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INTRODUCTION

AUTHORITY, PURPOSE AND CONTENT

This document repeals all other policies regarding Purchasing, Budgeting, and Accounting as
prepared by the Finance Department and adopted by the City of Manitowoc Common Council
with the effective date of November 18, 2014.

City Administration shall review and update the policy manual on an annual basis. Any
additions or modifications shall be presented to the Finance Committee and approved by the
Common Council. Any modifications to this policy manual shall be noted with the date that it
became effective.

The intent of this document is to provide purchasing, budgeting, and accounting guidance for
accountability, consistency and standards of operational procedures and processes for all
financial transactions. The Finance Department shall assist where further clarification is
needed.

This guide book shall be used as a procedural framework for employees to make sound
defendable decisions of the highest ethical standards. Therefore, the Manitowoc Municipal Code
83.8 Code of Ethics shall be an integral component of this guidebook.

This policy manual is a guide to procedures and policies and does not give anyone the authority
to revise or manipulate the adopted budget. The adopted budget shall be adhered to as adopted
by the City of Manitowoc Common Council.

The policies in this manual cannot provide for every possible financial transaction situation. The
content is guidance in every day ordinary transactions. When out of the ordinary situations arise,
the Finance Department will determine the proper processing method to be used.

This document does not contain any confidential information.



1-
PURCHASING POLICY

1.1 Definitions:

Agreement is a negotiated and usually legally enforceable understanding between two or more
legally competent parties. An agreement typically documents the give-and-take of a negotiated
settlement and a contract specifies the minimum acceptable standard of performance.

Bid is the written commitment of a vendor to furnish goods, materials and/or services or a
combination thereof in specific quantities at a firm price.

Bidder is one who submits a bid in response to a Request for Bids, Quotes or Proposals.

Certificate of Insurance is a document describing the insurance policies maintained by an
insured. It identifies the policy number, effective and expiration dates and name of the insurance
company affording coverage. It generally acts as proof or evidence of insurance.

Environmentally Preferable Products are products that have a less harmful impact on human
health and the environment when compared with competing products.

Information Services (IS) are those items that relate to computers, software, hardware,
telephone or other technology-type equipment, services and supplies.

Professional Services are performed by independent contractors/consultants whose occupation
is the rendering of such services. While not limited to licensed occupations, the services are
considered "professional.” Such professional services include, but are not limited to:
 Accounting and billing services

* Appraisal services

* Consulting services

* Information services studies

* Environmental studies

* Financial and operational audits

* Legal services (except witnesses/consultants retained for litigation)

* Personnel, job classification and benefit studies

* Training services

* Translation services

Public Works is any project for the construction, repair, remodeling or improvement of any
public works building, infrastructure and grounds and/or the furnishing of supplies or material of
any kind for such work.

Purchase Order (PO) is a written contract with a vendor that formalizes the terms and
conditions of a proposed transaction.



Quotation is the written or verbal commitment of a vendor to furnish non-
public works products or services in specific quantities at a firm price.

Request for Bid (RFB) is a structured purchasing process for public works projects used to
determine source selection when price is the only factor. Contract is awarded to the lowest
responsible bidder provided it meets the required specifications and is within budget.

Request for Information (RFI) is a method to collect information about the capabilities of
various suppliers for comparative and budgeting purposes as well as help make decisions on
whether to proceed with a RFP or RFQ.

Request for Proposal (RFP) is a method of purchasing when price is not the only factor and
used when specifications and scope of services cannot be prepared to provide all prospective
contractors with a complete and accurate description of the work to be performed. It is intended
that the contractor will perform that work. Performance factors along with price are considered.
Contract is awarded to the highest scoring vendor provided it meets the required specifications.

Request for Quote (RFQ) is a structured purchasing decision process used to determine source
selection when price is the only factor. Contract is awarded to the vendor with the lowest price
or highest proceeds quoted provided it meets the required specifications.

Services means the furnishing of labor, time or effort by a contractor, not involving the delivery
of a specific end product other than reports which are merely incidental to the required
performance. This term includes professional services.

Sole Source is when there is only one specific vendor that can provide the specific equipment,
supplies or services requested.

Specification is any description of the necessary characteristics of a product, service, or item that
must be met by prospective vendors. Specifications are developed jointly by the user department
and Purchasing and shall not be written to limit competition.

Vendor refers to a company or firm that is a source of supply for goods and/or services.

W-9 is an IRS form, also known as "Request for Taxpayer Identification Number and
Certification", which is used to verify an entity’s taxpayer identification number (TIN).

1.2 General Departmental Purchasing Requirements:
All purchasing activities shall be conducted in such a manner as to obtain the best possible price,
quality and service for the City of Manitowoc.

Departments shall:
1. Ensure its employees are aware of the City of Manitowoc’s purchasing policies and
procedures.



2. Receive Department Head/Team Leader/Manager approval PRIOR to starting the
purchasing process.
3. Ensure the necessary funding is available in their budget PRIOR to starting the purchasing
process.
4. Obtain a W-9 for all new vendors except if it is a refund/reimbursement.
5. Ensure the City of Manitowoc does not pay sales tax for any goods or services within the
State of Wisconsin.
6. Not reimburse sales tax paid for purchases within the State of Wisconsin.
7. Not lead vendors to believe they will be awarded a contract if information they provide is
being used for budget or planning purposes only.
8. Have the Department Head/Team Leader/Manager review and approve all invoices and
account lines being charged.
9. Negotiate terms and discounts for purchases.
10. Request a Certificate of Insurance from any vendor performing a service on any property
owned by the City of Manitowoc.
11. Obtain proper Material/Safety data sheets where applicable.
12. Fill out a Budget OverRun Form for all over runs of account lines. (The form can be
obtained from the Finance Department)
13. Follow Federal, City and Wisconsin State Statutes regarding procurement for Public
Work projects. (see PURCHASING CATEGORIES)
14. Structure specifications for all requests so as not to limit competition.
15. Return to Finance Department any checks that are returned back to the city due to error,
lack of need, undeliverable, etc.
16. Allow Accounts Payable checks to be mailed directly to the vendor, unless they are city
employees or the department has a specific written request for needing the check back.
17. Not enter into an agreement without Committee/Council approval.
18. Not make donations or contributions using general fund monies.

1.3 Employee Reimbursements:
Travel - Every employee reimbursement must be documented on the approved travel

authorization form with travel authorization, along with attached original itemized receipts,
nature of business, program allocation, and funding source (if applicable) before submitting for
reimbursement.

Lodging - an itemized receipt from the hotel detailing all charges, the person(s) for whom the
lodging was provided, and the specific business purpose.

Meals and Entertainment/Clothing Allowance — reimbursement/expenditure must be documented
on the approved form and submitted to the Payroll Administrator for benefit determination and
per diem allowances. An itemized receipt must be provided showing the cost of food (not the
charge card bill), beverage, and gratuities, including the names of every person for whom food or
beverage was provided, and the specific business purpose. Clothing could be a taxable benefit to
the employee upon determination of the use.

Mileage — for the use of personal vehicles for City business is paid at the current IRS rate.



Other Expenditures - a receipt from the vendor detailing all goods or services purchased
(including the class of service for transportation) and the specific business purpose.

The City of Manitowoc is exempt from Sales Tax and Room Taxes when traveling within the
State of Wisconsin. All employees shall obtain a Sales Tax Exemption Form (S-211) prior to
incurring any travel expenses or purchasing any goods that would be subject to Wisconsin Sales
Tax. Sales Tax Exemption Forms may be obtained from the Finance Department. The Sales
Tax Exemption Form must be presented prior to purchasing to avoid paying sales tax.

Sales Tax paid by an employee will not be reimbursed. (exception for meals within per diem
amounts)

1.4 Vendor Relations:

City of Manitowoc employees participating in purchasing activities shall give all qualified
bidders equal consideration and assurance of an unbiased judgment in determining whether the
vendor's goods or services meet the specifications put forth by the city in the solicitation process.

City of Manitowoc employees shall not accept any gift, gratuity, services, favor or entertainment
from any vendor or potential vendor. The only exception is unsolicited vendor advertising or
promotional materials such as pens or calendars.

Vendors who provide the City of Manitowoc with technical product specifications or standards
for evaluating bidders or proposers in a competitive purchasing process are prohibited from
participating in that specific purchasing process.

Vendor samples may only be accepted if the product is of a type presently used or potentially
will be used.

City of Manitowoc employees purchasing from vendors with a direct family or personal
relationship shall take caution in doing so and document a competitive purchasing process.
Family/personal relationships with vendors should be disclosed in writing to your supervisor to
provide disclosure prior to any purchase.

City of Manitowoc employees are encouraged to buy local if possible.

1.5 City-Wide Contracting

Information Technology Services/Hardware

Regardless of price, all departments must obtain approval from Information Technology (IT)
prior to initiating a purchase for any IT-related items. This will ensure that all new City of
Manitowoc technology is compatible with existing systems and can be supported by IT.

Pre-approved City-wide Standard Contracts

Departments shall purchase standard products or services from contracts negotiated for City-
wide use. Examples of such contracts may include office supplies, janitorial supplies, copy
paper, copier maintenance, IT, etc.




1.6 Disposal of Supplies and Equipment:

Supplies or Equipment no longer serving a useful purpose shall be turned over to the Buildings
and Grounds Department. The department will dispose of the supplies or equipment by
transferring the material to a department which might have a use, by public auction or in such
manner considered to be in the best interest of the city.

1.7 Purchasing Categories:
The City of Manitowoc purchasing activities are divided into categories:

Purchases under $5,000

Purchases over $5,000 (non-public works)
Purchases over $5,000 (equipment only)
Public works purchases $5,000-$24,999
Public works purchases over $25,000

ko E

Values are based on the total cost of an order, not individual items, and should include all
incidental costs such as shipping, installation, training, etc. Separating or splitting purchases to
remain within a specific category is strictly prohibited.

Details for each of the categories are described below:

1. Purchases under $5,000

Purchases under $5,000 may be procured by an employee authorized by the department head to
purchase on behalf of that department in accordance with this policy. Quotes are encouraged and
can be either verbal or written.

2. Purchases over $5,000 (Non-Public Works)

Non-public works purchases over $5,000 may be procured by an employee authorized by the
department head to purchase on behalf of that department in accordance with this policy.

It is preferred by the City of Manitowoc to have documentation of two or more written
competitive quotes unless it is from a sole source vendor.

3. _Purchases over $5,000 (Equipment only)

Per Finance Committee resolution, equipment purchases over $5,000 that have been previously
approved in the budget shall be procured through the RFQ process in accordance with this policy
unless it is from a sole source vendor for specialized equipment.

4. Public Work Purchases $5,000-$24,999

Public works procurement process shall be in accordance with the Wisconsin State Statutes
Chapter 62 regarding Public Works. It is preferred by the City of Manitowoc to have
documentation of two or more written competitive quotes unless it is from a sole source vendor.
When the quoted price exceeds $10,000, the procurement department shall have the City
Attorney draft a contract for City of Manitowoc Common Council approval.

5. Public Work Purchases over $25,000




Public works procurement process shall be facilitated via a RFB in accordance with the
Wisconsin State Statutes Chapter 62 regarding Public Works. Budget information for bid
projects is available only after the procurement process is final. Award of the bid and vendor
selection are required of the requesting department's standing committee and City of Manitowoc
Common Council. The City Attorney, Finance Director, City Clerk and the Mayor shall all sign
to legally bind the contract.

The City of Manitowoc may reject any and all bids, quotes or proposals for substantial
noncompliance with the specifications or if price is higher than budgeted. A bid shall be awarded
to the lowest responsible bidder.

1.8 Major Equipment and Vehicle Policy

Finance Committee approved August 19, 1996

Finance Committee Revision November 24, 2008

The following procedure shall be used by all departments when purchasing any vehicle or major

piece of equipment. The steps are as follows:

1. Funding for specific vehicle and equipment purchases are approved during the budget
process by the Mayor, Finance Committee, and ultimately adopted by the full Common
Council.

2. The department head is then responsible to inform the Standing Committee of the
Common Council that they work with about the details of the impending
vehicle/equipment purchase.

Standing Committee approves purchase.

4. When purchasing a piece of equipment costing $10,000 - $25,000, competitive bids or
quotes must be taken. Competitive bids must be taken when purchasing any vehicle, or
any other piece of equipment costing $25,000 or more. The bids or quotes are to be taken
by the Board of Public Works. Finance Committee approval is required to waive the
competitive bid process for specialized major equipment and vehicles.

5. Common Council approves successful bid and purchase.

w

1.9 Exceptions:
This policy shall NOT apply to:

Emergency purchases used to resolve an immediate threat to the health or safety of the public
and/or employees. The department addressing the emergency situation shall procure the
necessary products/services and submit a report of all emergency purchases and justification to
the City Attorney within five (5) business days of the event.

Purchases based on a cooperative purchasing agreement established by one or more units of
government. Cooperative purchasing may include, but are not limited to, joint or multi-party
contracts between units of government or open-ended state, municipal, federal or other
government contracts which are made available to the City of Manitowoc.

Purchases that are determined to be available from only one source as a result of a regulated or
natural monopoly such as utility, telephone and cable services. These purchases must be
approved by the City Attorney for the required supply, service, or construction, and when



circumstances exist, which preclude competitive procurement. Sole source purchases may not be
used for public works projects.



1.1-
CREDIT CARD/P-(PURCHASE) CARD POLICY

1.1.0 Introduction to Credit Card Policy:
The City of Manitowoc will issue credit cards to certain employees/departments for use in their

jobs; this policy sets out the acceptable and unacceptable uses of such credit cards. Use of
company-issued credit cards is a privilege, which the City of Manitowoc may withdraw in the
event of serious or repeated abuse. Any credit card the City of Manitowoc issues to an
employee/department must be used for business purposes only. Employees with credit cards
shall not use them for any non-business, non-essential purpose, i.e., for any personal purchase or
any other transaction that is not authorized or needed to carry out their duties. The City of
Manitowoc will not regard expenses for one's own business-related use, such as lodging and
meals while on company-approved business trips, as personal purchases, as long as such
expenses are consistent with the City of Manitowoc’s travel and expense reimbursement policy.
If any employee uses a company credit card for personal purchases in violation of this policy, the
cost of such purchase(s) could be considered an advance of future wages payable to that
employee if not immediately reimbursed to the City of Manitowoc. If an employee uses a
company credit card for any other type of unauthorized transaction in violation of this policy,
i.e., incurs financial liability on the City of Manitowoc’s part that is not within the scope of the
employee's duties or the employee's authorization to make business-related purchases, the cost of
such purchase(s) or transaction will be the financial responsibility of that employee, and the
employee will be expected to reimburse the City of Manitowoc. Any purchases an employee
makes with a city credit card in violation of this policy will result in disciplinary action, up to
and possibly including termination of employment, depending upon the severity and repeat
nature of the offense.

