitiss related to food inventory and
supplies.

CAF- 10 - CONDITION (FR/G):;

Currently, the policy is that cashiers are not permitted to pay any vendors or other amounts from the
cash receipts in the register,

RECOMMENDATION:

We recommend that a palicy prohibiting pay out from the register be formally documented and
communicated. ‘
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MANSFIELD DOWNTOWN PARTMERSHIP

TYPES OF CASH RECEIPTS

1. UCONN and Town of Mansfield Support {annual check)
2. Memberships — 5 types or levels
3. Bponsorships/ danations far events

a. Town Square

h. Summer Concert Series

¢ Mavies on the Square

d. Festival [re¢orded in Town Special Revenue Fund)
BACKGROUND

The Downtown District is a legally separate nonprofit organization. It is funded jointly by the Town of
Mansfield and UCORNN.

In addition, memberships are sold and average about $15,000 annually.

Sponsors provide support for the vatious events noted above. There are no sales of any kind by the
Downtown District at these events.

ERAUD RISK EVALUATION

Level of receipts: Low

Internal Confrols Medium

Use of Resources:  Low None

ERAUD RISK ASSESSMENT

Low

CONDITIONS AND RECOMMENDATIONS:

Based upon our review we noted the following conditions that are considered to be a fraud risk. For
gach condition identified, we have also provided our recommendations to mitigate the risk identified.

DD-1 - CONDITION (FRAC)

Currenlly, the memberships and sponsorships are being accounted for and managed using an excel
worksheet. The membership forms are nat prenumbered and memberships ¢an be purchased on-
line, Tnere is no reconciliation of the excel worksheet 1o the amount recorded for memberships and

sponsorships to the general ledger

RECOMMENDATION:

We recammend that the date of the deposit be noted on the membership form to allow for
reconciliation to the transmittal report,

We alzo recommend that a reconciliation be performed on a periodic basis of the membership
reveriues and the sponsorship revenues to the amount recordad in the general ledger.
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REGION 19 SUPERINTENDENT'S OFFICE

TYPES OF CASH RECGEIPTS

1. E.Q. Smith Foundation rﬁnnies
2. SBtudent out of district tuition
3. Student activity receipts (When necessary)

BACKGROUND

The Superintendent's Office often collects mornies that are to be deposited into the E.O. Smith
Foundation, a separate nonprofit organization. The Foundation supports activities at the High Scheol.
The foundation has 2 large fund raisers annually.

The Superintendent's Office also does the billing and collection of tultion for out of district students.
The District is currently only billing for 2 students.

Finally, the Superintendent’s Office wilt accept raceipts for student activity fuhds in the absence of the
student activity bookkeaper.

Tha Superintendant's Office also managss a petty cash fund.

FRAUD RISK EVALUATION

Level of receipts: Low

Internal Controls Medium

Use of Rescurces: Low Nene
FRAUD RISK ASSESSMENT

Low

CONDITIONS AND RECOMMENDATIONS:

Based upon our review, we noted the following conditions that are considered to be a fraud risk. For
each condition identified, we have also provided our recommendations to mitigate the risk identified,

RSO-1 - CONDITION {ERACT:

Currently, the District is collecting monies for a separate legal entity. No receipts are provided to the
individual transmitting the cash receipts to the District, '

RECOQUMENDATION:

We recommend that a receipt book be used to provide the individual a recaipt for the amount of cash
and checks transmitted. The amount of receipts should be counted in the presence of the individual

transmitting the receipts.

We glso recommend that the Town consider developing a formal agreement with the separate legal
entity to define rights, responsibilities and Hability,
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RECOMMENDATION:

We also recommend that the District require documsntation to be subimitted with the deposit for the
amount of monies transmifted and the sources of the mohigs. The documentation could include
information such as the number of tickets sold or other units of measure o evaluate completeness
and accountability,

RS0-2 - CONDITION {F&ICY

Currently, the District is biling cut of District students for tuition. The biliings are net providad to the
Finance Department.

RECOMMENDATION:

We recommend that the Finance Department be provided a copy of all bilings ot that the Town
manags the billing and collection process,
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AGRICULTURAL EDUCATION PROGRAM

TYPES OF CASH RECEIPTS

1. Chrigtinas tree salss

2. Poinsettia sales

3. Plant and vegetable sales
4. Canterpiaces (live flowers)

BACKGROUND

The Agricultural Education (AG) Program generates mornies to support thé program by sales of the
various products generated by the program. The program also purchasss additional Christmas trees
for sale in addition to the trees harvested from the program tree farm,

All sales are supervised hy a teacher advisor and the cash receipts are brought to the AG Program
office by the advisor and iocked in the safe io be counted the next school day by the program
bookkeeper.

