STATE OF GEORGIA
CITY OF HIRAM
ORDINANCE NO. 2024-01

AN ORDINANCE AMENDING THE CHARTER OF THE CITY OF HIRAM FOR
THE PURPOSE OF INCREASING THE SPENDING AUTHORITY OF THE CITY
MANAGER AND AMENDING THE CITY’S FISCAL MANAGEMENT POLICY
IN A MANNER CONSISTENT WITH THE CHARTER AMENDMENT.

WHEREAS, Section 5.22(2) of the Charter of the City of Hiram, Georgia,
approved April 30, 2013, provides that the City Manager is authorized to enter into
contracts on behalf of the City where the amount of the City’s obligation does not exceed
$5,000.00; and

WHEREAS, any contract which will obligate the City in an amount equal to or
exceeding $5,000.00 requires the approval of the City Council at a scheduled regular
City Council meeting which presently occurs only once per month; and

WHEREAS, with the increases in the monetary costs for City operations and the
rise of inflation within the national economy over the last decade, it is both more
efficient and more expedient to the operation of City government to increase the City
Manger’s contractual spending authority to $25,000.00; and

WHEREAS, the City Council believes that it is in the best interests of the citizens
of the City of Hiram and the operation of the City government to increase the contractual
spending authority of the City Manager as set forth herein; and

WHEREAS, Georgia law provides for a statutory mechanism to amend a city’s
charter through its home rule power by following the procedure set forth in O.C.G.A. §

36-35-3(b)(1).

NOW, THEREFORE, BE IT ORDAINED, by the Mayor and Council as
follows:

1I

That section 5.22 of the Charter of the City of Hiram, Georgia, is hereby
amended to read as follows (with underlined language showing additions and

strikethrough language showing deletions):
Section 5.22, Contracting procedures.

No contract with the city shall be binding on the city unless it is in writing
and:




(1) Signed by the mayor after being authorized by the city council and such
authorization entered in the city council journal of proceedings; or

(2) Is a contract wherein the value of the city's obligation does not exceed
$25,000.00, is for an expenditure within the approved city budget
%%wae—&%e&mﬁheﬂ-zed—bﬁégeteée*peﬁd&we and is signed by
the city manager in compliance with such other restrictions upon his or
her authority as the city council shall impose by ordinance.

2,

Consistent with the language of the Charter amendment and in accord with the
aforementioned increases to the costs of goods and services, The City of Hiram Financial
Management Policy is hereby amended as set forth on the attached Exhibit A (with
underlined language showing additions and steikethrough language showing deletions).

3.

This ordinance shall be effective as of March 5, 2024, having been duly adopted
at two regular consecutive meetings not less than seven nor more than 60 days apart,
said ordinance having first been approved by a majority vote of the Council at the
meeting held on February 6, 2024.

4.
A notice containing a synopsis of this Charter amendment was published in the
Dallas New Era on February 15, February 22, and February 29, 2024. The notice stated
that a copy of this Charter amendment was on file in the office of the Hiram City Clerk
and Clerk of the Superior Court of Paulding County for the purpose of examination and
inspection by the public.

5.
The sections, subsections, paragraphs, sentences, clauses and phrases of this
ordinance are severable, and if any section, subsection, paragraph, sentence, clause or
phrase shall be declared illegal by the valid judgment or decree of any court of
competent jurisdiction, such illegality shall not affect any of the remaining section,
subsections, paragraphs, sentences, clauses and phrases of this ordinance.

6.
All ordinances and parts of ordinances in conflict herewith are expressly
repealed.

7I

All other aspects of the Code of Ordinance, City of Hiram, Georgia shall remain in
full force and effect.

[signatures on following page/
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SO ADOPTED AND ORDAINED BY THE, MAYOR AND COUNCIL OF THE
CITY OF HIRAM THIS»4po DAYOF __[(\arCh » 2024,

o Li 2

ayor I iank Mman May01 Pm Tem Melissa R. Bayaldelle Post 3

Dorndy B

Coulcllmembel Derrick Battle Post 4 Councilmember Dons Deve 5

Attestm )[MQ

Melissa Chosewood, City Clerk
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City of Hiram Financial Management Policy

SECTION I. GENERAL BUDGET POLICIES

The budget process provides the primary mechanism by which key decisions are made regarding
the levels and types of services to be provided within estimated rescurces, Budget policy guides
this process. Budget policy also directs the City's financial health and stability.