1.1.1 Finance Committee Approval:
The Finance Committee approves the positions/departments with the ability to use a credit card
issued by the City of Manitowoc. The committee sets the spending limit per card issued.

The Finance Department is authorized to reissue credit cards due to vacancies or lost cards for all
approved positions/departments authorized to use credit cards. The Finance Department shall
maintain a listing of all positions/departments authorized to use a credit card and associated
credit limits.

Any additional requests for a credit cards which are not on the authorized listing of credit card
users, shall be approved by the Finance Committee prior to issuing and setting a credit limit.

1.1.2 Finance Department Responsibility:
The Finance Department shall:



e Inform the Finance Committee of strategic planning of the use of credit cards to
better enhance rebate programs provided by the credit card company providing the
service to the City of Manitowoc.

e Oversee that the Departmental Usage and Accounting Process Policies are being
adhered to.

e  Cancel/issue/reissue/dispose cards as needed.

e Coordinate the ACH transfer of monies for the City of Manitowoc to the credit card
provider.

e Maintain a current list of credit card holders and their associated credit limit.

1.1.3 DEPARTMENTAL USAGE POLICY

Cardholders approved to use a credit card shall:

Have purchases authorized by a Department Head/Team Leader/Manager

Only use the credit card for City of Manitowoc purchases

Ensure that sales tax is not paid on all exempt purchases

Follow the policy on Employee Reimbursements (refer to 1.3 of this manual)

Cardholders are responsible for ensuring that they adhere to the Credit Card policy,

thereby ensuring adequate controls are exercised to minimize the risk that credit

cards are used for fraudulent or corrupt purposes

e Report lost or stolen cards immediately to US Bank 1-800-344-5696 and report
immediately to the Finance Department.

e Upon resignation or termination of duties with the City of Manitowoc, reconcile all
expenditures on his/her card account since the last Statement and surrender the card
upon termination to appropriate staff or exit interviewer.

1.1.4 CREDIT CARD ACCOUNTING PROCESS

Credit Card statements are issued to the departments at the beginning of the month. Departments
will need to have their credit card transactions processed through Accounts Payable by the end of
the month following the closing statement date. This will ensure accounting records maintain
accurate and meaningful balances. Cardholders that do not reconcile by the end of the month
will be sent a reminder of their obligation under this policy. Repeat non-conformance could
result in cancellation of the card.

Cardholders must retain transactional evidence to support all charges. An acceptable receipt for
reimbursements of claimable business expenses on the credit card is an original receipt. Original
receipts for all credit card transactions will be retained in the Accounts Payable office.

Audits of cardholder purchases will occur on a monthly basis by Accounts Payable. In addition,
external auditors could carry out audits from time to time. If a Cardholder has questionable
purchases showing on the monthly Statement, this information will be forwarded to the Finance
Director for resolution.



2.
ACCOUNTS PAYABLE PROCESS

How to enter an invoice into Springbrook

2.1 Creating a Batch

@ Springbrook V7

o1e

Eq
(CRORONORONOR Gy G ORI}

Accounts Payable

1. Select Accounts Payable from the list of available modules using the drop down menu.
2. Find Invoices from the Menu at the left side
3. Click on the Double Down Arrow (this will open up the process for Invoicing)

A City of Manitowoc Springhrook V7
Fle Sysems Tocs MyMen UserSetings Windaw el
vEaQu ke w0 e kameh O =

[ Deskiop J

s paysbie ®

4. Click on the Drop Down Menu Arrow to sée all batches available or to start a new batch.
5. Select the batch by clicking on the appropriate batch (it will highlight in the box as the
active Batch) OR Click on ‘New’ to add a New Batch.
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If a New Batch is being generated, please continue with Step 6.

If using an existing Batch, please skip to Step 9.

¥s Mew Batch g@

File ‘wWindow Help
Lweele
W

B atch Mumber: |m |
Batch Month: |03 |

Batch'vear  |2013 |

=
6. Five digits are needed to create a Batch. Use the first 2 digits of your org (example:
14100 — Finance will use 14) and the last digit will be the next batch to process in the
month. ((Using 1 thru 5 for each Friday of the month.) The batch month and year should
be the month and year the bills are to be PAID. CLICK SAVE. (two zeros will populate
in front of your number- see screenshot with instruction #4 -5 above for example)

Caution: YEAR END: when using the prior year’s budget line:
Batch #: use 6-9 after your org number for yearend additional batches
Month: 12 Year: use the prior year

Contact Finance for assistance.

@ City of Manitowoc Springbrook V7

Fie Systems Tools by Menu Lser Settings Window Help

@rcmae |8 @R a0 9

Mynch O ~

[Processes || Deskiop
3

10995 Y,

My Settings
& Inport
/ Tnunices

L Proof List

fccounts Payable

| @ | connected

il

7. The active batch will show in the window under Invoices. Click on Settings to setup the

settings for this batch.

8. Enter the PAYMENT DATE. (The Friday payables will be generated.) SAVE.
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Caution: YEAR END: Change the FISCAL YEAR to the prior year if using a prior
year budget line.

" Settings / Invoices g

File ‘Window Help
2208
*
Payrment [ ate: |.a" ! v |
Bank Acoount:
Fund:
Fiscal rear: 2M3 £
IC Location:
IC Tran Date: [
IC Tran Tirme:
| Batch: 00145.03,.2015

@8 City of Manitowoc Springbrook Y7

File Systems Tools My Menu  User Settings  wWindow  Help
v @ O’ g% @) @ o Kiynch O -
[ Desiiop |

Display

Invoices

¥
Computer Checks ¥
¥
ES

& Settings
& Import
& Invoices
a_ Froof List q

A e

. PM Distribution
WO Distribution

4 Commit

¥
¥

Yoid Checks

Accounits Payable | @) |connected A

Note: The active batch is showing. The check mark next to the Settings indicates that this step is
complete. Move past the Import. The invoices are now ready to be input.

2.2 Entering an Invoice
9. Click on Invoices and the next screen shot is what pops up.
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" Invoice Selection / Invoices

File - -
pln|lalue el8

s s dd & new récord. P by that column.
| Wendor Number = | Wendor Mame | Invoice Mumber | Amount | Mumber of Items

| Bakch: 141.11.2007 |

10. Click on ‘Add a new record.” And the next screen shot pops up.

% Edit Invoices / Invoices

File Child “indow Help

Ll aloles 8,88

teteomioa L
| Vendor Mumber. I: |

= o =0 — |

—_— L

PaymentDate: | 3/29/2013 v

Reference:

Author:

Li “wiork Flow

|Accuunl Humber = | Invoice Date | Invoice Number | Base Amount | Description
B $0.00
4] ‘ 2

| Batch: 00145.03.2013

11. Click on ‘Vendor Number’.
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Refresh
button

® Vendor Selection / Invoices

il L[NNI
[ g lieE TIPS & TRICKS
€ @21 A o@ a8
| _/‘—G—? ] See ‘Handy Hints’
Gener Advanced Y
Vendor Mumber: | | Status: |.-’-‘«Ctive Vl Move fields by dragging
Last Mame: |fric:k | Kepward: | | them where you want
DBA: | | [] Include temparary vendars them.
1099 %endar. | |
‘endor ... | DB | First Hame | Last Mame < | Address One 5 Move fields off or add
o E357 CRAIG M FRICKE FTMNETHST new fields by right
L ATOUCHOF .. ROBERT FRICKE 2011 50 14TH 5T -
10314 TAMRA, FRICKE 225 HAMW/THORNE TERRAC clicking the mouse on
3 FRICKE PRINTING SERVICE 2011 5 14TH 5T : the menu bar and select
| 7a07 THOMAS FRIEDER 1905 KMUELL ST or deselect the fields
o BR02 HEARTHSTO. . FRIEMDS OF HEARTHSTOME INC - B25' PROSPECT AVE
o B339 FRIEMDS OF MARIMERS TRAIL PO BOX 2341
_ 8278 FRIEMDS OF THE MTwWC FARME... 2115 IMNDIAM CREEK DR
|27 FRMDS OF MTWC Fak AQUATIC .. 900 QUAY 5T
o 11924 PlZZa RANCH FROMTLAKE LLC 3212 CALUMET AVE
= 7385 FRY IMC 107 5 BROADWAY
107an FEr FIITE SFRWICF TMRPARATI TNAR 1 &ARPY T b
< >
| Babch: 00145,03.2003 | 4 .

= |
A screen will pop up where you can inquire on a vendor. There are several ways to do this:

If you know the vendor number, type it in Vendor Number and click on the Refresh.

OR

In the Last Name, start typing the name of the company and click on Refresh

NOTE: if you are having trouble finding a Vendor, select ALL in the STATUS field and/or
check the box to Include Temporary Vendors. Click on Refresh.
(If the status of the Vendor is InActive, see Finance to change the status of that VVendor)

12. When your Vendor is located: Double Click on it

The next screen pops up.
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@ g $0.00

Vendor

icel - FRICKE PRINTING SERVICE [ Invoices ShOWS
& Clid Win ow Help here

8 I

el

|w @ 9| ¢

Invoice Dizplayed: I@. | Re sence:

VendorNurber (8269 |

Purchase Order: | | Base s, e

Payment Date: [11716/2007 v | Discount Amount: | $0.00|
Handling Amount: | $U.DD|
Tax Amaunt: | 0 DD|
Tatal Amount: $0.00

| Accaur’ dumber | Invoice Date | Irvoice Mumber | Quantity | Base Amaunt | 1099 |

13. Add a reference. This is a short description of what this invoice is for. The reference will
show up on the check stub only.

| Batch: 141.11,2007 4

At this point, you are done with this screen and will now need to add line items from your
invoice.

14. Click on ‘Add a new record’ (white page) to insert a line item. The next screen pops up.

" Invoice Item - FRICKE PRINTING SERVICE / Invoices

PlEL O 0 88
*
Account Alias: || | 1033 Yendar: | |
GL Account: | | 1093 Type: | A |
Account Description: 1093 Box: | A |
Invaice Date: | 3/28/2m3 v| PuchaseOrder | |
Irvaice Mumber: | | PO Line ltem: |DDDD |
Feceipt Humber: | | Commodity Code: | |
Base Amaount: | $0.00 | Product Code: | |
Dizcount Amount; | $0.00 | Guantity: | 0.00 |
Handling Amount: | $0.00 | Unit Tupe: | |
Tax Amaount: | $0.00 | Quantity Ordered: 0.0000
P Task - | | Guantity Recsived: 0.0000
Fhd Description: Quantity [nyvoiced: 0.0000
PM Type Code: | | Description

Inventary [kem:

Reference Mo

wiork Order: 0000000 | O Taxable

Activity Type: | | [ Close Purchase Order Line
Wi Azzet: [ s Fixed Agset

w0 Override [berm: | |
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Note:

™ allows you to modify the look of this screen...

ON THIS SCREEN USE THE ‘TAB’ KEY TO GO TO THE NEXT FIELDS:

15.
16.
17.
18.
19.

20.
21.
22.

23.
24,

25.
26.

27.

Type in the GL Account. The description will populate in the next field.

Enter an invoice date.

Enter an invoice number. (Type in exactly as shown on invoice)

Enter base amount for the line item of this invoice.

Enter line item description. This will show in Vendor history file and on the Account,
not on the check stub.

The following are optional:

Enter a discount if applicable. (Use + amount, it will not accept a -)

Enter handling charge to be allocated to this item.

If Applicable: Enter a Project Management Task Label. (Click on Task Label to see all
available codes.)

Next select a Project Management Type Code. Click on PM Type Code and the next
screen pops up.

Locate and Select a E, M, S code. L is a labor code.

Enter quantity. (This is a non-calculating field and is optional for use.)

Enter unit type. (This is not a calculating field based on quantity — optional field)

Adding additional line items:
If you would like to add another line item for this invoice, click on the ‘Add a record’
(white page), and follow directions 15. through 26.

Note: The info previously input will stay except for the base amount goes to $0.

If you are done, click the Exit.

2.3 SCANNING and ATTACHING the Invoice:

When

all line items are completed, scan the invoice and attach it to your record.

On the Edit Invoice screen, click the Paper Clip.

% Edit Invoices

Lleing

Fle chid Window Help

- FEDERAL EXPRESS CORPORATION J Invoi

(&) | @[rw@ e ¢
Tavnira 2-219.80493

uuuuuu

| Account Number = | Invaice Date| Invaice Nurber | Base Amount | Deseription

8054

cletks office

> |nooimosanion wevema  2212emz §104.32 Shipping to Command Central Prom Pac

AL

$104.32
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Click the White Page, then File Name (locate file), Save, Exit
You will see a (1) next to the Paper Clip indicating there is 1 file attached. See above screen.

¢ Attachments Maintenance

File ‘Window Help

LeNBBE-0el

| File | *ﬂ!
| FedEx 108,32 pcf File Mame: FedEx 104.32 pdf
File Type:

Location Rieference: H ‘

Tracking Number: ‘ ‘

Description
% Edit Invoices - FEDERAL EXPRES50® -u- EEX
Fila Child  Window Help
[ g R ]| & vy @ e P
- Invoice 2 212 8422
nvoice
Inwoice Displayed: | 2:212:80422 v
“Wendor Number: 8054
Purchase Order: | |
Payment Dale: | 3/23/2013 v
Reference: Clerks Dffice
Author: lkughn
Lineltems ‘work Flow
‘ Aocount Number = | Invaice Date | Invoice Mumber | Base Amaunt | Description
ﬂ 1100-13300-531100  3/20/2013 2-212-80422 $104.32 Shipping to Command Central Pram Pac
ﬁ $104.32
55 | ¥

| Batch: O0135.03.2013 .

28. When complete, Click on Save.

To add your next INVOICE:
Click on the ‘white page’ from STEP 10 and continue adding another invoice.

If this batch is not complete, and you have more invoices to enter into it, when you re-enter the
system, be sure to select the correct batch you created for this payable run.

If you are completely done entering invoices for this batch,

2.4 Finalizing the Batch
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® City of Manitowoc Springhrook V1 - [Invaice Selectian / Invoicss]
Fle Systems Took My Mer UssrSettngs Window Help | Invoce Selecton [ Invokes Menus
B Aecourts Payale v & QS RE e @ e Hynch O =

5 1
_|ms  wewtowocrwmems supeie 19555 83 1
156 MICHAEL HUCK. MAR 2013 $100.00 2

& GLDstrButin
& FM Distaburion
& WO Distibution

§ Commit

Batch: D0145,03.2013 | | o0

This screen shows that you have successfully completed the first three steps in the process and
that you will need to next run the Proof List.