There is no cash register used {reportedly broken) to record sales. The accounting for the program'’s
cash receipts ia done by fundraiser on an excel spreadsheet.

FRAUD RISK EVALUATION

Lavel of receipts: l.ow

[nterriat Controls Medium

Use of Rescurces:  Low None
FRAUD RISK ASSESSMENT

Medium

CONDITIONS AND RECOMMENDATIONS:

Based upon our review we noted the following conditions that are considered fe be a fraud risk. For
each condition identified, we have also pravided our recomimendations to mitigate the risk identified.

AGED-1 - CONDITION (FERATY

Currantly, the sales are belng accounted for by either a receipt book or a paper recaipt that was
implemented in fiscal year 2015 for the tree sales. If the customer is provided a paper receipt, they
are not provided a receipt from the receipt book. The paper receipts are nol prenumbered to allow
proper accountability, They also do not document whether the payment was made by cash or check.
In addition, the program does have a cash register, but it is not funclioning and has nat been
replaced. Based upon the current procedures, there is no accountability for sales and, therefore, no
ability to reconcile cash collected to sales,
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RECOMMENDATION:

We recomimend that the cash register be repaired or a new one purchased to properly record the
salas of all types of items noted above.

In lieu of the cash reglister, a receipt book should be used to account far all sales. The receipt book
should document the type of payment {cash ar check).

Where possible for all tems sold, particularly for the Christmas trees, there should be a system of

inventory control. The total amount of trees for sale should be documented and reconcilad with sales.
Trees that are unsalable should be documented by the teacher advisor when dispased.

AGED-2 ~ CONDITION {FRHCY:

Currently, the cash is counted by the sitident and teacher advisor and dosumented on the envelope.
The cash receipts are brought to the AG program office, locked in the safe and then counted by the
AG program bookkeeper the next schoo! day.

RECOMMENDATION:

We recommend that the amount of cash collested be independently documented by the feacher
advisor. We also recommend that the amount left in the safe be e-mailed fo the Student Activity

bookkeaper,

AGED-3 - CONDITION {FRACY:

Currently, the cash receipts collected by the AG program are counted by the AG program bookkeeper
and then is transmitted to the Revenue Collector directly vs being provided to the Siudent Activity

bookkeeper,

RECOMMENDATION:

We recommend that fhe cash collected by the AG program be forwarded to the student activity
bookkeeper for deposit like all other student activity funds. This will provide additional contral,
monitoring and accountability for these manies.
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STUDENT ACTIVITIES

TYPES OF CASH REGEIPTS

1. Student Activities
2, BSales
3. Denations

BACKGROUND

The Student activiies funds are designed to account for the varlous activities of the studants.
Although the Town/Schoo! District has custody of these monies, they belong to the student clubs and
activities that raised the monies. Student astivities also include the monies raised from various
avents such as plays, yearbook sales, pram, elc.

The funds are managed by the student activily bookkeeper and are recorded in the Town's general
ledger systemi. Disbursements are controlled through the use of a $50,000 imprest account that
allows the bookkesper to write checks as needed. The chacks and supporiing documentation are
then sent to the Town to be recorded in the ganeral ledder and to reimbursa the imprest account.

The bank reconcillation is completed by the Fingnee Depariment.

FRAUD RISK EVALUATION

Level of receipts: Medium

internal Controls Medium

Use of Resources:  Low  Tickets, merchandise
FRAUD RISK ASSESSMENT

Madium

CONDITIONS AND RECOMMENDATIONS:

Based upon our review we noted the following conditions that are considered to be a fraud risk. For
each condition identified, we have also provided our recommendations to mitigate tha risk identified.