Georgia law (e.g., 0.C.G.A. 36-81-2 et seq.) provides the budget requiremenis for Georgia local
governments. The information below provides an outline of the City's application of those laws,
The City’s goal will be to adopt operating budgets where current revenues equal anticipated
expenditures. All depariments supported by the resources of this City must function within the
limits of the financial resources identified or available specifically to them. A balance must be
struck between revenues and expenditures, so that the public can realize the benefits of a strong
and stable government. It is important to understand that this policy is applied to budget entities
over periods of time which extend beyond current appropriations, By law, budgets cannot exceed
available resources, defined as revenues generated in the current period added to balances
carried forward from prior years. Tempotaty shortages, ar operating deficits, can and do occur,
but they are not tolerated as extended trends.

A. SCOPE

This policy applies to all budgeted funds, which are the responsibility, and under the
management of the City of Hiram and the Office of City Manager.

B. FINANCING CURRENT COSTS

Current costs shall be financed with cuirent revenues, including the use of authorized
fund balances. The City shali avoid balancing current expenditures through the obligation
of future year's resources. The City shall strive to avoid short-term borrowing or
accessing reserves to meet cash flow requirements. However, the City may enter into
short-erm borrowing or accessing reserves should a critical need arise.

C. BUDGET OBJECTIVE BY TYPE OF FUND
The following budget objectives are established for the different funds the City uses:

1. General Fund — The annual budget for the General Fund shall provide for general
government aperations of the Cily and maintain working capital necessary for the
City’s financial health and stability.

2. Special Revenue Fund(s) — The City adopts annuai budgets for each special revenue
fund that demonstrates that any legally restricted revenue sources are used
consistent with the applicable laws andfor regulations {i.e. Hotel/Motel Fund,
Confiscated Fund, and Operating Grants Fund).

3. Capital Project Fund(s) — The City adopts project budgets for each of its capital
project funds. These adopted appropriations do not lapse at the end of a fiscal year;
rather they remain in effect until project completion or re-appropriation by City
Council.

4, Debt Service Fund(s) — The City adopts annual budgets for its debt service funds (if
applicable). Any remaining fund balances from prior years plus current years
prejected revenues shall be sufficient to meet all annual debt service requirements.

5. Enterprise Fund(s) - Although generally accepted accounting principles (GAAP) or
Georgia statutes do not require the Cily to adopt budgets for enterprise funds, the
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City will adopt budgets for enterprise funds in order to monitor revenues and control
expenses, The City will use a business approach if and when budgeting enterprise
funds. Enterprise funds shall be self-supporting whenever possible and subsidized
losses will be minimized when break-even is not possible. See revenue policies in
Section Vil

Additionally, the City classifies funds as either operating funds or non-aperating funds.
Operating funds are those funds that include appropriations for the payment of
salary/benefits and whose maintenance & operating appropriations are necessary to
continue the daily operations of the City. The Gensral Fund will always be an operating
fund. Non-operating funds are those funds that do not include approptiations for the
payment of salary/benefits and whose maintenance & operating appropriations are not
critical to the daily operations of the City. Examples of non-operating funds are the
HotelMotel Fund, the Confiscated Fund, and Grant Operating Fund.

SECTION li. OPERATING BUDGET

The operating budget shall be prepared on an annual hasis and include those funds detailed in
Section | that are subject to annual appropriation (all funds excluding the Capitai Project Funds).
Prior year budget appropriations and pricr year actual data will be provided as reference data,
with the current year appropriation and two years projection of expenditures. At a minimum, the
City shall adopt annual balanced hudgets for the general fund, each special revenue fund, and
each debt service fund (if applicable) in accordance with O.C.G.A. 36-81-3.

The annual proposed budget should be submitted to the governing authority while being held by
the Office of City Manager for public review/inspection in accordance with O.C.G.A. 36-81-3.
Public meetings will be conducied after proper advertisement prior ta the City Council adopting
and approving the annual budget document. (0.C.G.A. 36-81-5 and 36-81-8).