Click on Proof List and this screens pops up. Select Vendor Name and click the box to ‘Show
vendor address’. Print (printer icon).

"% Proof List / Invoices

File window Help

= I Vi@ e e
*
Print Mode: |Standard w |

Sort Order: |‘«-"endor Mame w |

| Batch: D0O145.03.2013

A clock looking icon by the Proof List indicates that the report is being generated. A check mark
will show when it is completed.

Note: When the Proof List is completed, a check mark will show here to indicate this step is
complete. If an error is found from the Proof List, you may go back to the Invoices area and fix
the error. You will then see that the Proof List will need to be run again because the printer will
show up. You will not be able to go to the next step until the check mark shows up to indicate
this step is complete.

Print the report.
A sample of the Proof List is below.
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@ City of Manitowoc Springbrook ¥7 - [To Be Paid Proof List]

File Systems Taools My Menu User Settings  Window He\p\ To Be Paid Proof List Menus

@romrmie w8 @ 0|8 00 260 8 0 0 <

& JE To Be Paid Proof List |

4k X%
-2 0l QI0.0.0.0/8 87 ¥L-IM D)8

Computer Checks ¥ 3

Display ¥

Invoices 2 Accounts Payable

00145.03.2013 3 To Be Paid Proof List

i User klynch
Setti

i Printed. 037262013 - 11SPM
@ Impart Batch 00145.05.2013
@ Invoices |
@ eI h Invoice Number Invoice Date Amount Quantity Payment Date PM Task Type P

15 GL Distribution Account Number Description Reference
. PM Distribution

4 BENNETT, JOHN

B35S 2IRD ST
MANITOWOC, Wi $4220
K015

., WO Distribution
4 Commit

032013 3262013 35.99 0,00 03222013

— 1100-21106-516300 EMPLOYEE AUTO ALLOW Masch 2013 PSLO Mileage March 2013 PSLO!
Maintenance ¥
0372013 Toul 899
Manual Checks ¥
015 Tatal: 3899
Purge Yendors ¥
Reports ¥
Utilities v HUCK. MICHAEL

1002 GLENVIEW DR

MANITOWOC, W1 54220
Yoid Checks ¥ 8156

| 2
| Batch: 00145.03.2013  Page 1 /2 |@ | Connected

(4
|~

Accounts Payable

The next step is the G/L Distribution. Click on it, you will see the next screen.

® GL Distribution / Invoices Z

File ‘Wwindow Help

Journal Enty: | 3/26/2013 v

Fizcal Period: 03
Fizcal Year: 2013

| Batch: 00145.03.2013

The Journal Entry date is the date the Payable will be ran. If the payable will be ran in the next
month, the Period will change. This is OK. Click on the printer icon to print.

YEAR END: If paying invoices in the next year using the prior year’s budget account lines, you
will need to change this to 12/31/20##. (Be sure your Setting’s fiscal year is the prior year)
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AN City of Manitowoc Springbrook ¥7 - [AP Distribution Report]

Fle Systems Tools MyMenu UserSettings ‘\indow Help | AP Distribution Report Menus
@ Accounts Payable va @O Ran e @ e Kynch ()~

| P .--ﬁ-:-ﬁ |

~ [@3 4P Distrbution Fieport | 4bx
10995 = ——
200206000 eIa s Y2 kb el

Computer Checks ¥,

Display ¥

Invoices 2 Accounts Payable
Gl Distribaton Report
& Settings User: Klynch

Printed: 3262013 - 3:19 PM
@ Import Batch 00145.03.2013
@ mvoies Fiscal Period: 3
JE Date ey
Praof List
o Fund DR Amount CRAmount  Account Number Description
@ GLDistribution
(% PM Diskribution 1100 GENERAL FUND
'_ ) 0.00 160.6 VOUCHERS PAYA
. W0 Distribution 200 000 EMPLOYEE EDUC
@t 899 0 EMPLOYEE AUTC
- s0t0 000 SALARIES-OTHEI
3000 0.00 1100-34112-5 11900 SALARIES-OTHE!

16090 160.99
Manual Checks ¥,
Utilities ¥
Yoid Checks ¥ >

L[] | 3

Accounts Payable | Batch: 00145.03.2013  Page 1 /1 | @) | corneied |

Print the report.

om0 032 1100-35210-535200 MOTOR VEHICLE

Run the PM and WO Distribution:

@ City of Manitowoc Springbrook V7 DEx

Flle Systems Tools MyMenu User Settings  Window  Help

B |8 @0 Mam 0@ 9 1 0 -

‘Deskbp |
~
10995 k3
Computer Checks k3
Invoices 3
00145.03.2013 v
@& Settings
& Impart
& Invoices
& Proof List q

(54 PM Distribution

. WO Distribution

Maintenance

Manual Checks ¥
Purge Vendors ¥

emit

Utilities
¥oid Checks

Accounts Payable | @ | Connected o

You must Click on this and Click the Printer Icon.

|

(Most of you won’t have anything on this report because it is for the use of Project Management
and Work Orders.)

These reports DO NOT have to be submitted with the Proof List and G/L Distribution.
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2.5 Preparing Documents to Send to Accounts Payable
1. All original invoices should be attached to the Proof List. Invoices should be in order of
the Proof List.

a. If aremittance document needs to go with the check, make sure it is attached by
staple or paperclip in the center of the back of the original invoice.

b. If a check needs to be returned to your office, highlight the vendor on the proof
list. A note to the Finance Director should be attached as to the reason you need
the check returned.

c. When a vendor name is different than what shows on the invoice, write the actual
name of the vendor on the top of the invoice.

d. Every invoice should have an account number written on it.

The G/L Distribution should be stapled to the back of the Proof List.

The Proof List report must have a Department Head (or authorized person’s) signature on it
approving the payment of those invoices.

Bills will be paid weekly. The documents referenced above shall be submitted to Accounts
Payable by 1:00pm Wednesday.

Periodically deadlines will need to be modified for holidays and staffing purposes. A timely
email will be sent out indicating a change in the deadline.
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3-
BUDGET POLICY

3.1 Definition of Fund Structure:

The City of Manitowoc uses fund accounting for its financial structure. Fund accounting
is designed to demonstrate legal compliance and to aid financial management by
segregating transactions related to certain City functions or activities.

Funds are the control structures that ensure that public monies are spent only for
authorized purposes and within the amounts authorized. Funds are established to account
for the different types of activities and legal restrictions that are associated with a
particular governmental function. The use of funds and the budgeting, accounting, and
auditing that are associated with this fund structure are governed by the Governmental
Accounting Standards Board (GASB).

For financial statement presentation purposes, the various funds of the City are grouped
into the following fund types under three broad fund categories: governmental,
proprietary, and fiduciary / agency.

1 - Governmental Funds

Governmental funds are those through which most municipal functions are
financed. Governmental fund reporting focuses on the sources, uses and balances
of current financial resources. Expendable assets are assigned to the various
governmental funds according to the purposes for which they may or must be
used. Current liabilities are assigned to the fund from which they will be paid.
The difference between governmental fund assets and liabilities is reported as
fund balance.

The City’s Governmental Funds are the General Fund, Special Revenue Funds,
Debt Service Fund and Capital Project Funds.

The General Fund accounts for all financial resources except those required to be
accounted for in another fund. The unassigned general fund balance is available to the City
for any purpose provided it is expended or transferred according to the general

laws of Wisconsin, and of the City of Manitowoc.

Special Revenue Funds are used to account for revenue from specific sources
(other than major capital projects) which require separate accounting because of
legal restrictions.

Debt Service Funds account for the accumulation of resources for and payment of
general long-term obligations’ principal and interest.

Capital Projects Funds account for financial resources to be used for acquisition
of equipment and the construction of major capital facilities (other than those
financed by proprietary funds), and to account for the financing of public
improvements or services deemed to benefit specific properties on which
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assessments are levied.

2 - Proprietary Funds

Proprietary fund reporting focuses on the determination of operating income,
changes in net assets, financial position and cash flows. Proprietary funds are
classified as either enterprise or internal service.

Enterprise funds are used to account for operations that provide services which a
fee is charged to external users for goods or services.

Internal Service Funds account for the financing of services provided by one
department or agency to other departments or agencies of the City on a cost
reimbursement basis.

3 - Fiduciary /Agency Funds

Fiduciary fund reporting focuses on net assets and changes in net assets. The
fiduciary fund is comprised of only the agency funds. Agency funds are custodial
in nature (assets equal liabilities) and do not involve measurement of results of
operations.

The City does not have to appropriate agency funds. Agency funds account for money a
government holds in an agency capacity on behalf of another person or entity. Therefore a
government has minimal discretion in spending this money.

3.2 Capital Budgeting:

Capital Projects are defined as a study, engineering/design, purchase of equipment
and/or construction, or a combination of all three phases totaling $5,000 or more
having a useful life of at least five years.

The Capital Improvement Plan (CIP) is comprised of all current and anticipated long-term
capital needs of the City. The ability to fund those projects will be based on the Financial
Forecasting “Plan”. The “Plan” is a document updated by the Finance Director as needed. The
CIP is a comprehensive resource of the City’s assets indicating useful life, entry price and
depreciable value.

Projects will be funded by a combination of note proceeds, bond proceeds, grants, municipal
capital lease financing, government loans, gifts, and operating funds. If a capital project is debt
funded (note, bond, lease or loan), the term of the debt should not exceed the useful life of the
project.

3.2.1 Capital Allocation Work Group (CAWG):

The CAWG has developed procedures which describe the process for developing and monitoring
the Capital Improvement Plan. The Finance Committee will be charged with oversight
responsibility for the CAWG and final approval of the committee’s procedures.
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The CAWG shall study proposed capital projects and improvements involving major non-
recurring tangible assets and projects which:

1) have a useful life of at least five years

2) have a net cost over $5,000

All departments shall by May 31 of each year, submit to the workgroup, on workgroup approved
forms, all anticipated projects requiring action within the ensuing six years. The CAWG shall
consider the relative need, impact, timing and cost of these expenditures and the effect each will
have on the financial position of the City. No appropriation shall be voted upon by the city
council unless the proposed capital improvement is considered in the Workgroup’s Report, or the
CAWSG shall first have submitted a report to the City Council explaining the omission.

The CAWG shall prepare an Annual Report recommending a Capital Improvement Budget for
the next fiscal year, and a Capital Improvement Plan including recommended capital
improvements for the following five fiscal years. The Annual Report shall include an inventory
of all assets to be supported by the Capital Improvement Plan. The Annual Report shall be
submitted to the Mayor for consideration within the annual budget by August 1st of each year.

The sources of funds utilized for funding the projects approved will comprise a mix of non-tax
levy revenues, borrowed funds and annual tax levy, with the composition of such funds to be
based upon financial condition of the city and to be determined on an annual basis with a
recommendation from the Mayor presented with the annual budget. The City Council will still
need to issue the appropriate amount of General Obligation Bonds/Notes to fund the capital plan.

The CAWG Annual Report will be followed as closely as possible by the approving authorities,
but understanding that the ultimate decision for all funding is vested within the Mayor and City
Council as part of the Annual Budget Adoption. Once the Plan receives approval and the City
Council has approved the financing for the plan the CAWG will monitor and fulfill the approved
requests in a timely manner to ensure project completion.

The Capital Allocation Working Group (CAWG) with voting rights shall be composed of the
Chief of Police, Fire Chief, Director of Department of Public Infrastructure (DPI), DPI
Operations Team Leader, DPI Transit/B & G Team Leader, Museum Director and Finance
Director/Treasurer or as determined by the Common Council.

3.2.1.a End of Life Fund (ELF):

The CAWG shall prepare the Capital Improvement Program in a manner which establishes an
“End of Life Fund” (ELF) that will be utilized to replace assets which are readily available for
purchase without excessive lead times.

The procedure for fulfilling requests from the ELF shall be based upon rational criteria reviewed
and approved by the CAWG annually.
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End of Life items consist of equipment that has been designated as such and noted in the CAWG
Report. Items are to be identified during the ranking process as eligible for end of life
consideration. The process to access the ELF is as follows:

1. Present a completed Capital Project Request Form, with at least one valid quote from a vendor
and/or a departmental estimate.

2. Include a copy of your department’s budget to actual report for the latest month.

3. If a department is under budget a funding plan should be presented detailing what funding can
be utilized from existing department funds.

4. The CAWG will evaluate each request to coincide with available funding and advise the
department of the workgroup’s decision.

3.2.1.b Unbudgeted Capital Request:
Unbudgeted Requests are for items that are not in the current year plan and are not associated
with a budget.

1. Check with the Mayor and/or Finance Director for possible funding sources.

2. Have requested Asset approved by the appropriate oversight committee.

3. If there is no other possible funding source identified in #1 or additional funding is needed,
request CAWG for unbudgeted funding by completing a Capital Project Request Form.

All approved requests by the CAWG shall be forwarded to the Finance Committee for final
approval prior to purchasing the requested items.

3.3 Budget Timeline Guide:

February Carryover requests are due
May Departmental funding requests for subsequent year’s Capital Projects due
June Extended Budgeting is setup for each Department for current year actuals and

next year requests
CAWSG reviews and ranks Capital Budget requests

July Finance Department requests operational budgets from all Departments
CAWG prepares report to be presented to Mayor for inclusion in annual budget

August Department’s operational budgets are due
CAWG presents Capital Allocation Report to the Mayor
Department meetings to discuss budget requests are held with the Mayor

September  Administrative staff formulates the Executive Budget
Mayor presents the Executive Budget to the Common Council
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October Finance Committee deliberates over the Executive Budget
November  Council adopts the budget and sets the levy rate
December Tax bills are generated

3.4 Budget Exception Reporting:

In Springbrook:

1) Select General Ledger from the System Modules

2) Click on the dbl arrows by Budget Exception Reporting
3) Your department’s report will show up here (click on it).

r& 3_Ewpenses
r& Human Resources
S City Attorney

% Finance/Treas/PR

The below screen will open.
The Account information is pre-populated for you.

You will have to determine which “YEAR’ and ‘PERIOD’ to report.

Fiscal Period To: Quarter 1=3  Quarter2=6  Quarter3=9  Quarter 4=12

4

-
-
o
oo
R

N“
O M

—_
“
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2

Click the Printer and select ‘Print Preview

Print

Print Preview
Excel

|1_7.| Excel (Formatted) |
Report Group:

Elﬂ [

An EXCEL document will open. A sample of the document is below.