SA-1 - CONDITION {(FRAIC):

Currently, student activily advisors and others bring menies to be deposited o the student activity
hookkeeper in the Superintendent's office. The advisor completes a depaosit form noting the amount
of the deposit and the activity the receipts are for. The advisor then signs the form and logs the date
and amount of the depasit an the deposit log. The monies then are transmitted to the District. The
monies are not counted by the student activity bookkseper at that time., When they are counted, if
there is any discrepancy, the advisor is contacted to review. The monies for that activity are not
deposited untit the differetcs is resolved.

a4




STURENT ACTIVITIES

RECOMMENDATICN;

We recommend that the monies be counted in the presence of the advisor and that the advisor be
given a receipt for the amount transmitted {cash and checks].

The receipt book then should be used to balance the amount deposited and the amounts recorded in
the general ledger.

SA-2 - CONDITION (FRAGH

Currently, not all activities provide the boakkeeper supporting documeantation with the monies being
deposited,

RECOMMENDATION:

We recommend that detailed supperting documentation be provided o the hookkeeper to support the
amount being deposited.  The documentation should include recelpt book numbers, counts for
number of sales of mercharidise or tickets, register reports or other docurnentation that documents
completeness.

The supporting docurmentation sheuld include details an the payment type (cash vs check].

S5A4-3 - CONDITION (FiylC

Certain types of activities are able to be verified using a min/max or reasonability test. Examples of
these type of activities would be any event with ticket sales, dues, sales {ysarboak), elc. where there
fs @ known quantity available.

RECOMMENDATION:

We recommend that the District require the use and formal documentation of a minfmax or
reasonability test for activities where the data is available. '

The accountability for the total potential value should be compared to the revenues recorded and the
balance remaining of the merchandise or number of tickets,

We aiso recommend that any comp tickets of merchandise be formally approved, documented and
accourited for to allow for this type analysis.

SA-4 - CONDITION {FRACH

Dluring our teview we noted that certain activities are being accounted for through the school bank.
Transactions recordad through the schoal bank creates detailed records of the payments received by
student, The aschool bank software creates a detailed report for the payment made by each student
for a particular time period that supparts the depaosit.
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STUDRENT ACTIVITIES

REGOMMEMNDATION:

YWe recommend that the District require all activities to use the school bank for student specific
payments to increase accountability and provide adequate supporting documentation for deposits.
Use of the school bank also provides the details needed fo verify paymernits made by each siudent if a
refund becormes necessary.

-

SA-5 - CONDITION {FRIG)H

Currently, the District does not use a formal soflware program to account for the activity for each
student activity furd. The bookkeeper accounts for the activity for each fund using excel. The activity
is tracked by the Town's general ledger software system by fund, but is not capable of accounting for

the balance of each fund,

RECOMMENDATION:

We recommend that the District consider the purchase and use of a student activity software program
to increase the efficiency of accounting for each fund. The software can ke used to produce monthly
raports for the Town ta record the student activity furids' transaction.

SA- 6 - CONDITION (FRIC):

Currently, the monies colfected for the agricultural education program are processed by the student
activity bookkeeper, but are deposited directly by the agricultural education bookkeeper.

RECOMMENDATION:

We recommend that all monies be processed/deposited by the student activity bookkeeper. This will
increase efficiency and monitoring over the activity of this program.

SA-7 - CONDITION (FRAC:

Currently, the student aclivity advisors are not formally provided activity reports on a specific periodic
basis for the funds they are responsible for,

RECOMMENDATION:

We recommend that on a monthly basis, each advisor be pmmded a report that details the activity of
the fund they are managing and that the advisor be required to sign and return the report as ewdence
of review.

SA- 8 - CONDITION (FRAGY

During our review of the listing of student activity funds, we noted the following:

The District has custody of class funds going back to 1994

Qld scholarship funds are recarded in the student activity fund ledger

There are many inactive activity funds that have not had activity in several years
There are accounts with negative balances

There are funds that do not appear to be student related

£ " & & @
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STUDENT ACTIVITIES

RECOMMENDATION:

We recommend that the District immediately disburse all monies related to the graduating classes o
the class officer or obtain an authorization from the class that the monies be donated to the District or
the Foudndation.

RECOMMENDATION:

We recommend that all scholarship monies_be removed from the student achivity fund and bank
account and be properly reporied as private purpose trust funds or transferred to the Foundation.

RECOMMEMDATION:

We recommend that the District review all current ascounts to determine the following:

s Accounts that are hot active and should be closed.

« The plan to address the funds with pegative balances. A forimal policy and procedures should
be developed and Implemented to prevent accounts from being overspent.

« Accounts that are not "student activities”. These aimounts should be segregated from actual
student monies and recorded properly and reportad uhder the proper fund type.