A. DEPARTMENTAL APPROPRIATIONS

The budget shall be developed based upon “line-item” expenditures within each
depariment. This type of budget focuses on categories of expenditures such as personal
services, contractual services, supplies, equipment, etc. within each depariment. At a
minimum, each department's appropriation in each fund shall be detailed within the
budget document. (0.C.G A. 36-81-3 and 36-81-5),

B. PERFORMANCE BUDGET

In addition to requesting expenditures by line item, the budget document shall include
*performance” budget information. A performance hudget provides information of each of
the departments’ goals and objectives to be accomplished in the upcoming budget year,
A performance budget also ufilizes “Service Efforis and Accompiishments” which
measure services rendered and department efficiency/effectiveness on a historical basis
and project targets of the indicators for the upcoming budget year. The City shall strive to
minimize and reduce, if possible, staffing levels required to accomplish its service
delivery.

C. BUDGET PREPARATION CATEGORIES
Each department shall submit budget requests separately for:

o Current services - A current services budget is defined as that level of funding which
is necessary to provide the same level of service for the upcoming year that is
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currently being provided. The current services budget will include replacement capital
equipment,

o Expanded services - An expanded services budget includes funding requests
asscciated with new  services, additional personnel or new capital
projectsfequipment.

D. BALANCED BUDGET

The budget shall be balanced for each budgeted fund. Total anticipated revenues plus
that portion of fund kalance in excess of authorized reserves (see operating budget policy
H below) that is designated as a budget-funding source shall equal total estimated
expenditures for each fund.,

E. BASIS OF BUDGETING

Neither GAAP nor Georgia statuies address a required budgelary basis of budgeting; the
City adopts budgets in conformity with GAAP for all budgeted funds. All governmental
funds use the modified accrual basis of accounting and proprietary fund budgets {when
applicable) use the accrual basis of accounting.

F. LEVEL OF BUDGET ADOPTION AND CONTROL

All budgets shall be adopted at the legal level of hudgetary control, which is the
department level within each individual fund. See policy K below for amending the
budget.

G. BUDGET STABLIZATION RESCURCES

The Cily shall establish a fund balance reserve in all operating funds (defined in Section |
of this policy) for working capital. The purpose of working capital is to cover the cost of
expenditures caused by unforeseen emergencies, cover shortfalls caused by revenue
declines, and to eliminate any shori-term borrowing for cash flow purposes, This reserve
shall accumulate and then be maintained at an amount, which represents no less than
two (2} months of operating and debt expenditures (approximalely 16% of budgeted
expenditures).

H. UTILIZATION OF PRIOR YEAR’S FUND BALANCE IN BUDGET

If necessary, the Cily may use fund balance in excess of the reserve for working capital
{see budget policy G above) as a funding source for that fund’s budget. The amount of
unreserved fund balance shall be estimated conservatively, taking info consideration
future year needs. The minimum requirement for the reserve for working capital, squal to
two (2) months of operating and debt expenditures, must first be met before utilizing the
excess fund balance as a funding source for the budget.

I. APPROPRIATION LAPSES AT YEAR END

All operating budget appropriations (inciuding encumbered appropriations) shall lapse at
the end of a fiscal year. Purchases encumbered in the current year, but not received until
the following vyear, must be charged against a2 department’s subsequent year
appropriation.

J. BUDGET CONTROL REPORTS
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The City shall maintain a system of budgetary control reports to assure adherence fo the
budget. The City will prepare and distribute to departments, timely monthly financial
reports comparing actual revenues, and ouistanding encumbrances and expenditures
with budgeted amounts.

K. AUTHORIZATICN OF BUDGET ADJUSTMENTS AND AMENDMENTS

The budgst is a dynamic rather than static plan, which requires adjustments and formal
budget amendmenis as circumstances change. Georgia Law O.C.G.A. §38-81-3(d)(1}
states that “Any increase in appropriation at the legal level of control of the local
government, whether accomplished through a change ih anticipated revenues in any fund
or through a transfer of appropriations among departments, shall require the approval of
the governing autherily. Such amendment shall be adopted by ordinance or resalution.”

There are two types of Budget Amendments: Major Budget Amendment & Minor Budget
Amendment, The Major Budget Amendment is defined as any increase above the legal
level of control. The Major Budget Amendment conforms to the above listed code
sections and includes any adjusiment to salaries or benefits. The Minor Budget
Amendment is below the legal level of control and requires approval from the City
Manager.

The City Council must approve all increases in lotal departmental appropriations,
increases in the personal services budgets {i.e., moving salary or employee benefit
budget to other line items), and increases in the number of authorized positions (full and
part-time). This is known as a Major Budget Amendment.