The document will have ALL of your department’s accounts.
It will have ‘Current Year Budget’ and ‘Year to Date’ (through the period you selected)

Review the report for any exceptions.

Revenues that are continually collected throughout the year that haven’t met the total are not an
exception. ONLY if/when you feel that the revenue amount is unattainable is when it becomes
an exception.

Expenses that exceed the budget amount are exceptions.

ONLY exceptions need to be reported to the Finance Department via email to the Finance
Director and Comptroller.

Due: The 20th day of the month following the end of the Quarter.

The Finance Department will assist you with options for covering the excess expenditures with
another budget line or another method that deems appropriate for the situation.

The Finance Department is responsible for compiling the data into one pdf file for distribution to
the Finance Committee.
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A B C D E
General Ledger

1

> |Budget Exception Reporting

3

4 |User: Klynch

5 |Printed: 1042018 1:.00:38 PM

6 |Peried 01-12

7 |Fiscal Year 2018

8

9

L0 |Account Description Current Year Budget Year to date

11 4100 FINANCE

L2 |E10 Personnel Services

12 |1100-14100-511100 SALARIES AND WAGES-REGUL. § 13244000 5 08.071.50
L4 | 1100-14100-311500 SALARITES-TEMP EMPLOYES-RE 5 - 5 -
L5 |1100-14100-313700 RETIREMENT/TERMINATION F 5 - 5 -
L& |1100-14100-315100 SOCIAL SECURITY 5 10.132.00 | 5 706828
L7 | 1100-14100-315200 RETIREMENT (EMPLOYER'S SH 5 8.873.00 5 6.570.52 |
L8 | 1100-14100-315400 HEALTH INSURANCE 5 3558100 | 5 26,528.20
19 | 1100-14100-315600 WORKERS COMPENSATION 5 26500 5§ 196.08
20 | 1100-14100-315800 UNEMPLOYMENT COMPENSA’ 5 - 5 -
21 | 1100-14100-316400 EMPLOYEE PHYSICALS 5 - 5 -
22 |E10 Contractual Services

23 | 1100-14100-321300 ACCOUNTING AND AUDITING 35 4180000 5 40,423.00
24 | 1100-14100-321900 OTHER. PROFESSIONAL SERVIC) 5 - 5 -
25 | 1100-14100-322500 TELEFHONE 5 85000 | 5 G00.36
26 | 1100-14100-324900 OTHER MACHINERY AND EQU, 5 25000 | § -
7 EM Supplies and Expense

28 |1100-14100-331200 OFFICE SUPPLIES 5 40000 5 83.72
29 | 1100-14100-331300 PRINTING AND DUPLICATION | 5 100000 3 733.17
30 | 1100-14100-332200 NEWSPAPER/PERIODICAL SUES 35 150,00 3 10.93
31 | 1100-14100-332400 MEMEBERSHIP DUES 5 32500 | 5 -
32 |1100-14100-332500 REGISTRATION FEES AND TUI] 5 1.300.00 35 280.00
33 |1100-14100-332610 EMPLOYMENT ADVERTISING | 5 - 5 -
34 | 1100-14100-333400 AUTO MILEAGE/COMMERCIAL 5 750.00 | 5 612.03
35 | 1100-14100-333500 MEALS 5 30000 | 5 168.02
36 | 1100-14100-333600 LODGING 5 140000 35 374.00
37 | 1100-14100-334900 OTHER OPERATING SUPPLIES | 5 - 5 -
38 |1100-14100-339000 OTHER SUPPLIES & EXPENSE | 3§ 200000 S 1.219.03

3.5 Budget Transfer Policy:

BACKGROUND

During the course of a fiscal year, departments often find it necessary to adjust their budget due
to unanticipated savings or temporary shifting of departmental priorities. Because of the
temporary (i.e., current fiscal year) basis of these adjustments, budget transfers are processed to
affect the change. It is expected that department heads will make all permanent budget
adjustments through the annual budget process.
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In addition, funding for some activities are budgeted on a system-wide basis (contingencies, etc.)
and allocated to the individual departments during the fiscal year. Budget transfers are also
prepared for supplemental funding and/or spending authorized or approved by the Mayor, the
Finance Committee, other Council Standing Committees and/or the Common Council

This policy applies to any changes made to the council adopted budget.

POLICY
Department Heads and Managers are responsible for monitoring their budgets. At a minimum,

departments are to monitor their ability to be in balance by the end of each quarter and fiscal
yearend. All revenues and expenses must be properly accounted for throughout the course of the
year and allocated to the appropriate accounts. Department heads and managers are not allowed
to manipulate revenues and expenses to avoid budget overdrafts.

If, during the course of the year, a department determines an expense account may be in
overdraft status at the end of the fiscal year, that department should initiate the proper budget
adjustment action according to the procedures outlined below. Requests for a budget transfer
should be made at the time the department realizes it cannot achieve its objective for a given
account.

Departments will fill out the Budget Transfer Request Form as provided by the Finance
Department and present the completed form to the Finance Department to initiate the appropriate
process. The document will be submitted to a department, committee or governing body
contingent on the amount of the request (see below).

Budget transfers are bound by division. This allows for transfers between different organizations
in the same division, but restricts transfers between divisions as well as different funds.

Example: Streets, Motor Pool, Bridges, Cemetery, Parks, Recreation, Senior Center and Transit
are budgeted divisions within the Department of Infrastructure. Departmental transfers may be
made from one organization to another within the division (sanitary sewers to traffic signals) but
would be restricted from transferring funds between divisions (Cemetery and Senior Center).

Transfer approvals will be determined by the level of funds being requested for transfer.

X/
X4

L)

Level #1 - Less than $2,500 — Finance Director or designee(s)

Level #2 - $2,500 — $9,999 — Oversight Committee

Level #3 - $10,000 - $24,999 — Oversight Committee and Finance

Level #4 - $25,000 & Up — Oversight Committee, Finance Committee and Common
Council

7/ X/
L XA X4

7/
X

L)

All budget transfers will be processed by the Finance Department. Budget status and transfer
activity will be monitored by the Finance Director/Treasurer (or designee) through the use of the
City-Wide Financial Management System. The Mayor and the Common Council will monitor
activity through quarterly Budget Exception Reporting.
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After respective approval and the transfer of data has been entered into the Financial
Management System, the Budget Transfer Request Form will be sent to the department head
and/or manager with the Finance Department’s section completed to confirm the transfer or give
feedback on a denial. Departments must review all transfers to ensure that resources have
been distributed properly.
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399 EXTENDED BUDGETING PROCESS

How to Budget in Extended Budgeting:
2) Select Extended Budgeting from the System Modules
3) Click on the dbl arrows by Extended Budgeting.
4) Click on BUDGET SELECTION.

@ City of Manitowoc Springbrook V7

File Systems Toos Window Help

Qom0 9 %0 8

Maintenance 9
Extended Budgeting f)

& Budget Administration
& Budget Slection
1 Commit

Utilities 3]

Extended Budgeting e |
Budget Selection
-Select the Budget Type and Revision you want to work with.
8 Budget Selection |:||E|rg|
File wWindow Help
2 2|0 e|f
Revizion | Entry Mame - | Entr Diate = | Type
| 1.00 EngCap FAd42mo Dept Requested
| 1.00 EngCap FAd42mo E ztimated Actualz
| 1.00 Eng Stm FdLmo Dept Requested
1.00 Eng Stm FA42M0 E stimated Actualz

Engineer FA42M0 Dept Requested
1.00 Engineer FA420M0 E stimated Actuals
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B Entry Maintenance E@El

File ‘Window Help
S0 R @ - F-% 2 %60 8)|°
‘ Documents | | Comments
‘ A.] Type ~ | Comments |
Account Mumber | Account Description | 4 Budget Line Des... |47 Total (25
b | 1100-31100-451410 CITY ASSESSMENT LETTER Default Description $0.00
[ 10031100-451700 SALE OF MAPS AND PLATS Diefault Description $0.00
L[ 1003100451710 GIS LANDRECORD SALES/SERVI.  Default Description 000
[ 1100-31100-454700  EMGIMEERING SERVICES Diefault Description 000
[ 1100-31100-454710 ENGIMEERING INSPECTION FEES  Diefault Description 000
[ 1100:31100511100 SALARIES AND WAGES-REGULAR  Default Description 000
| 1100-31100-511200 SALARIES AND WAGES-OVERTIME  Default Description 000
[ 1003100511500 SALARIES-TEMP EMPLOYES-REG... Default Description 000
| M0031100-513600  SICK LEAVE CREDIT PAY OUT Diefault Description $0.00
[ 100-31100-515100 SOCIAL SECURITY Diefault Description 000
[ 1100-31100-515200  RETIREMENT [EMPLOYER'S SHA..  Default Description 000
[ 1100-31100-515300  RETIREMENT [EMPLOYEES'SHA...  Default Description 000
1100-31100-515400  HEALTH INSURANCE Diefault Description $0.00 v
Year: 2009 Revision: 1 Entry: Engineer .

Here is where you add your budget.

2 Options for entering:

1) HIGHLIGHT the Account > Click on the “‘WHITE PAGE’

2) Click in the total column and input your budget for that account line.
Click another account or TAB to ‘lock in’ your entry.
Click SAVE. (You can save and go back in as many times as you like.)

Itemizing Your Budget
If you want to itemize the budget account line (as shown below), click on the ‘White Page’ to
add another description line.

e The total column will automatically add the amounts from the itemized area.

e You can put a different number in the total column; the system will automatically add
another line item showing an ‘automatic adjustment’.

e You do not have to use Quantity or Price... if you do..the system multiplies it for you and
populates the Amount column.

Click another account or TAB to ‘lock in’ your entry.

Click SAVE. (You can save and go back in as many times as you like.)
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88 Entry Maintenance Q@@

File ‘Window Help
B & 08 @$-F-<W %2 )0 |8
Docurments Comments
|.t’-‘n...| Type = | Comments |
Account Mumber = |AccnunlDescriptinn |_z? Budget Line Des... |g? Tatal G
| 100-31100-515100  SOCIAL SECURITY Diefault Description $0.00
| 1100-31100-515200  RETIREMENT [EMPLOYER'S SHA..  Default Description $0.00
| 1M00-31100-515300  RETIREMENT [EMPLOYEES' SHA..  Default Description $0.00
| 1100-31100-615400  HEALTH INSURANCE Diefault Dezcription $0.00
| 1100-31100-51 G2 Ll iR PEET Ay 30.00 1
.Z-FH:IU-"J] 100516230 SAFETY SHOE ALLOWAAMNCE Diefault Dezcription $420.00 \.
& Peiicd = |4 Quantty |7 Price | # Amount | Description
] I 3 $40.00 $120.00 MNonRep
o 0 1 $65.00 $260.00 Union
] I 1 $40.00 $40.00 Summer
- SAFETY GLASSES Ciefault D 30 -
EMPLOYEE AJTO ALLOWANCE Diefault Dezcription L0 3z
P .. P e e — P —
Year: 2002 Revision: 1 Entry: Engineer
Notes:
Y - . .
#+ You may export == this information into Excel for printing or for populating your

budget. However to import it back in... you must use the template that was exported
out. Check with IT for further clarification in doing this.

4 Attachments can be added.ﬁl
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4-
ACCOUNTING POLICY

4.1 Basis of Accounting:

Basis of accounting determines when transactions are recorded in the financial
records and reported on the financial statements. Government-wide financial
statements are prepared using the accrual basis of accounting, and proprietary and
fiduciary funds also use the accrual basis of accounting. Governmental funds use
the modified accrual basis of accounting. Differences in the accrual and modified
accrual basis of accounting arise in the recognition of revenue, the recording of
deferred revenue, and in the presentation of expenses versus expenditures.

4.2 User Fees and Charges:

The City of Manitowoc Common Council shall establish all user charges and fees at a level
sufficient to cover the costs of services provided. It will also consider market rates and charges
levied by other municipalities to establish comparable amounts. Fees and charges should be
reviewed annually, and should be modified to allow growth at a rate that keeps pace with the
costs of the provided service.

4.3 Accounts Receivable
Each department is responsible for their respective billing through the A/R financial software.

Training in the module is available from the Finance Department and Procedural processes are
drafted and available for use to all employees using the module.

Any invoice placed in the system shall not be reversed, adjusted or discounted by the department
that initiated the invoice. The department shall request for their standing committee to
recommend to the Common Council the bill be reversed or adjusted.

Exceptions would include: an error on the billing, usual and customary adjustments, wrong
customer billed or any invoice that does not require a judgment whether it is a legitimate billing.

All adjustments in the financial software shall be committed in the Finance Department.
Departments shall submit to the Finance Department the proof list, GL Distribution and
documentation authorizing the adjustment. Legitimate billings shall need Common Council
approval.

4.4 Accounts Receivable Delinquent Payments and Collections:
The Finance Department is responsible for coordinating, tracking, monitoring and collecting all
delinquent payments due to the City of Manitowoc.

The Finance Department shall process and send out letters and past due statements for overdue
accounts by the end of the second week of each month.
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The accounts receivable aging schedule for the City of Manitowoc to send a past due notices to
overdue accounts are:
e 30 days past due shall receive a letter from the Finance Department notifying them of a
past due amount and the available option to start a payment plan.
e 60-90 days past due accounts shall receive a letter from the City Attorney attempting to
collect a debt.
e Over 90 days past due accounts shall receive a final notice letter regarding the account
going to collection if not paid within 10 days of the letter.
e The Finance Department is authorized to send accounts remaining delinquent after 100
days to a collection agency.

4.5 Cash Receipts/Cash Handling

Any department taking in cash/check/credit card transactions must report and cash handle
deliverables on a timely basis. Each department has unique situations and as such timely means
something different. Therefore, the minimum deposit requirements for departments are at least
weekly.

Departments shall:

e Contact the Finance Department to assist in the deposit process if unsure how to account for
the monies.

e Immediately receipt all funds collected

e Deposit all receipts intact with City Treasury. This means receipts shall be deposited in
receipt number order.

A voided receipt for any reason needs to be documented and sent to the Finance Department for
internal audit of the transaction.

Some City of Manitowoc ‘Events’ require starting cash. Departments needing starting cash shall
make their request on a form ‘Cash Disbursement Request’ provided by the Finance Department
at least 4 days in advance of their need. Departments shall submit their request to the Finance
Director/Treasurer for approval. Treasury will prepare the request and have Finance sign off that
it was verified. A signature for pickup is required.

4.6 Payments from Accounts with Non-Sufficient Funds:

If payment is submitted to the City of Manitowoc from a bank account with non-sufficient funds,
the City Clerk shall notify the issuer for recovery of the amount plus an
administrative/service/bank fee of $25. This fee is to recover costs associated with the NSF
payment.