SA- 8 - CONBITION (FRAG):

During our review of the listing of student activity funds, we noted that there are accounts |abeled
principal's account and interest.

RECOMMENDATION:

We recommiend that the District develop and implement a formal policy for the principal account arid
the interest account. The policy for the principal account ghould include a detailed policy on what the
funds in that account can used for and any required approvals,

The policy for the interest account should include how the interest will be allocated to the various
activities or the specific purposes that the monies can be used for,
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EASTERN HIGHLANDS HEALTH DISTRICT

IYPES OF CASH RECEIFTS

1. Feas (collectad on site)
2. Fees (collected by District members)
3. Grants

BACKGROUND

Fastern Highland Health District (EHHD) collects fees direcily from custormers and the fees forwarded
to the District office collected by the District member towns. Ceriain towns send the District a check
for the amount coflected and other member towns send the actual cash and checks.

The District has purchased a new softwars program that will allow on-fine permitting and the tracking
of parmits.

FRAUD RISK EVALUATION

Lavel of teceipts: Low

internal Controls Meadium

Use of Resources:  Low Vehicles, laptops/IPADs, smart phones
FRAUD RISK ASSESSMENT

Lowe

CONDITIONS AND RECOMMENDATIONS:

Based upon our review, we noted the following condftions that are considered fo be a fraud risk. For
each condition identified, we have also provided our recommaendations to mitigate the risk identified.

EHHD-1 - CONDITION (FRHG:

Curtently, the deposit is prepared by the clerk. The deposit and transmitial are not reviewed by the
Department head befare sending it to the Revenue Callector.

RECOMMENDATION:

We recommend that the Department head review the deposit and transmittal before it is sent to the
Revenue Collactor.

EHHD-2 - CONDITION (FRACH

Currently, certain towns send the actual cash and checks collected to the District to be deposited vs
sending a check for the amount collected,



EASTERM HIGHLANDS HEALTH DISTRIGT

RECOMMENDATION:

We recommend that the District require the member towns fo provide the District a check for the
amoutit collected. Supporting documeritation for the deposit should alsoe be forwarded with the checl
to review for completenass and proper recording.

EHHD-3 - CONDITION (FRAC):

Currently, thers is no minfmax or reasonability caloulation performed on permit revenie as a method
{o ensure completeness.

RECOMMENDATION:

Waea recommend that a2 min/max or reasonability calculation be parformed on a periodic basis, but no
less than annually, to ensure afl permit revenues have besn properly recorded,

EHHD- 4 - CONDITION [FRAC)
Currently, the applications for permits are not prenumbered.

RECOMMENDATION:

We recommenid that all pérmits be prenumbered and that the accountability for all permits issued be
performed on a periadic basis, but at least annually.

EHHD- & - COMDITION (ERIG);

Currenily, a prénumbered regeigt book is used for all payments pracessed in the District office,
including the applications accepted in Ashford where the District has office hours. A receipt is also
issued for the total receipts fransmitted by other towns when they are brought to the District office.

RECOMMENDATION:

We recommend that the activity of the receipl book be batanced and reconciled to amounts enfered
into the permit tracking database and the transmittal/deposit.

EHHD-6 - CONDITION {FRACY:

Permits are entered into a database thal is used to track permits and prepare the transmittal to the
Revenue Collector.. Currently, there is no reconciliation of the permit databass to the amount

recarded in the general ledger.

RECOMMENDATION:

We recommend that the permit database he reconciled to the general ledger on a quarterly basis, but
at a minimum annually.
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EASTERN HIGHLANDS HEALTH DISTRICT

EHHE-7 - CONDITION (ERHC

The District has vehicles that are used by District employees. Per polley, only the Director takes a
vehicle home. The other vehicles are naot located at Town Hall, therefore, actual monitoring of the
policy is not possible. There is a vehicle log, but it is not reviewed duwring the year, only at year end.

RECOMMENDATION:

Wa recommend that the vehicle use log be compared to the actual mileage on a periodic basis, bul
nat less then quarietly.
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DISCOVERY DEPOT

TYPES OF CASH RECEIPTS

1. Day cars fees
2. Fundraising
3. Siaie granis
4. Book sales
BACKGROUND

Discovery Depol is a separate legal entity that operates g day care facility. The day care program is
funded through parent fees, state grants to the Town and variols fundraisers conducted throughout
the year.