Department heads must submit budget amendment requests transferring appropriations
from one line item to anocther, other than those prohibited above, and obtain approval by
the Office of the City Manager. This is known as a Minor Budget Amendment,
Adjustments from appropriations that have been obligaled, committed, or reserved for a
designated purpose shall not be transferred until a formal de-obligation occurs,

At the mid-point of each year, any necessary budgetary appropriations, including budgets
for any projects authorized but not funded during the year, shall be appropriated through
a supplementary budget ordinance. This mid-point adjustment is limited to requesting
additional resources. Such supplemental appropriations shall be balanced with additional
revenues for each fund. A justification for each requested change must be prepared
{0.C.G.A. 38-81-3).

The Department Director will initiate the Major Budget Amendment and submit it as an
Agenda ltem for the next regular session council meeling. The Major Budget
Amendment includes any adjustment to salaries, benefits, transfers between funds,
transfers between departments, unbudgeted capital asset purchases, use of Contingency
Expense, additicnal revenues or expenses that excead the legal level of cantrol,

The Department Director will initiate the Minor Budget Amendment and submit it to the
City Manager for apptoval. The Minor Budget Amendment allows the transfer between
line items within the depaitment or Fund; as long as the legal level of control is not
exceeded and adequate funds are available for transfer, Salaries and benefits are not
eligible for 2 Minor Budget Amendment.

L. CONTINGENCY LINE-ITEM
The City shall establish an appropriated contingency of cne percent of tha total annual

expenditure appropriation in all operating funds (defined in Section | of this policy) in
order to accommodate unexpected operational changes, legislalive impacts, or other

6 -
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economic events affecting the Cily's operations which could not have been reasonably
anticipated at the time the budget was prepared. Non-operating funds (defined in Section
| of this policy) shall not require a contingency reserve appropriation.

This contingency reserve appropriation will be a separate line item within the budget. This
amount shall be subject to annual appropriation. The approval of the Mayor and Council
and the City Manager is required before this appropriation can be expended. If approved,
the City Manager will transfer the appropriation from the contingency line item to the
applicable line item(s) with the applicable department's budget.

M. MAINTENANCE AND REPLACEMENT OF CAPITAL EQUIPMENT

The City Council will give budget priority to requests that provide for adequate
maintenance of capital equipment and facilities and for their arderly replacement.

N. CONTRIBUTIONS

Unless authorized by City Council, ouiside contributions to programs operated by City
departments shall be subject to the City's accounting and budgetary policies The City
welcomes both unrestricted and restricted contributions compatible with the Cily’s
programs and objectives. Any mafterial contribution shall be appropriated by City Council
prior to expenditure. Material contributions shall be dsfined as one-time confributions
exceeding one percent of the department’'s annuai maintenance and operating
expenditure appropriation or $10,000, whichever is less.

O. ADMINISTRATIVE SERVICE FEE/COST ALLOCATION

Whenever possible, the City may assess an administrative service fes from the General
Fund to any other fund, based upon documentation andfor an outside independent study.
This assessment will be based upen a percentage of the operating revenues, or services
provided to the fund and shall be used to reimburse the General Fund for the
administrative and support services provided 1o the assessed fund.

SECTION lll. CASH FLOW BUDGET

For analysis and internal management purpeses, the City shall prepare an annual cash
flow budget in conjunction with the Operating Budgel. The purpose of this document will
he to provide the necessary guidelines to insure that cash will be available to pay budget
costs an a timely basts.

A. BUDGET ALLOTMENTS

Budget allocations {i.e., budget ailolments) are used in the operating budget, when
heeded to manage cash flows. The annual appropriation may be divided into segments
in order to insure that the projected revenue streams wili be adeguate to fund the
appropriated expenditures, The cash flow budget wili provide details as to the periods in
which the revenues wili be collected, and thereby providing for available resources to pay
obligations.

SECTION IV. CAPITAL PROJECT IMPROVEMENT PLAN

The City will prepare a five-year capital project improvement plan {(CIP) which they will
update annually. This plan will assist in the planning, acquisition, and financing of capital
projects. A major capital project generally is defined as an expenditure that has an
expected useful life of more than 3 years with an estimated total cost of $25,000 or mors,

7 -
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or an improvemeni/faddition to an existing capital asset. Examples include
building/infrastructure construction, park improvements, streetscapes, computer systems,
iand acquisitions, trucks, and vehicles.