The City Clerk, for all non-tax payment transactions, when notified of a NSF, shall immediately
reverse the receipt and send the debtor a letter of notification that the debt is not paid. Upon
repayment the debt shall be processed through cash receipting. Repayment deadline of a tax
payment that is NSF shall be determined by the instaliment due dates taking consideration for the
grace period. If not repaid by a deadline, the City Clerk shall reverse the payment in the tax
system and mark the tax parcel delinquent if applicable.
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4.7 Bank/Cash Reconciliation

The Finance Department is responsible for balancing cash and all bank statements monthly. This
shall be done no later than the 15" of the following month. Any discrepancies, errors and
adjustments shall be made and departments affected shall be notified as to the issue to assist in
future accuracy.

The Finance Director/Treasurer is responsible for the cash flow availability with movement of
monies between accounts for positive impact of the City of Manitowoc’s resources.

4.8 Unassigned General Fund Balance Policy

To maintain the City of Manitowoc’s credit rating and meet seasonal cash flow shortfalls, the
Budget shall provide for anticipated Unassigned General Fund Balance between 15% and 30% of
annual General Fund revenues.

Should the Unassigned General Fund Balance fall below 15% of General Fund revenues a plan for
regaining compliance with the policy shall be submitted to the City Council via the Finance
Committee.

In the event the Unassigned General Fund Balance is above 30%, the difference must be used for
property tax relief and/or one time capital expenditures which do not increase ongoing City costs.

4.9 Capitalization Threshold
Individual tangible capital-type items should be capitalized only if they have a minimum value of
$5,000 and have an estimated useful life of at least two years following the date of acquisition.

The capitalization threshold is to be applied to individual items rather than to groups of similar
items (e.g., desks and tables).

4.10 Debt Management Policy

The City of Manitowoc shall, as a matter of policy, conduct its finances so that the amount of
direct, non- self-supporting, unlimited tax general obligation debt outstanding at any time that is
subject to approval by the City Council does not exceed 55% of the city’s legal debt margin
capacity which is calculated at 5% of the city’s total equalized valuation.

The city’s general obligation public improvement bond issues should be structured such that, on
average, the life is less than 15 years. Generally, the city will structure each general obligation
public improvement bond issue on an equal annual principal basis.

When the city finances capital projects by issuing bonds, it will pay back the related debt within a
period not to exceed useful life of the projects.
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The city will promote effective communications regarding its financial conditions with bond rating
agencies and others in the marketplace based on full disclosure.

The city will regularly evaluate its adherence to the debt policy.
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5-
INVESTMENT POLICY

5.1 Governing Authority
Legality — The investment program shall be operated in conformance with federal, state and
other legal requirements, including Wisconsin Statute §66.0603.

5.2. Scope

This policy applies to the investment of all funds, excluding the investment of employees’
retirement funds. Proceeds from certain bond issues, as well as separate foundation or
endowment assets, may be covered by a separate policy as necessary.

1. Pooling of Funds

Except for cash in certain restricted and special funds. The City of Manitowoc will consolidate
cash and reserve balances from all funds to maximize investment earnings and to increase
efficiencies with regard to investment pricing, safekeeping and administration. Investment
income will be allocated to the various funds based on their respective participation and in
accordance with generally accepted accounting principles.

5.3. General Objectives
The primary objectives, in priority order, of investment activities shall be safety, liquidity, and

yield:
1. Safety

Safety of principal is the foremost objective of the investment program. Investments shall be
undertaken in a manner that seeks to ensure the preservation of capital in the overall
portfolio. The objective will be to mitigate credit risk and interest rate risk.

a. Credit Risk

The City of Manitowoc will minimize credit risk, which is the risk of loss due to
the failure of the security issuer or backer, by:

e Limiting investments to the types of securities listed in Section 7 of this
Investment Policy

e Pre-qualifying the financial institutions, broker/dealers, intermediaries,
and adviser with which the City of Manitowoc will do business in
accordance with Section 5.

e Diversifying the investment portfolio so that the impact of potential losses
from any one type of security or from any one individual issuer will be
minimized.

b. Interest Rate Risk
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The City of Manitowoc will minimize interest rate risk, which is the risk that the
market value of securities in the portfolio will fall due to changes in the market
interest rates, by:

e Structuring the investment portfolio so that securities mature to meet cash
requirements for ongoing operations, thereby avoiding the need to sell
securities on the open market prior to maturity.

e Investing operating funds primarily in shorter term securities, money
market funds, or similar investment pools and limiting the average
maturity of the portfolio in accordance with this policy (see Section 8)

2. Liquidity

The investment portfolio shall remain sufficiently liquid to meet all operating
requirements that may be reasonably anticipated. This is accomplished by structuring the
portfolio so that securities mature concurrent with cash needs to meet anticipated
demands (static liquidity). Furthermore, since all possible cash demands cannot be
anticipated, the short term portion of the portfolio should consist largely of securities with
active secondary or resale markets (dynamic liquidity). Alternatively, a portion of the
portfolio may be placed in money market mutual funds or local government investment
pools, which offer the same date liquidity for short term funds.

3. Yield

The investment portfolio shall be designed with the objective of attaining a market rate of
return throughout budgetary and economic cycles, taking into account the investment risk
constraints and liquidity needs. Return on investment is of secondary importance
compared to safety and liquidity objectives described above. The core of investments is
limited to relatively low risk securities in anticipation of earning a fair return relative to
the risk being assumed. Securities shall generally be held until maturity with the
following exceptions:

e A security with declining credit may be sold early to minimize loss of principal.

e A security swap would improve the quality, yield or target duration in the
portfolio.

e Liquidity needs of the portfolio require that the security be sold.

4. Local Considerations

Where possible, funds may be invested for the betterment of the local economy or that of
local entities within the state. The City of Manitowoc may accept a proposal from an
eligible institution, which provides for a reduced rate of interest provided that such
institution documents the use of deposited funds for community development projects.

5.4. Standards of Care
1. Prudence

The standard of care to be used by investment officials shall be the “prudent person”
standard and shall be applied in the context of managing an overall portfolio. Investment
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officers acting in accordance with written procedures and this investment policy and
exercising due diligence shall be relieved of personal responsibility for an individual
security’s credit risk or market price changes, provided deviations from the expectations
are reported in a timely fashion and the liquidity and the sale of securities are carried out
in accordance with the terms of this policy.

The “prudent person” standard states that, “Investments shall be made with judgment and
care, under circumstances when prevailing, which the persons of prudence, discretion and
intelligence exercise in the management of their own affairs, not for speculation, but for
investment, considering the probable safety of their capital as well as the probable
income to be derived.”

2. Ethics and Conflict of Interest

Officers and employees involved in the investment process shall refrain from personal
business activity that could conflict with the proper execution and management of the
investment program, or that could impair their ability to make impartial decisions.
Employees and investment officials shall disclose any material interests in financial
institutions with which they conduct business. They shall further disclose any personal
financial/investment positions that could be related to the performance of the investment
portfolio. Employees and officers shall refrain from undertaking personal investment
transactions with the same individual with which business is conducted on behalf of the
City of Manitowoc.

3. Delegation of Authority

Authority to manage the investment program is granted to the Finance
Director/Treasurer, Clerk Treasurer and Assistant Finance Director, hereinafter referred
to as investment officers and derived from the following: Wisconsin State Statute 59.62.
Responsibility for the operation of the investment program is hereby delegated to the
investment officers, who shall act in accordance with established written procedures and
internal controls for the operation of the investment program consistent with this
investment policy. Procedures should include references to: safekeeping, delivery vs.
payment, investment accounting, repurchase agreements, wire transfer agreements and
collateral/depository agreements. No person may engage in an investment transaction
except as provided under the terms of this policy and the procedures established by the
investment officers. The investment officers shall be responsible for all transactions
undertaken and shall establish a system of controls to regulate the activities of
subordinate officials.

5.5. Authorized Financial Institutions, Depositories, and Broker/Dealers
1. Authorized Financial Institutions, Depositories, and Broker/Dealers

A list will be maintained of financial institutions and depositories authorized to provide
investment services. In addition, a list will be maintained of approved security
broker/dealers selected by creditworthiness (e.g., a minimum capital requirement of
$10,000,000 and at least five years of operation). These may include “primary” dealers
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or regional dealers that qualify under Security and Exchange Commission (SEC) Rule
15C3-1 (uniform net capital rule).

All financial institutions and broker/dealers who desire to become qualified for
investment transactions must supply the following as appropriate:

e Audited financial statements demonstrating compliance with state and
federal capital adequacy guidelines
e Proof of National Association of Security Dealers (NASD) certification
(not applicable to Certificate of Deposit counterparties)
e Proof of state registration
e Completed broker/dealer questionnaire (not applicable to Certificate of
Deposit counterparties)
e Certification of having read and understood and agreeing to comply with
the City of Manitowoc investment policy
e Evidence of adequate insurance coverage
An annual review of the financial condition and registration of all qualified financial
institutions and broker/dealers will be conducted by the investment officers.

2. Minority and Community Financial Institutions

From time to time, the investment officers may choose to invest in instruments offered by
minority and community financial institutions. In such situations, a waiver to certain
parts of the criteria under paragraph 1 may be granted. All terms and relationships will
be fully disclosed prior to purchase and will be reported to the appropriate entity on a
consistent basis and should be consistent with state or local law. The finance committee
must approve these types of investment purchases.

5.6. Safekeeping and Custody
1. Delivery vs. Payment

All trades of marketable securities will be executed by delivery vs. payment (DVP) to
ensure that securities are deposited in an eligible financial institution prior to the release
of funds.

2. Safekeeping

Securities will be held by a (centralized) independent third party custodian selected by
the entity as evidenced by safekeeping receipts in the City of Manitowoc’s name. The
safekeeping institution shall annually provide a copy of their most recent report on
internal controls (Statement of Auditing Standards No. 70, or SAS 70).

3. Internal Controls

The investment officers shall establish a system of internal controls, which shall be
documented in writing. The internal controls shall be reviewed by the finance committee
and with the independent auditor. The controls shall be designed to prevent loss of public
funds arising from fraud, employee error, and misrepresentation by third parties,
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unanticipated changes in financial markets, or imprudent actions by employees and
officers of the City of Manitowoc.

5.7. Suitable and Authorized Investments
Investment Types

1.

Consistent with the GFOA Policy Statement on State and Local Laws Concerning
Investment Practices, the following investments will be permitted by this policy and are
those defined by state and local law where applicable:

U.S. Treasury obligations which carry the full faith and credit guarantee of
the United States Government and are considered to be the most secure
instruments available;

U.S. government agency and instrumentality obligations that have a liquid
market with a readily determinable market value (e.g., debt issued by the
Federal National Mortgage Association, Federal Home Loan Mortgage
Corp, Federal Home Loan Bank, Federal Farm Credit Bank);

Certificates of Deposit and other evidences of deposit at financial
institutions;

Commercial paper, rated in the highest tier (e.g., A-1, P-1, F-1 or D-1 or
higher) by a nationally recognized rating agency;

Bonds, notes, debentures or other evidences of indebtedness issued or
guaranteed by a corporation which are, at the time of purchase, rated by
any Rating Agency in any of the three highest rating categories (without
regard to any refinement or gradation of rating category by numerical
modifier or otherwise):

Investment-grade obligations of state provincial and local governments
and public authorities;

Repurchase agreements whose underlying purchased securities consist of
the aforementioned instruments;

Money Market mutual funds regulated by the Security and Exchange
Commission and whose portfolios consist only of dollar denominated
securities; and

Local government investment pool either state administered or developed
through joint powers statutes and other intergovernmental agreement
legislation.

Investment of derivatives of the above instruments shall require authorization by the City
of Manitowoc Finance Committee.

Collateralization

Where allowed by state law and in accordance with the GFOA Recommended Practices
on the Collateralization of Public Deposits, full collateralization may be required on all
demand deposit accounts, including checking accounts and non-negotiable certificates of

deposit.

3. Repurchase Agreements
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5.8. Investment Parameters
1. Diversification

The following diversification limitations shall be imposed on the portfolio:

e Maturity: No more than 85 percent of the portfolio may be invested
beyond 12 months.

e Default Risk: To avoid over concentration in securities from a specific
issuer or business sector. In general, no limits are necessary for U.S.
Treasury securities: no more than 25% of the overall portfolio may be
invested in a single government agency issuer; no more than 20 percent of
the portfolio may be invested in a single money market; no more than 20
percent in corporate bonds; no more than 20 percent in commercial paper;
no more than 10 percent in a single issuer of corporate bonds; and no more
than 10 percent in a single issuer of commercial paper. In no case should
the combined corporate bond/commercial paper holdings exceed 30% of
the overall portfolio.

e Liquidity Risk: At least 10 percent of the portfolio shall be invested in
overnight instruments or marketable securities which can be sold to raise
cash in one day’s notice.

2. Maximum Maturities

To the extent possible, the City of Manitowoc shall attempt to match its investments with
anticipated cash flow requirements. Unless matched to a specific cash flow, the City of
Manitowoc will not directly invest in securities maturing more than seven (7) years from
the date of purchase or in accordance with state and local statutes and ordinances. The
City of Manitowoc shall adopt weighted average maturity limitations (which range from
90 days to 7 years), consistent with the investment type objectives.

Reserve funds and other funds with longer term investment horizons may by invested in
securities exceeding six (6) years if the maturities of such investments are made to
coincide as nearly as practicable with expected use of funds. The intent to invest in
securities with longer maturities shall be disclosed in writing to the finance committee.

Because of inherent difficulties in accurately forecasting cash flow requirements, a
portion of the portfolio should be continuously invested in readily available funds such as
the local government investment pool, money market funds, or overnight repurchase
agreements to ensure that appropriate liquidity is maintained to meet ongoing obligations.

3. Competitive Bids

The investment officer shall obtain bids from at least two brokers or financial institutions
on all purchases greater than $1,000,000 face value of investment instruments purchased
on the secondary market.
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The investment officer may purchase instruments from any authorized broker equal to or
less than $1,000,000 face value without competitive bid with approval of one of the
following: Mayor or Finance Committee Chairperson.

5.9. Reporting
1. Methods

The finance director shall provide a minimum a quarterly report listing all individual
securities held at the end of each month.

The finance director shall prepare a detailed investment report semiannually. The
investment report will be prepared in a manner, which will allow the City of Manitowoc
to ascertain whether investment activities during the reporting period have conformed to
the investment policy. The report will be provided to the finance committee. The report
will include the following:

e Listing of individual securities held at the end of the reporting period

e Realized and unrealized gains or losses resulting from appreciation or
depreciation by listing the cost and market value of securities over one-
year duration that is not intended to be held until maturity.

e Average weighted yield to maturity of portfolio on investments as
compared to applicable benchmarks.

e Listing of investment by maturity date.

e Percentage of the total portfolio, which each type of investment represents.