Feas are based upon a sliding scale hased upon income. The fees are accounted for through a day
care related software program.

ERAUD RISK EVALUATION

Level of recaipts; Mediurm

Interaal Controls Medium

Use of Resources:  Low Services
FRAUD RISK ASSESSMENT

Medium

CONDITIONS AND RECOMMENDATIONS:

Based upon our review, we noted the following conditions that are considered to be a fraud risk. For
each condition identified, we have also provided our recamimendations to mitigate the risk identified.

DDDG-1 - CONDITION [FRIG):

Currently, a customer is issued a receipt from the receipt book only when a payment is made for the
enroliment fee or when a cash payment is received, Other pavments are pracessad through the day
care scffware and the receaipt is left in the parent’s mailbox.

RECOMMENDATION:

We recommend that all fransactions be processed directly through the regisier software or that the
receipts issued be feconciled to the ragister report. The recoriclliation should be documented and
provided with {he transmittal report to the Ravenue Collector.
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DISCOVERY DEPOT

DDDC-2 - CONDITION (FRIIEY:

Access to the day care software system was limited to the Director and Assistant Director. Certaln
other employeas had read only access. The day care operation is currently without a Director,
Currently, the acting Director, the forrmer Assistant Director, is processing all the transactions in the
day care software program. The Acting Director then also balances the activity and prepares the
deposit and transmittal.

REGCOMMENDATION:

We recommend that the procedures bae revised fo carrect the lack of segregation of duties over the
cash receipt process. We recommend that an employee be assigned to process the transactions in
the software system, balance the activity and prepare the deposit. The balanced reports and the
depasit shauld then be reviewed and approved by the Director or Assistant Director.

DROC.3 - CONDITION (FRAC):

Fees are charged to customers based upon income and State determined guidelines. The fees
caleulated are not reviewed, recaloulated or formally approved.

RECOMMENDATION:
We recommend that an excél based form be developed and implemented to calculate the fee to be

charged to each custormner and that the caleulation be formally reviewad and approved by the Director
or Assistant Director.

DDDC- 4- CONDITION {FRACY:

Currently, the Day care requires custormers 1o sigh a one year cantract when their child is registered.
The contract also requires a deposit at the time of registration. The deposit varies based upon the
amount of the fees to be charged. The information is entered into the software system and a report
can be generated detailling the deposits that have been paid. This report is not produced and
reconciled on a periadic basis and is not being provided fo the Finance Diepartment.

RECOMMENDATION:
We recommend that the customer deposit report be reviewed and reconciled. The report should be
generated and provided to the Finance Department an a monthly basis to he sure amounts are
properly recorded and reported. -

DDDC- 5- CONDITION (FRIC):

Gurrently, customers are inveoiced fees on a weekly basis. Reminders are sent to customers for
delinquent fees. Based upon discussion, any accounts receivable write offs would need to be
approved by the Board, but there is no formal written policy. The software has the ability to produce
an accounts receivable report. This report is not currently being provided to the Finance Department.
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DISCOVERY DEPOT

RECOMMENDATION:

We recommend that the accounts receivable report be produced an a menthly basis and sent to the
Finahce Department to ensure proper recording, reporiing and manitoring.

We recommend that the formal procedurss be developed and implemented for acsounts receivable
write offs {bad debts). The Depot Board should inftially approve the amounts io be written off and
then forwarded to the Town for final approval.

DODG- 6- CONDITION (FRAC)

The Day care receives certain state grants that require periodic reporting.  The reports contain both
financial and nonfinancial data. The reports are not currently being prepared of reviewed by the
Finance Department before being submitted to the State.

RECOMMENDATION:

We recommend that the grant reports be reviewed and appraoved by the Finance Department before
beirg submitted to the State.

DDDC- 7- COMBITION {(FRAGH

The Day care program has a funclion to process customer refunds when necessary for overpayments
and ta return customer deposits. The Day care does not currently have a formal refund policy or
refund Form io document the request and approval of the refund.

The software program has a refund function and, therefore, can produce refund andfor adjustmant
reports, These repotts are not currently being produced and, therefore, not provided to the Fihance
Department for review.

RECOMMENDATION:

We recommend that the Day care develop and implement a formal refund policy including a refund
form. The policy sheuld include the process for requssting and obiaining & refund including the
reguired docurnentation and approvals.