Major capital projects will be budgeted in the Capital Improvement Fund consist with all
available resources, With the involvement of the responsible depariments, the Office of
City Manager will prepare the capital budget in conjunction with the operating budget.

A. PROJECT LENGTH BUDGET

The CIP budget shall be developed based upon defined projects approved by the Mayor
and City Council. Budget appropriaticn shall include the complete project costs with
contingency amounts as approptiate and if available. (0.C.G.A. 36-81-3)

B. BUDGET PREPARATION

Each depariment, in conjunction with the Mayor and City Council, will identify potential
capital projects throughout the year. All identified projects will be added to the CIP
document, regardiess of available funding. These needed projects will provide a method
of tracking and planning for the future needs of the City. Every effort will be made to
identify those projects committed by the City Council through Jegislative action.

C. BUDGET CONTROL REPORTS

The City shall maintain a system of budgetary control reperts to assure adherence to the
budget. The City will prepare and distiibute to departments, timely monthly financial
reports comparing actual revenues, and outstanding encumbrances and expenditures
with budgeted amounts,

D. AUTHORIZATION OF BUDGET ADJUSTMENTS AND AMENDMENTS

Department heads must submit budget amendment requests transferring appropriations
from one line item to another within the same project. The Office of the City Manager
shall review and approve all requests for budget adjustments. Adjustments from
appropriations that have been obligated, committed, or reserved for a designated
purpose shall not be transferred until a formal de-obligation occurs. The de-obligation of
budget dollars to a specific project will only occur after the completion of the project or
when a project was identified and budget and funding is no lenger necessary,

E. APPROPRIATIONS AT YEAR END

Capital project appropriations shall carry forward to the subsequent budget period an
equal amount of any sncumbrances/purchase orders issued as of the close of the fiscal
year, Purchases encumbered in the current year, but not received until the following
year, must be charged against each department's subsequent year carry-over
appropriation. Any remaining appropriation available by project at year-end must be re-
appropriated.

F. CONTINGENCY ACCOUNT

The City shall include an appropriated contingency of three percent of the total annual
expenditure appropriation in the Capital Project Fund in order to accommodate
expenditures that may not have heen expected during the duration of a capital project.
Expenditure of contingency funds shall only be authorized in accordance with the Change
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Qrder Policy outlined within the purchasing section of this document. Any contingency
budgets shall be subject to annual appropriation.
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REVENUE POLICY

This section provides direction in the administration of the revenues the City receives.

The City levies, collects and records ceriain faxes, license and permit fees, intergovernmental
revenues, charges for service, investment income, fines and forfeitures, and other miscellaneous
revenues and financing sources.

A. DIVERSIFICATION AND STABILITY

All revenues have particuiar characteristics in terms of stability, growth, sensitivity to inflation
or business cycie effects, and impact on the tax and ratepayers. A diversity of revenue
sources can improve a City’s ability to handle fluctuations in revenues and potentially help to
better distribute the cost of providing services. The City shall strive to maintain a diversified
and stable revenue structure fo shelter it from short-term fluctuations in any primary revenue
source. When possible, the revenue mix shall combine elastic and inelastic revenue sources
to minimize the effect of economic downturns, The City will wark towards diversifying its
revenue base in order to reduce its dependence upon property taxes (when applicable).

B. CONSERVATIVE REVENUE ESTIMATES

As part of the annual budget process, an objective analytical process will estimate revenues
realistically and prudently. The City will estimate revenues of & volatile nature conservatively.

C. USER BASED FEES AND CHARGES (Exchange Revenue)

The level of user fee cost recovery should consider the community-wide versus special
service nature of the program or activity. The use of general-purpose revenues is
appropriate for community-wide services, while user fees are appropriate for services that are
of special benefit to easily identified individuals or groups. The City will strive to keep the
revenue system simple for the taxpayer or service recipient and to decrease the occurrence
of avoidance fo pay. The City will avoid nuisance taxes, fees, or charges as revenue
sources, The City's revenue system will strive to maintain equity in its structure. That is, the
City will seek to minimize or eliminate all forms for subsidization between entities, funds,
services, utilities, and customers. However, it is recognized that public policy decisions may
lead to subsidies in certain circumstances (e.g., senior citizen partial tax abatement). Fees
will be reviewed and updated on an ongoing basis to ensure thal they keep pace with
changes in the cost-of-living as well as changes in methods or levels of service delivery, The
Office of City Manager will forward any proposed changes to the City Council for approval.
For services associated with a user fee or charge, a fee shall offset the casts of that service,
where possible. Costs of services include direct and indirect cosis such as operating and
maintenance costs, administrative costs, and charges for the use of capital {e.g., depreciation
and/or debt service}.