2. Performance Standards

The investment portfolio will be managed in accordance with the parameters specified
within this policy. The portfolio should obtain a market average rate of return during a
market/economic environment of stable rates. A series of appropriate benchmarks shall
be established against which portfolio performance shall be compared on a regular basis.
The benchmarks shall be reflective of the actual securities being purchased and risks
undertaken and the benchmarks shall have a similar weighted average maturity as the
portfolio.

3. Marking to Market

The market value of the portfolio shall be calculated monthly as part of the monthly
report. This will ensure that review of the investment portfolio, in terms of value and
price volatility, has been performed consistent with the GFOA Recommended Practice on
“Mark-to-Market Practices for State and Local Government Investment Portfolios and
Investment Pools.”

5.10. Policy Considerations
1. Exemption

Any investment currently held that does not meet the guidelines of this policy shall be
exempted from the requirements of this policy. At maturity or liquidation, such monies shall
be reinvested only as provided by this policy.
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2. Amendments

This policy shall be reviewed annually at the June meeting of the finance committee. All
changes recommended by the investment officers must be approved by the finance
committee and city council.

5.11. Approval of Investment Policy
The investment policy shall be formally approved and adopted by the city council and may be
reviewed as deemed appropriate.

5.12. Supporting Documentation
Documents, as applicable, including but not limited to the following, will be available as
supplements to the investment policy:

Relevant investment statutes and ordinances;

Investment Procedures and Internal Controls;

Glossary;

Broker/Dealer Questionnaire

Credit studies for securities purchased and financial institutions used,;
Safekeeping agreements;

Wire transfer agreements;

Sample investment reports;

Methodology for calculating rate of return;

GFOA Recommended Policies.
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6-
INTERNAL CONTROLS

6.1 Definition of Internal Control

Internal control is a process that is developed by the municipality to provide reasonable
assurance that the following categories of objectives will be achieved:

« the municipality’s financial reporting will be reliable;

* the municipality will be operated effectively and efficiently; and

* the municipality will comply with applicable laws, regulations, contracts and grant
agreements.

A good internal control structure is essential to providing reasonable assurance that the City of
Manitowoc is achieving their objectives. Such objectives include, but are not limited

to, utilizing public resources in compliance with laws, regulations and budgetary

limitations. An adequate control structure will provide information that helps detect errors

and fraud, and provides reasonable assurance that financial reports are accurate. It will

limit the opportunity for theft or unauthorized use of assets, including cash, inventory and
capital assets.

These Internal Controls establish guidance related to internal control and compliance for
management within the City of Manitowoc. Developing an adequate internal control system
requires continual analysis and modification to address changing circumstances. Management
should identify and address additional objectives that are relevant to their operations.

These objectives are often stated as goals and should address all significant activities of the City
of Manitowoc. There is the need to identify these activities and place relevant risks
and related control procedures to them.

The framework for a comprehensive control plan is within these five essential components:
1. Control environment

2. Risk assessment

3. Control Activity

4. Information and communication

5. Monitoring

These five components must operate together to have effective internal control.

6.2 Control Environment

The control environment is the foundation for all the other components. It “sets the tone at

the top”. That is, if management (the Mayor, Council, Department Heads) views internal control
as important, the rest of the organization will likely follow that same path. Control

environment factors include integrity, ethical values, management’s philosophy and

operating style, organizational structure, assignment of authority and responsibility, and

human resource policies and practices.
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The control environment involves more than setting standards, policies, and structures; it
involves communicating and enforcing those standards, policies and structures.

6.3 Risk Assessment

Municipal officials should have processes in place to identify potential risks due to changing
circumstances. Technological developments, employee turnover, new programs, new
accounting standards, new laws and regulations, economic growth and decline, and many
other factors impact the adequacy of a municipality’s internal control structure.

Municipal officials need to consider the potential for fraud in assessing the various types,
assessing incentive, pressures and opportunities. Each will present different risks that must be
identified and analyzed for its significance and each risk needs a determination of the level for
response.

Operations —
* Ensure that the municipality’s resources are adequately safeguarded

* Provide taxpayer services efficiently and effectively

» Consider tolerances for risk

* Provide for the long-term stability of the municipality

* Provide a stable and rewarding environment for employees

Financial Reporting —

» Provide timely internal financial reports and schedules for evaluating operations

* Provide timely external financial and non-financial reporting

* Issue timely financial reports that comply with generally accepted accounting
principles and the additional requirements of GASB (Government Accounting Standards
Board)

* Provide an Internal Audit Report regarding security status of municipal resources

Compliance—
* Comply with all relevant laws, regulations, contracts and grant agreements

6.4 Control Activities
Control activities are management’s specific policies and procedures that help ensure that
the risks related to achieving management’s objectives are addressed.

Management should at a minimum:

* Develop an employee manual that addresses management’s expectations regarding business
practices and ethical behavior (includes pay scales, promotions, dress code, probationary
period, evaluations, conflict of interest issues, etc.); job skills requirements (job descriptions,
lines of authority and responsibility, certifications, education, training, etc.); employee benefits
(leave, flex plans, health insurance, pension, PTO, etc.); disciplinary policies and procedures

» Establish a simple and flexible organizational plan that clearly places responsibility for specific

activities upon specified individuals/job titles. Control over the accounting function should be
centralized under one official who is responsible for all recordkeeping and reporting and who has
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the authority to supervise the entire financial operation. Centralizing the accounting function
does not eliminate the approval and custodial functions. It allows for consistent application of
accounting rules and a general overall review of all activities of the municipality.

« Separate duties of employees so that no one person has control over a complete transaction
from beginning to end. Work flow should be established so that one employee’s work is
automatically verified by another employee working independently. When possible, different
persons should be responsible for the authorization, recordkeeping (posting), custodial (cash and
materials handling), and review procedures, to prevent manipulation of records and minimize the
possibility of collusion. When adequate segregation of duties is not possible, management
oversight should be increased to provide reasonable assurance that errors, irregularities or fraud
are prevented or detected and corrected in a timely manner. Such oversight would include, but
not be limited to, the review of bank statements, cash receipts and cash disbursements summaries
as well as the related supporting documentation, and analysis of monthly reports.

 Maintain record retention to substantiate transactions.
» Should ensure that qualified individuals are hired and that appropriate training is provided.
« Should have adequate surety bond coverage for all officials and employees.

« Establish IT controls for information processing a)security b)passwords c)change management
d)numerical sequences of transactions and checks

+ Use tangible and intangible safeguards to secure the organization’s resources. Tangible being:
cameras, locks, barriers; Intangible being: collateral/insurance on financial resources,
institutional knowledge.

6.5 Information and Communication

Information and communication systems should provide reliable reports for both internal

and external purposes. The means of communicating information within the organization will
significantly impact whether objectives are achieved.

6.6 Monitoring

Monitoring the internal control system provides assurance to management that: policies

and procedures are being followed; information is being communicated accurately and

timely; and, risks are being identified and appropriately addressed. In addition, it ensures

that internal control continues to operate effectively, since processes, goals, and circumstances
are not static and changes in those areas will necessitate changes in internal control.

Continuous internal auditing is a method used to monitor activities, such as control activities and
risk assessments, on a more frequent basis. The “continuous” aspect of auditing and reporting
refers to the real-time or near real-time capability for financial information to be checked and
shared. Not only does it indicate that the integrity of information can be evaluated at any given
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point of time, it also means that the information is able to be verified constantly for errors, fraud,
and inefficiencies. Each instance of continuous auditing has its own pulse. The time-frame
selected for evaluation depends largely on the frequency of updates within the accounting
information systems. Analysis of the data may be performed continuously, hourly, daily, weekly,
monthly, etc. depending on the nature of the underlying business cycle for any given business
process.

During the annual external audit, performed by a Certified Public Accounting Firm, internal
controls shall also be analyzed and measured for their effectiveness throughout the organization.
They shall issue a report on internal controls and compliance, offering information regarding
laws and regulations and internal controls related to financial reporting.
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7-
FRAUD DETECTION AND PREVENTION IN FINANCIAL
MANAGEMENT

7.1 Fraud Detection and Prevention in Financial Management
We know WHY we need to be conscious of Risk Management and have Internal Controls. We
now need to identify WHAT to do to Prevent/Deter and Detect Fraud.

Prevent:
Control

Risk
Information
Monitor
Environment

WHY Fraud:

o Pressure/Motive/lIncentive is driven by economic factors such as personal financial
distress, substance abuse, gambling, overspending, or other similar addictive behaviors.
Current national economic conditions may serve to increase the incidence of such
financial motivations.

o Opportunity is available to the perpetrator to commit the fraud possibly due to weakness
in a system or process. An example of this might be an employee who has sufficient
access to assets and information to enable fraud to be committed and have it successfully
concealed.

o Rationalization is a level of personal justification that may arise from feelings of
unfairness about matters such as individual compensation.

The Fraud Triangle

The Fraud Diamond
Capability
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A new theory adding to the Triangle is Capability which creates ‘The Fraud Diamond’.
e Capability is personal traits and the ability to commit fraud. It is the right person with
the right skills in place that sees the doorway of opportunity open, has the incentive and
rationalization to take advantage of that situation and exploit it.

Rule of Employee Fraud:
10-10-80 Rule: 10% will never steal, 10% will always steal, 80% could and would if the
opportunity and rationalization warrant.

WHAT to do to Prevent and Detect Fraud:

The Finance Department shall be responsible for the internal auditing of prevention and
detection of workplace fraud, misappropriations, or irregularities at the financial level. The City
of Manitowoc’s Department Heads and Management staff will be familiar with the types of
improprieties that might occur within his or her area of responsibility and alert the Finance
Department of any indication of irregularity.

The department shall create policy and procedures around areas that have potential for fraud.
The policies and procedures shall be created with emphasis on a code of ethic to prevent criminal
behavior that sets a clear benchmark for appropriate behavior. The reporting and testing of these
procedures shall be reported to the Finance Committee on a quarterly basis.

It is important to dentify the Job Roles for internal control and monitoring of risk potential. Who
has the Authority, who has Custody, and who Reconciles.

First you must identify a Risk and specify the function associated with that risk. The next step is
to complete an objective outcome or goal of why that item is at risk and specify the action for
monitoring that risk. Then create a plan for testing that risk that produces a measurable report
out of the risk level.
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7.2 Below are the prevention methods that have been identified as the most important issues at this time
and shall be expanded on as recognition of new items come to light that need a procedure around it.

There are several not listed here as they are already placed in the Guidebook in their respective area or are
listed in the Employee Policy Manual regarding Human Resource preventative measures.

Risk/Function

Objective Outcome

Plan/Report out

Fraud hotline or employee
web portal

For internal and external sources to
anonymously and confidentially report
suspicious behavior.

VM Number

HR Director with the City
Attorney shall review calls to
determine the next steps to
follow dependent upon the
situation.

Separation of Duties

Analyze - a single employee should not be in
a position to both commit and then conceal
fraudulent activities.

Ongoing as duties are added or
changed to employees

Cross Training

All Administrative Specialists in the Finance
area are cross trained in all aspects associated
with cash handling.

Make sure all employees rotate
duties and are involved in the
tasks for awareness in any
fraudulant activities.

Time off from Job

allows for possible detection that a process has
a weakness in an employee’s task. Make sure
all employees take enough extended time off
to alleviate any suspicious behavior.

Make sure all employees take
enough extended time off to
alleviate any suspicious
behavior

Reconciliation of Bank
Accounts and Account
Reconciliation

provides for checking the cash balance on the
balance sheet per the bank statements.
Account reconciliation can provide insight in
discrepancies and accuracy of the data
recorded from transactions performed
throughout the organization. Account
reconciliations are dependent upon the activity
level.

Bank Statement reconciliations
are done monthly. Account
reconciliations are done
periodically pursuant to the
level of activity in the account

Review and Authorization
of Expense
Reimbursements of
Employees

Management will first ensure all policies and
procedures are followed. Expense
reimbursement requests submitted by
employees shall include any underlying
support, such as credit card bills, receipts, etc.,
which will be reviewed and signed-off by the
employee’s immediate supervisor and/or the
Payroll department. Expense reports
submitted by members of management should
be reviewed by other members of
management.

Ongoing process of checks and
balances with the policy manual
and per diems in the Finance
Department upon payment to
the employee

Petty Cash Reconciliation

shall be dependent upon the usage level of the
cash on hand within each department with a

petty cash account. These advances of cash to
departments are recorded in the balance sheet
noting each amount assigned to a department.

Management of the Finance
Department shall order an
internal audit of a petty cash
fund on a periodic basis.
Departments shall be randomly

53




A custodian in each department is assigned
the responsibility for safeguarding and
reconciling the account. They are to have
disbursement receipts with the date, amount,
purpose and name of receivership for each
voucher. Petty cash funds shall be kept in a
locked box and have limited access to a small
amount of people.

selected each quarter or more
often as deemed necessary.

Vault Cash Counts

Vault cash is depended upon for treasury
transactions that require a need for cash.
There is an established justifiable amount
available. There is a cash withdrawal to
advance Treasury at tax season. Those funds
are redeposited after the busier installments.
All cash in the vault is accounted for. There
shall not be a vault petty cash fund created.

Counts are done on a quarterly
basis. (more often during tax
season) A check sheet has been
created to account for all
varieties of cash on hand that is
available to Treasury.

Cash Over/Short

Small amounts of overage or shortage can
happen at times in Treasury. If the till at the
end of the day is off, a Cash Receipting type
code of COS is used to balance the register.

This account is monitored for
materiality. The amounts
should be very small and the
level of usage low.

Treasury Cash/Credit
Card Handling

This is for the protection of external customers
and the Customer Service Representative.

Any currency or credit card handed to the CSR
shall never leave the sight of the external
customer. It is preferred the customer swipe
their own credit card. This should alleviate
any question of short funds and/or credit card
identity theft.

At a department meeting once a
quarter, the Finance Director
will remind the CSRs about the
importance of this issue.

Cash Distribution on
Request

Departments have special events and need
starting cash. A Cash Distribution Form is
required to be filled out and timely returned to
the Finance Department. A member of the
department will authorize the distribution, a
member in Treasury will fulfill the request and
yet another member of the department will
verify the accuracy of the distribution. The
department requesting the cash will sign for
the money upon pickup and again at return.