Once approved, the refund requests should be forwarded to the Finance Department {o process,
alorig with the report fram the software fo support the amounts requested to be refunded.

Any other adjustments that are processed through the software should be supported with
documentation and proper approval. A software report of all adjustments should be reviewed and
appraved by the Director and sent fo the Finance Deapariment fo ensure propet recording.



DISCOVERY DEPOT

BDDC- 8- CONDITION {FRIGH

The Day care charges additional fees for extended day or late pick up. The fée is assessed to the
customer using a farm when late pick up occurs. These forms are not prenumbered.

RECOMMENDATION:

We recommend that all additional billing forms be prenlmbered and that the accountability for all
additional fees issued be performed on a periodic basis, but at least annually.
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FRAUD POLICY

BACKGROUND

Beét practices are for organizations to implement a fraud policy in addition to any personnel
policies, code of conduct and conflict of interest policies.

Written policies which directly address fraud and the related consequences have proven to be
deterrent.

The Town currently has a Fraud Prevention and Reporting Policy and a Whistleblowers
Policy.

REGOMMENDATION:

Based upon our review of the Town's Fraud Prevention and Reparting Policy, we recommend
that the Town consider the fellowing update to the current policy.

1. Updating the prohibited acts to include the following items:

Theft, misuse, or diversion of equipment and/or materials

Worker's compensation fraud

Intentional failure to report damage

Infentional failure to provide produet or services that are a part of yaur job
Intentional misrepresentation of Town's or governmental policies

Poe o

2. Update to include the definition and prohibition of abuse

Abuse entails the exploitation of "loopholes” to the limits of the law, primarily for personal
advantage. For example, an employee abuses a system of travel alfowances by intentionally
and unnecessaiily scheduling mestings in another Town on a Friday afternoon and on the
following Menday morning in order to claim per diem aver a weekand.

3. Include clear responsibility for management and employee with respect to heing aware
of fraud and to monitor and report suspicious activity.,

Management Rasponsihilities
‘a. Management is responsible for being alert to and for reporling fraudulent or related
dishonest activilies in their areas of responsibility.

b. Each manager should be familiar with the types of improprieties that might ocour in his or
her area and be alert for any indication that improper activity, misappropriation, or
dishonest activity is or was in existenca in his or her area.

c. When an improper aclivity is detected or suspected, management should determine
whether an error or mistake has occurred or if there may be dishonest or fraudulent
activity.
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d.

FRAUD POLICY

Management must give full and dnrestricted access lo all necessary records and

personnel. All Town furniture and contents, including desks and computers, ara operi to
inspection at any time. There is na assumption of privacy.

e, In dealing with suspected dishonest or fraudulent activities, great care must be taken.

f.

Therefore, manapameasnt should not;

1.
2
3
4,

Make unfounded accusatians.
Alert suspected individuals that an investigation s underway.

Treat empioyees unfanly.

Make statements that could lead to claims of false accusations or other offenses.

In handling dishonest or fraudulent activities, management has the responsibllity to:

1.

Make no contact {unfess requested) with the suspected individual to determina facts or
demand restitution. Under no circumstances should there be any reference to “what
you didd”, “the crime”, “the fraud”, "the misappropriation”, etc.

Avoid discussing the case, facts, suspicions, of allegations with anyone outside the
Town, unless specifically directed to do so by the Town Attorney.

Avoid discussing the case with anyong Inside the Town other than employees who have
a need to know such as the Tewn Manager or Town Altorney or law enforcement
personnel -

Direct all inquiries from the suspected individual, or his or her representative, to the
Town Attormney. Al Ihquiries by an atterney of the suspected individual should be
directed to the Town Attornsy. The alleged fraud or audit investigation shall not be
discussed with the media by any person other than the Town Manager, Police Chief or
his designees, and the Town Attorney.

Employee Responsibilities

1.

A suspectad fraudulent incident or practice observed by, or made known to, an
employes must be reported to the employee's supervisor for repotting to the proper
managerment official.

When the employee belisves the supervisor may be involved in the inappropriate

activity, the employee shall make the report directly fo the next higher level of
rmanagemeant or contact the Towrt Attorney.

. Add staternent that there are no exceptions to the pelicy
EXCEPTIONS

There are no exceptions to this policy unless provided and approved by the Town Manager
and the Town Attormey.
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