D. ALTERNATIVE REVENUE SOURCES

The City shall seek alternative funding sources whenever possible to reduce the required
revenue from non-exchange fransactions (e.g., property taxes). Such alternative sources
inciude private and public grants, federal or state assistance, and public and private
contributions.

E. REVENUE COLLECTION

10 -
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The City will follow an aggressive policy of collecting revenues, consistent with state and
federal laws. This policy includes charging cf penalties and interest, revoking City licenses,
and providing for the transferring and assignment of tax executions.

F. RATES AND CHARGES
The City Council shall approve annually, a fee schedule which includes all revenue rates,

charges, and processes in association with receipted funds that are deposited by the Cily, in
accardance with the Code of Ordinances.

{1
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CASH AND INVESTMENT MANAGEMENT

The objective of the cash and investment management policy is to maximize interest earnings
within an environment that strongly emphasizes legal compliance and safely while providing cash
flow liquidity to meet the City's financial obligations,

A. SCOPE

This investment policy applies to all cash and investments, both shott and leng-term, which
are the responsibility, and under the management of the City of Hiram Office of City Manager.

B. POOLED CASH/INVESTMENT MANAGEMENT

Except for cash in certain resiricted and specialized funds, the City will consolidate cash
balances from all funds to maximize investment earnings. Investment income will be
allocated to the various funds based upon their respective participation and in accordance
with generally accepted accounting principles.

C. GENERAL OBJECTIVES

The primary objectives of investment activities shall be as follows:

1. Safety

Safely of principal is the foremost objective of the ihvastment pragram. 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.

i. Credit Risk

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

Limiting investments to the safest types of securities (primarily obligations of the
U.S. government or ohligations explicitly guaranteed by the U.S. government)
Requiring a credit rating of “A3" or better from Mocdy's rating agency and “A-
* from Standard & Poor’s,

Pre-qualifying the financial Institufions, brokers/dealers, intermediaries, and
advisers with which the City will do business

Diversifying the investment portfolio so that potential losses on individual
securities will be minimized.

ii. Custodial Risk

Custodial risk, that is the risk associated with uninsured deposits, uninsured
securities, or securities not registered in the City's name shalt be minimized by,

Collateralization in alignment with State of Georgia legislation equal to 110% of
the deposit held in the City's name (see section F, Safekeeping and Custody,
subsection

2, Collateralization);

Securities shall be held in the City's name.

iii. Interest Rate Risk

12 -
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The City will minimize the risk that the market value of securities in the portfolio will
fall due to changes in general interest rates, by:

»  Structuring the investment porifclio 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

» Investing operating funds primarily in shorterterm securittles, money market
mutual funds, or similar investment pools.

iv. . Concentration Risk

The risk associated with a high concentration of government funds which are not
civersified shall be reduced by

»  Limiting investments to any one issuer to less than 5% of the investment
portfolio.

= |nvestments explicitly guaranteed by the U.S. government and investments in
mutual funds, external invesiment pools, and other pooled investments are
excluded from this requirement.

v. Foreign Currency Risk

The City will negate all foreign currency risk through investment only in instruments
where exchange rates do not apply.

2, Liquidity

The investment portfolio shall remain sufficiently fiquid to meet all operating requirements
that may be reasonably anticipated. This is accomplished by structuring the portfolic so
that securities mature concurrent with cash needs to meet anticipated demands (static
liquidity). Furthermore, since all possible cash demands cannot bhe anticipated, the
portfclio should consist of securities with active secondary or resale markets {dynamic
liquidity). A portion of the portfolio also may be placed in instruments offering same-day
liquidity for shori-term funds.