When Vault Cash Counts are
done, these transactions are
considered in that count
because the advance for starting
cash disbursements come from
those funds. It will identify if
those funds were timely
returned or are still outstanding.

Cash Held by Department

This process is used for the Activenet system.
Receipts are generated and the cash accounts
are really a holding account until the actual
monies are receipted into the Financial System
in Treasury.

The ‘Cash Held by Department’
account should relieve itself
everytime a deposit is done in
Treasury. This is a mechanism
to located a shortage or overage
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of funds verse the receipts that
were entered into the Activenet
system.

Void/Negative Receipt
Transactions

All cash receipting locations are responsible to
turn in to the Finance Department any valid
paperwork with an explanation for the void.

The Finance Department shall
account for all voids and check
the validity of the void and
research negative receipting.

Deposit Alteration
Notifications

A process arranged with the bank to send
secure notification when deposits have an
error in them.

Finance Department
investigates why there was an
error and analyzes whether a
process needs to be improved to
correct a possible defect.

Advanced Online Banking
Services -Positive Pay

A tool the bank uses to reduce check fraud. A
check register file is uploaded through the
online banking service. The bank will only
clear the checks that are listed on the register.
If a check is trying to clear that doesn’t match
the register, an exception notice is emailed to
the Finance Department. This service also
allows for voiding a check which eliminated
the stop payment fee.

All is working well if there are
no exception notifications. If
there is an exception, a secure
login to the bank is required to
identify the issue. A
determination needs to be made
respective to the issue.

Advanced Online Banking
Services - ACH Blocks
and Filters

A tool the bank uses to protect the bank
account from unauthorized ACH debits. Rules
determining the entity and the maximum
amount allowed to debit are setup.

All is working well if there are
no exception notifications. If
there is an exception, a secure
login to the bank is required to
identify the issue. A
determination needs to be made
respective to the issue.

Dual Wire Authorization

allows for one person in the Finance/Treasury
Department to initiate a wire, but another
person has to Approve the transaction before
the wire will actually process.

P-Cards

Avre issued to personnel as approved by the
Finance Committee. The Finance Department
tracks all issued credit cards and the credit
limit. The department is also responsible for
issuing new cards, terminating cards,
requesting replacement cards for lost, stolen or
malfunctioning cards.

A list is continually updated
reflecting any changes.

Journal Entries

Are generated through the financial software
in Finance Department only.

All entries are approved by
another member in the Finance
Department. The check is for
accuracy, prevention of
duplication, alert of completion,
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and internal control of fraud
prevention.

Bank Accounts Banks shall be researched using the city’s FIN | Research annually. Collect 990
to identify any potential agency funds. Also, forms annually for auditors.
related agencies shall provide their annual 990
filing.

Busted Trends A useful tool for finding fraud. The trends for | Spreadsheets identifying major

revenue in government are characteristically
static. Generating an analysis for trends for
revenue is fairly noncomplex.

revenue categories

Vendor Creation

The setup of a Vendor is only done in the
Finance Department by a person that does not
process the weekly Accounts Payables. A W-
9 is always required except for true refunds or
reimbursements. Vendors shall be classified
as temporary or permanent.

A report shall be generated
monthly to monitor the new
vendors that were setup. This
report should identify all newly
created accounts in the past 30
days. The report should be
scanned for any duplications or
suspicious looking accounts.
Vendors with PO Box’s should
be doubled checked with the
W-9 for accuracy.

AJP Outstanding Checks

process is an attempt to get all checks to clear
the bank. Ultimate goal is to have no
unclaimed property. The notification letter
sent might identify fraud in the payable
process and/or flaws in the process. Checks
cut are not distributed to the department unless
a written request has been approved.

A notice is sent to the creditor
that a check was issued to them
and has not cleared our bank.

Inventory Control

for physical parts/equipment shall be counted
on an annual basis.

Comply with audit regulations.

Information Technology
Purchase

MPU IT department purchases computer
equipment on behalf of the city.

Requisitions by the IT
department are sent to the
Finance Department for
approval. IT equipment
vendors are set up to have a
purchase requisition order sent
via email to the Finance
Director.

Adjustment Processes

Are available in the financial software. If the
adjustment has a monetary affect and
depending on the situation, a committee may
need to give prior approval to make an
adjustment.

The Finance Department will
review the transaction to ensure
compliancy and accuracy of the
adjustment. The transaction
can only be comitted in the
financial system by Finance.

A/R Past Due Notice

process shall be done monthly to ensure all
account balances outstanding are legitimate.
Notifications are sent in progression of aging.
There is a letter for past dues at 30, 60-90 and

Notifications are sent in
progression of aging and may
ultimately be sent to collection.
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the final letter they may ultimately be sent to
collection.

Write-off/Collection
Approval

The Finance Department staff accountant has
identified fully aged balances and sent the
proper document to the customer for
notification of the collection status.

The account is sent to collection
and tracking of recovery of
funds from the accounts are
done by a different staff
member.

Remote Deposit Capture

Standard Work Process established. Scan of
checks that are automattically deposited to the
city bank accounts. Checks are stored up to 90
days before destroyed. The bank has all
checks available online for review.

Deposit of checks is timely and
no need for physical delivery.

Bids/Quotes, Change
Orders, Contract
Management

Are channeled through the Board of Public
Works, which the Finance Director is a voting
member (Comptroller is a voting member in
the Finance Director’s absence). Bids/Quotes
are identified in Section 1.7 of this Guidebook
and/or pursuant to Chapter 66 of the
Wisconsin State Statutes. Change Orders are
recommended by the Director of Public
Infrastructure and ultimately approved by the
voting members of the BPW. Management of
contracts shall be done by ensuring that the
amounts paid to a contractor do not exceed the
amount of the contract. All change ordersto a
contract need to be approved by the BPW
before payment is made for that change order.

Recognition of correct
procedures should be analyzed
for all aspects. Also, amounts
paid shall not exceed the
contract amount.

Grants

that are awarded to the city should be tracked
from application to closure. An internal and
external audit will be assessed for every grant
awarded.

The department being awarded
the grant must submit the
application, award documents
and all draw requests to the
Finance Department.
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8-
DONATION POLICIES

8.1 Parks Donation Policy

City of Manitowoc Municipal Code
§8.150 Management of Parks.

The Department of Parks and Recreation shall be responsible for management and maintenance
of City parks.

(1) Park Donations.

(a) Creation of Fund. There is hereby established in the City of Manitowoc a fund, separate and
distinct from every other fund, and designated as the “Park Donation Fund” for the maintenance,
improvements and upkeep of the park or specific subject for which a donation is given. The
sources of said fund shall be such moneys and gifts donated, from any source whatsoever,
including but not limited to the donation canisters located at the various City parks. Said
donations shall be accounted for in the yearly budget and the donations made shall be used for
the specific subject designated to receive said donation, either as listed on the donation canister
or as indicated otherwise by the gift giver.

(b) Records. The City Treasurer shall keep a separate record, relating to such funds, including an
accurate account of the transactions, investments, earnings and expenditures from this account
for each park or specific subject for which a donation is received.

(c) Finance Committee. The City Finance Committee of the Common Council may, from time to
time, recommend to the Common Council the investment of said funds, or part thereof, as it
accrues, and all interest, income and earnings of said funds shall be held for the purposes for
which said fund was created, that being the maintenance, improvements and upkeep of the park
or specific subject so designated by said donation.
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DONATION POLICY FOR THE SOLICITATION, ACCEPTANCE AND
DISTRIBUTION OF MONETARY CONTRIBUTIONS
AND REAL OR PERSONAL PROPERTY
Adapted 8/20/ 2018

Purpose: The purpose of this policy is to establish a formal process for acceptance and
documentation of donations made to the City of Manitowoc, This policy supetrsedes other
departmental policies regarding these issues. This policy provides guidance when individuals,
community groups, and businesses wish to make donations to the City. This policy also establishes
the standards for City employees and City officials regarding the acceptance of gifts and fundraising
activities during the performance of City business. To promote consistent and best practices by all
City employees and departments, and to ensure compliance with applicable laws and accounting
procedures, the following policy and guidelines are established:

1. Types of Donations. Donations may be offered in the form of cash, teal or personal property.
Designated donations are those donations that the donor specifies for a particulat City department,
location, or purpose. Undesignated donations are those donations that are given to the City for an
unspecified use. Designated donations may only be accepted when they have a putpose consistent
with the City’s goals and objectives and are in the best interest of the City of Manitowoc.

2. Acceptance of Donations. All donations to the City shall immediately be submitted for consideration
to the Finance Director. Based on the value of the donation offered as outlined below, approptiate
City staff shall review every donation and determine if the benefits to be detived warrant acceptance
of the donation. The following points list the threshold amounts for donation acceptance.

a. Unrestricted cash bequests or donations may be accepted by employees. Offers of
donations or bequests of cash with restrictions or items valued at up to $10,000 shall be
considered for acceptance by the Department Head, Mayot, and Finance Ditector. All
donations shall be reported to the Common Council.

b. Offers of donations of cash or items valued more than $10,000 shall be considered for
acceptance by the Common Council. Donations of personal property valued at mote
than $10,000 require acceptance through a written agreement approved by the Council.
The Common Council shall receive a report of estimated ongoing maintenance
obligations.

c. All offers of donations of real property, regardless of value, shall be considered for
acceptance by the Common Council.

3. Acceptance of Designated Donations. Prior to acceptance of designated donations, appropriate City
staff will review the conditions of any designated donation and determine if the benefits to be
detived watrant acceptance of the donation. Criteria for the evaluation include but are not lirited to:

a. Consideration of an immediate or initial expenditure required to accept the donation;

b. The potential and extent of the City’s obligation to maintain, match, or supplement the
donation;

c. The City’s ability to fund any ongoing obligations, including insuring the property; and

d. The need for the property, including where and what type of property it is.

4. Fundraising by Employees and Officials. Solicitation of voluntary contributions shall not violate the
Code of Ethics for local officials undet Wisconsin Statutes and City of Manitowoe Ordinances. In
addition, no solicitation shall state or imply that a donation will influence or affect how the patty is
treated by City officers and employees. All donated funds ot property become public propetty upon
acceptance and shall be used or expended for public purposes.




5. Fundraising by Outside Groups. All fundraising and solicitation efforts to support City programs and
projects shall be authorized by the Common Council after prior review and recommendation by the
appropriate oversight Committee, Commission or Board. Council authorization may include
continuing authorization ot authorization for a one-time only project and shall requite execution of
a fundraising agreement.

6. Accounting.  Following donation acceptance, the Department shall obtain wtitten approval of the
Finance Director or delegate regarding procedures to account for the donation. Said approval shall
include proper accounting protocols for fundraising revenues and expenditures to be cootdinated
through the Finance Department. No Department shall be allowed to maintain a checking or
savings account for fundraising activities that is separate from the City accounting system.

7. Status of Donated Property. All donated property given to the City of Manitowoc becomes the
property of the City to ovetsee, maintain, and manage and may be used in the complete discretion of
the City, unless the parameters of the donation specifically require otherwise. The City will decide
when changes shall be made to any facility or materials, with no guarantee of donated items being
retained. If personal property becomes obsolete, the City will attempt, if possible, to find anothet
use for the property. The City is not required to maintain the property beyond its useful life.

NOTE: The City of Manitowoc cannot guarantee future funding for repair, maintenance, use or
replacement of donated items.




Standing Committee: Finance Committee
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CONTINUING DISCLOSURE COMPLIANCE POLICY
Adopted:
" October 20, 2014
Introductior;:

This Continuing Disclosure Compliance Policy (the “Policy™) sets forth policies of the City of
Manitowoc, Wisconsin (the “Issuer™) designed to ensure that the Issuer complies in all material respects
with any and all continuing disclosure certificates and agreements ("Continuing Disclosure Agreements"”)

_entered into in connection with the Issuer's outstanding municipal bonds and notes. This Policy is also
intended to ensure that the Official Statement for any new bond or note offering by the Issuer properly
describes the Issuer's prior compliance (within the five years prior to any such Official Statement) with
such Continuing Disclosure Agreements. This policy authorizes and incorporates the attached
Procedures Regarding Continuing Disclosure Compliance.

~ Statement of Purpose:

This Policy is intended to help ensure that the Issuer complies with Rule 15¢2-12 ("Rule 15¢2-
12") promulgated by the U.S. Securities and Exchange Commission under the Securities Exchange Act of
1934.. Rule 15¢2-12 requires an underwriter in an offering of municipal securities to determine that the
issuer of the bonds or notes has undertaken, pursuant to a written Continuing Discloswre Agreement, o
provide financial information — including the issuet's financial statements, certain financial and
operating data, and notice of the occurrence of certain events - on a continuing basis while the bonds or
notes are outstanding. Rule 15¢2-12 further requires that Official Statements used to offer bonds or notes
to investors must describe any instances in the previous five years (from the date of the Official
Statement) in which the issuer failed to comply, in all material respects with its prior Continuing
Disclosure Agreements.

" The lssuer recognizes that compliance with Rule 15¢2-12 is required during the entire term the
related bonds or notes are outstanding, and takes on additional importance when an Official Statement of
the Issuer is prepared in connection with a new offering of bonds or notes subject to Rule 15¢2-12.
Accord'mgly, the administration and imp!ementation of the Policy and the accompanying Procedures will
require ongoing monitoring and ongoing consultatmn with the Issuer's dissemination agent, counsel, and
other agents, as applicable,

Accompanying Procedares:

" The attached Procedures Regarding Continuing Disclosure Compliance are hereby authorized,
The Compliance Officer (identified in the Procedures) is authorized to amend and update the Procedures
as the Compliance Officer deems necessary to achieve the purposes of this Policy. Such procedures are
incorporated herein in such form as the same may be updated and amended from time to fime.




PROCEDURES REGARDING CONTINUING DISCLOSURE COMPLIANCE

Last Update:

October 28,2014
Introaucﬁon:

These Procedures Regarding Continuing Disclosure Compliance (the "Pr(;ccdures“) set forth
specific procedures of the City of Manitowoe, Wisconsin (the "Issuer™) designed to ensure that the Issuer -

complies in all material respects with any .and all continuing disclosure certificate and agreements
~ ("Continuing Disclosure Agreements") existing in connection with the Issuer's outstanding municipal

bonds and notes. These Procedures are also intended to ensure that the Official Statement for any new’ :

bond or note offering by the lssuer accurately and completeiy describes the Issuer's prior compliance with:
its Continuing Disclosure Agreements ‘

Compliance Officer:
The Issuer's Finance Director/Treasurer {"Compliance Officer") is designated as the individual - ‘.

responsible for administering and carrying out these Procedures. The Compliance Officer may coordinate

with staff, and may engage a dissemination agent, counsel, and/or other professionals to assist in

discharging the Compliance Officer's duties under these Procedures as the Compliance Officer deems

necessary. '

Compliance with Outstanding Continuing Disclosure Agreements;

L Compilation of Currently Effective Continuing Disclosure Agreements

The Compliance Officer shall compiie and maintain a set of all currently effective Continuing

Disclosure Agreements of the Issuer. Such agreements are included in the transcript of proceedings for. .- -

the Issuer's respective bond or note issue. Continuing Disclosure Agreements are "Currently Effective”
for purposes of these Procedures (and hence shall be included in the set of Currently Effective Continuing'
Disclosure Agreements) for so long as the bonds or notes to which they relate are outstanding. As bonds
are notes are completely repaid or redeemed, the Compliance Officer shall remove the related continuing
disclosure agreements from the set of Currently Effective Continuing Disclosure Agreements.

2. Amnnual Review and Annunal Reporting Requirements

The Compllance Officer shall ensure that all necessary financial statements, financial information
and operating data is filed in the manner and by the filing dates set forth in the Currently Effective
Continuing Disclosure Agreements. The Comphance Officer shall review the set of Currently Effective
Continuing Disclosure Agreements armually, prior to each annual filing, keeping in mind:

» The financial information and operating data required to be reported under a particular
Continuing Disclosure Apreement may differ from the financial information and
operating data required to be reported under another Continuing Disclosure Agreement;
and




» The timing requirements for reporting under a particular Continuing Disclosure
Agreement may differ from the timing requirements for filing under another Continuing
Disclosure Agreement.

3, Calendar; EMMA. Netification System
The Compliance Officer shall keep a calendar of all pertinent filing dates required under the
Issuer's Currently Effective Continuing Disclosure Agreements. The Compliance Officer shall also
subseribe to notification services made available through the EMMA system. :
" 4, Annual Review of Prior Filings
As part of the annual review process, the Compliance Officer shall also review prior filings made
within the past five years subsequent to the last such review of prior filings. If the Compliance Officer
discovers any late or missing filings, the Compliance Officer (after discussing the circumstances with the
Tsguer's dissemination agent, counsel or other agents as necegsary) shall "remedy” such prior failures by
ensuring that the missing information is filed.
.5 Monitoring of Material Events
The Compliance Officer shall monitor the occurrence of any of the following.events and/or other
events set forth in the Currently Effective Continuing Disclosure Agreements and shall provide notice of
the same in the required manner and by the relevant reporting deadline (likély within 10 days of the
occurrence):

o Principal and interest payment delinquencies;

» Non-payment related defaults, if material;

e Unscheduled draws on debt service reserves reflecting financial difficulties;

¢ Unscheduled draws on credit enhancements reflecting financial difficulties;

»  Substitution of credit or liquidity providers, or their failure to perform;

»  Adverse tax opinions, the issuance by the Internal Revenue Service of proposed or
final determinations of taxability, Notices of Proposed Issue (JRS Form 5701-TEB)
or other material notices or determinations with respect to the tax status of the
Issuer's bonds or notes, or other material events affecting the tax status of the Issuer's
bonds or notes; '

¢ Modification to rights of holders of the Issver's bonds or notes, if material;

o  Calls of the Issuer's bonds or notes, if material, and tender offers;

o  Defeasances of the Issuer's bonds or notes;

* Release, substitution or sale of property securing repayment of the Issuer's bonds or
notes, if material;




e Rating changes;
s Bankruptey, insolvency, receivership or similar event of the Issuer;

¢ The consummation of a merger, congolidation, or acquisition involving the Issuer or
the sale of all or substantially all of the assets of the Issuer, other than in the ordinary
course of business, the entry into a definitive agreement to undertake such an action
or the termination of a definitive agreement relating to any. such actions, other than
pursuant to its terms, if material; and

»  Appointment of a successor or additional trustee or the change of name of a trustes, if
material.

6. Review of Official Statements

The Compliance Officer shall review drafts of any Official Statement for a new offering or bonds
or notes, with assistance from its dissemination agent, counsel or other agents of the Issuer as necessary,
and shall determine that the Official Statement accurately and completely describes the Issuer's
continuing disclosure compliance history within the five years prior to the date of the respective Official
Statement. This compliance review is nol meant to limit the Issuer's other revigws of or diligence
procedures relating to its Ofﬁclal Statements.

7. Municipalities Continuing Disclosure Cooperative Initiative

If the Issuer has previously reported to the Division of Enforcement (the "Division™) of the U.S.
Securities and Exchange Commission (the "Commission") under the Mumicipalities Continuing
Disclosure Cooperative Initiative (the "MCDC Initiative") and if the Division recommended enforcement
proceedings and seftlement terms in that connection, then the” Compliance Officer shall also be
responsible, with assistance from its dissemination agent, counsel, and/or other agents of the Issuer, for
implementing the undertakings required by such seitlement. A list of these "undertakings™ is set forth in
the Division's anpouncement describing the MCDC Injtiative:
htip://www.sec.gov/divisions/enforce/municipalities-continuing-disclosure-cooperation-initiative.shtmi,

8. Record Retention

The Compliance Officer shall retain documentation evidencing the Issuer's annual reviews and its
reviews of Official Statements in connection with new offerings as set forth above. This Issuer shall
retain this documentation, for each Continning Disclosure Agreement, for the penod that the related
bonds or notes are outstanding.

9, Annual Review Checklist

The Compliance Officer may (or may not) choose to use and retain the attached Annual Review
Checklist to assist in implementing these Procedures.




CONTINUING DISCLOSURE ANNUAL REVIEW CHECKLIST

1. Fiscal Year Ending:

2. Complianee Officer:

3. Cheeklist Completion Date:

4, Bonds/Notes for which there are Currently Effective Continuing Disclosure Agreements - Attach
Agreements:

$ , o . , dated ,20
$ ; , dated ,20
$ s , dated ,20
$ , | , dated S
$ . , dated ,20

| > , dated ,20
$ s , dated ‘ ,20

5. Have any new Bonds or Notes subject to Continuing Disclosure Been Issued this Year?

No

Yes (Add Agreement to Set of Currently Effective Continuing Disclosure Agreements)

If Yes, did the Compliance Officer review the Official Statement's Description of the Issuer's
Continuing Disclosure Compliance History within the Prior 5 Years? Cirele: Y /N (If N,
review and discuss any issues with counsel.)

6. Have any Bonds or Notes subject to Continuing Disclosure Been Completely Paid or Redeemed
this Year?

No

Yes {Remove Agreement from Set of Currently Effective Continuing Disclosure
Apgreements)



7. {(a) Has the Compliance Officer Revview' the Annual Continuing Disclosure Filing to Ensure that
all Necessary Finaneial Statements, Financial Information and Operating Data is Included?

Yes

No (Compliance Officer must review the Annual Céntinuing Disclosure Filing)

(b) For purpoeses of this review, please keep in mind:

Different Continuing Disclosure Agreements may require different information to be file
(so'check each one)

Different Continuing Disclosure Agreements may have different filing timing
requirements (so check each one).

* Have any of the Following Events Occurred this Year?

Event
Principal and interest payment delinquencies
Non-payment related defaults, if material
Unscheduled draws on debt service reserves reéflecting financial difficulties

1

2

3

4. Unscheduled draws on credit enhancements reflecting financial difficulties
5. Substitution of credit or liquidity providers, or their failure to perform

6

Adverse tax opinions, the issuance by the Internal Revenue Service of proposed or
final determinations of taxability, Notices of Proposed Issue (IRS Form 5701-TEB)
or other material notices or determinations with respect to the tax status of the
Issuer's bonds or notes, or other material events affecting the tax status of the
Issuer's bonds or notes -

Modification to rights of holders of the Issuer's bonds or notes, if material
8.  Calls of the Issuer's bonds or notes, if material, and tender offers
Defeasances of the Issuer's bonds or notes

10.  Release, substitution or sale of property securing repayment of the Issuer's bonds or
notes, if material

11. Rating changes )
12.  Bankruptey, insolvency, receivership or similar event of the Issuer

13. The consummation of a merger, consolidation, or acquisition involving the Issuer
or the sale of all or substantially all of the assets of the Issuer, other than in the
ordinary course of business, the entry into a definitive agreement to undertake such
an action or the fermination of a definitive agreement relating to any such actions,
other than pursuant to its terms, if material

14. Appointment of a successor or additional trustee or the change of name of a trustee,
if material :

Checked?
Y/N

CY/IN

Circle '
Y/IN
Y/N
Y/N
Y/N
Y/N
Y/N

Y/N
Y/N
Y/N
Y/ N

Y/N
Y/N
Y/N

Y/N




If any such Event Occurred, was Proper Notice Provided?

Yes

No (Call your dissemination agent or counsel immediately to discuss)

N/A.

Has the Issuer Retained a Dissemination Agent? (i.e., a Paid Third Party that Assists with Filings)

Yes: Name/Contact:

No




Capital Project Request Form

. Manitowoc //cocoreacee

Request Type: | |

Department: | |  Date: |

Title of Request: |

Department Priority |

Linked to another () Yes
project? O
No

Project Requestis: () New Estimated Useful Life: |

(O Replacement
(O Modification

This is a limited field, please attach documents for more detail.

Description: |

Basis of Cost: O Quote Total Cost |
O Bid
O Estimate

Revenue (if any) | |  NetCost |

Will there be additional costs in future years to complete this project?

select one: O Yes If yes, amount? | |
O No
Finance Dept: Account | | Sent to Dept:  []

Action: | |




Budget Transfer Request Form

Department Head/Manager |

Justification for Request

Account to Transfer from:

Fund: Org/Dept: Account: Short Title: Amount:

I I I B ]

Fund: Org/Dept: Account: Short Title: Amount:

I | | I

Fund: Org/Dept: Account: Short Title: Amount:

I I I ]

Total:

[ ]

Account to Transfer to:

Fund: Org/Dept: Account: Short Title: Amount:

L | | . | | 1]

When complete, submit this form to the Finance Department to initiate the next step for processing your request.

Finance Department Use Only: Approval Level? Select One.
Approved? Action Steps:

QO Yes [] Make transfer in Springbrook if request is approved
O No [] Notify department of action taken on request

Reason for denial:




CITY OF MANITOWOC
TREASURY DEPARTMENT

CASH DISBURSEMENT REQUEST

Department:

Reason for Request:

Date of Pickup: / / (request must be at least 4 days prior to pickup)
Date of Return: / /

Currency (count) Total Coin (rolls) Total

Singles: =3 Pennies: x.50=$

Fives: =$ Nickels: x2=$

Tens: =9 Dimes: x5=§

Twenties: =9 Quarters: x10=$

Total Cash Requested: $

Initial when step is complete
Finance Director Approval
Treasury Prepares Cash

Finance Verify Cash

Sign for Cash Pickup: Date:




	Guide Book Policy Manual MASTER revised draft
	city wide donation policy
	continuing disclosure compliance
	Capital Request Form_New2
	Budget Transfer Request
	Cash Disbursement Request

	Request Type:_8rF3n7XNrH7mqAn31xhAGg: [ ]
	Department:_Gcazyd0lEQdBeEJna-PSjw: 
	Date:_faxlc1c80StqJQRb**ag8g: 
	Title of Request:_V-H6ThX3MRe-*iSu5IOIAQ: 
	Department Priority_5YfZHCRtZidcaJeHfrFKVw: []
	Linked to another project?_FVI2h-EzePzkDPzVCCbaZQ: Off
	Project Request is:_cPxwrpRwSmAalhrZhALwjA: Off
	Estimated Useful Life:_ayg7D0xki7d*pB0rPZLobA: 
	Description: _R0hY*w7Dbl7nqsI*tq0tag: 
	Basis of Cost:_BC5kYj9jgJIloYa5GrRYBQ: Off
	Total Cost_dLJzCVkTtHIHGDcXnbPSYA: 
	Revenue (if any)_csDPEcvRW*c29QxgvUa0Yg: 
	Net Cost_0J1A3piVU21wRAhYJuiTsQ: 
	select one:_uyz50r0LnYDcFO1euwVhRA: Off
	If yes, amount?_oYjFBRZP288ZTOsPDVNz0Q: 
	Finance Dept:  Account _9lGZzafiCQGKLODEV3UEWA: 
	Sent to Dept:_2qq8gjOatv2GAd0qBlWpNQ: Off
	Action:_mBDBXHlVZ7mKsj7EnC5*jA: []
	Department Head/Manager_GOQJF9boPH9uqOqJTSlNLQ: 
	Justification for Request_GTkBgq3ObIeybVk16WkbDw: 
	Fund:_egjI4VhwgTGhgTYZRe*ebg: 
	Org/Dept:_bhC1DcM6pe9AEwY6e66Zqw: 
	Account:_pzgflRO7ZyYeV5JCOfFpKg: 
	Short Title:_JXPpNCMJJfrXFYMjAq8yCQ: 
	Amount:_bcVzOTK9E9FMPdMoMoaNdw: 
	Fund:_jABz9MhX5AVcanZZCzfH0Q: 
	Org/Dept:_8MlNDKL7u31oG2zVms2-xw: 
	Account:_Om5Kw*QNG6l9dasJSpWSrA: 
	Short Title:_p4WxGnOmV5OONjJ5BIAjIw: 
	Amount:_Y717oB17peRmAZH0iotTFw: 
	Fund:_pNJAX3dbo8Jth-7dDR8AXw: 
	Org/Dept:_wKngcEBri1S*oxNgV5UQYA: 
	Account:_z5gkQMOAMxIt0zZhvccY-w: 
	Short Title:_H5M1*QsFSp9Fb0LAkogaaQ: 
	Amount:_H2lQg7926dbuIxMzw66nxw: 
	Total:_XwRREn7j9fdNe-Y3jMBKlg: 
	Fund:_fHW*zkN*gmN1eX3xWBQivQ: 
	Org/Dept:_TJVvEekl4OH0GjMpvC*OFA: 
	Account:_6Nr-rxp-*YejcqM82TshHw: 
	Short Title:_Rb-SjvsQxQY8wfqOlcnALw: 
	Amount:_Bk9WCWG5NZCiwrjQyEZL7w: 
	Approval Level?  Select One__RZBipksRkHqQqJRLE4xbnw: []
	Approved?_jRtMhhe7kW7o6sp0Car2Sg: Off
	Action Steps:_0_jZEg10UBx8x9X*Chk0fCSw: Off
	Action Steps:_1_jZEg10UBx8x9X*Chk0fCSw: Off
	Reason for denial:_3LQP4Dyxpi9a841dP-hojQ: 
	fc-int01-generateAppearances: FALSE