3. Yield

The investment portfolio shall be designed with the objective of attaining a market rale of
return throughout budgetary and economic cycles, taking into account the invesiment risk
constraints and liquidity needs. Reftumn on investment is of secondary importance
compared to the safety and liquidity objectives described above. The core of investments
are limited to relatively low risk securities in anticipation of earning a fair return relative to
the risk being assumed. Securities shall not be sold prior to maturity with the following
exceptions:

= A security with declining credit may be sold early to minimize loss of principal or to
reduce any eminent risk as identified under Section 1, "Safety” of this policy
» A security swap which improves the quality, yield, or target duration in the portfolio
v Liquidity needs of the portfolio require that the security be sold.
D. STANDARDS OF CARE

1. Prudence

The standard of prudence to be used by investment officials shall be the “prudent person”
standard and shall he applied in the context of managing an overall porifolio. Investment

13-
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officer{s) acling in according with written procedures and this investment policy and
exercising due diligence shall be relieved of personal responsibility of an individual
security's credit risk or market price changes, provided deviations from expectations are
reported in a fimely fashion and the liquidity and the sale of securities are cairied out in
accordance with the terms of this policy. Investments shall be made with judgment and
care, under circumstances then prevailing, which 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 probably
income to be derived,

2. Ethics and Conflicts of Interest

Officers and employees involved in the investment process shall refrain from personal
husiness aclivity that could confiict with the proper execution and management of the
investment program, or that could impair their ability fo make impartial decisions.
Employees and invesiment officials shall disclose any material interests in financial
institutions which they conduct business. They shall further disclose any personal
financialfinvestment positions that could be related o the performance of the investment
porifolio. Employees and offices shall refrain from undertaking personal investment
transactions with the same individual with whom business is conducted on hehalf of the
City.

3. Delegation of Authority

Authority to manage the investment program is granted fo the Cily Manager, referred to
as the investment officer in this policy. Responsibility for the operation of the investiment
program is hereby delegated to the investment officer, who shall act in accordance with
the 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 coliateral/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 officer. The investment officer
shall be responsible for all transactions undertaken and shall establish a system of
controls to regutate the activities of subordinate officials.

E. SAFEKEEPING AND CUSTODY
1. Authorized Financial Dealers and Institutions

A list will be maintained of financial institutions authorized to provide investment services.
In addition, a list also 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 or regicnal dealers that qualify
under Securities 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:

Audited financial statements

Proof of National Association of Securities Dealers (NASD) certification

Proof of state registration

Completed broker/deaier questionnaire

Certification of having read and understood and agreeing to comply with the City’s
invesiment palicy.
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An annual review of the financial condition and registration of qualified financial
institutions and broker/dealers will be conducted by the investment officer.

From time to time, the investment officer may choose to invest in instruments offered by
minotity and community financial institutions. In such siluations, all criteria identified
under above shall apply. All terms and relationships will be fully disclosed prior to
purchase and will be reported fo the appropriate entity on a consistent basis and should
be consistent with state and local law, These types of investment purchases should be
approved by the City Council in advance of their purchase.

2. Internal Controls

The investment officer is responsible for establishing and maintaining an internal conirol
structure designed to ensure that the assets of the Cily are protected from loss, theft, or
misuse. The internal control structure shall be designed to provide reasonable assurance
that these objectives are met.

The concept of reasonable assurance recognizes that (1) the cost of a control should not
exceed the benefits likely to be derived and (2) the valuation of costs and henefits
requires estimates and judgments by management.

Accordingly, the investment officer shall establish a process for an annual independent
review by an external auditor to assure compliance with regulatory policies and
procedures including Generally Accepted Governmental Auditing Standards.

3. Delivery vs, Payment

All trades where applicable will be executed by delivery vs. payment (DVP) o ensure that
securities are deposited in an eligible financial institution prior to the release of funds.
Securities will be held by a third-party custodian in the Cily's name, as evidenced by
safekeeping receipts.

F. SAFEKEEPING AND CUSTCDY
1. Investment Types

Investments {other than bond proceeds) shall be made in instruments permitied by the
State of Georgia for local governments, regulated under Georgia Code, O.C.G.A. 36-83-
4. Such instruments include:

«  Obligations issued by the U.S. government,

= QObligations fully insured or guaranteed by the U.S, government or by a governmeant
agency of the United States,

Obligations of any corporation of the U.S. government;

Prime bankers' acceptances,

The Georgia local government investment pool {L.e., Georgia Func i)

Repurchase agreements, and

Obligations of cther political subdivisions of the state

In accordance with O.C.G.A. 36-82-7, investments made with unexpended bond
proceeds shall be limited to:

» Bonds or obligations of the governmental entities and/or political subdivisions of the

state,
»  Bonds or obligations of the U.S. government which are fully guaranteed,
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»  QObligations of agencies of the U.8. government, bonds or ather obligations of public
housing agencies or municipal corporations in the United States,

v Certificates of deposit of national or state banks insured by the Federal Deposit
Insurance Corporation;

» Certificates of deposit of Federal Saving and Lean Associations; and

» The Georgia local government investment pool (Georgia Fund 1)

2. Collateralization

City shall require pledges of collateral from the depository institution covering at least
110% of the cashfinvestment. This requirement is in accordance with O.C.G.A. 36-83-5;
45-8-12; 50-17-59; and 45-8-13. Deposit-type securities (i.e., certificates of deposit) shall
be collateralized at 110% of the face value. Cther investments shall be collateralized by
the actual security held in safekeeping by the primary agent.

3. Repurchase Agreements/Derivatives

Repurchase agreements shall ke consistent with GFOA Recommended Practices on
Repurchase Agresements. Investments in derivatives of the above instruments shall
require authorization by the Cily Council and be consistent with GFOA Recommended
Practices on the “Use of Derivatives by State and Local Governments”.

G. USING GEORGIA FUND |

The City will utilize the State of Georgia local government investment pool {i.e., Georgia
Fund 1) anytime this investment tool is deemed to be in the best interest of the City.
Criteria used to determine the use of this investment pool will be the same as any other
investment purchase.

H. INVESTMENT PARAMETERS
1. Diversification
The investments shall be diversified by:

»  Limiting investments to avoid over concentration in securities from a specific issuer or
business sector {excluding U.S. Treasury securities)

»  Limiting investment in securities that have highet credit risks

x |nvesting in securities with varying maturities, and

* Continuously invesling a portion of the porifolio in readily available funds such as a
the Georgia Local Government Investment Pool, money market funds or overnight
repurchase agreements to ensure that appropriate liquidity is maintained in order to
meet ongoing obligations.

2. Maximum Maturities

To the extent possible, the City shall attempt to match its investments with anticipated
cash flow requirements. Unless matched to a specific cash flow, the City will not directly
invest in securities maturing more than five {5) years from the date of purchase, The City
shall adopt weighted average maturity limitations ranging from 90 days to 5 years,
consistent with the investment objectives.

Resetve funds and other funds with longer-term investment horizons may be invested in
securities exceeding five (8) years if the maturities of such investments are made to
coincide as nearly as practicable with the expected use of funds. The intent to invest in
securities with longer matutities shali be disclosed in writing to the City Coungil.

16 -




City of Hiram Financial Management Policy

I. REPORTING
1. Methods

The invesiment officer or his/her designee shall prepare an investment report monthly
which shall be included in the Financial Update Report. Information provided will include
a management summary that provides an analysis of the status of the current investment
portfclio and fransactions made over the last month. This management summary will be
prepared in a manner which will allow the City to ascertain whether investment activities
during the reporting period have conformed to the investment policy, The repoit will be
transmitted to the City Council via a consent item placed on a City Council Meeting
Agenda, At a minimum, the report will include the following:

= Listing of individual securities held at the end of the reporting period with maturity
dates

» 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 are not
intended ta be held untii maturity

= Average weighted vyield to maturity of porifolio on inveslments as compared to
applicable benchmarks

»  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 porifolio should obtain a market average rate of return during a
market/economic environment of stable interest rates, A serles of appropriate
benchmarks shall be established against which the portfolioc performance shall be
compared on a regular basis.

3. Marking to Market

The market value of the portfalio shall be calculated at least monthly and a statement of
the market value of the portfolio shall be issued at feast monthly.

Governmental Accounting Standards Board References:

Staternent No. 3, Deposits with Firancial Institutions, Investments, and Reverse
Repurchase Agreements

Staterment No. 28, Accounting and Financial Reporting for Securities L.ending
Transactions

Statement No, 31, Accounting and Financial Reporting for Certain Investments and for
External Investment Pools

Statement Na. 40, Deposit and Investment Risk Disclosures
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GRANT MANAGEMENT

This policy provides direction in the apptlication, acceptance and administration of funds awarded
through grants to the City from other local governments, the state or federal government,
nonprofit agencies, philanthropic organizations and the private sector.

A, GRANT APPLICATIONS

The City Manager and/or his/fher designee isfare responsible for the submission of all
grant applications on behalf of the City of Hiram. Departments who wish to submit grant
applications must work in confunction with the City Manager andfor his/her designee.
Once a grant opportunity has been identified, the person seeking submission must notify
the City Manager of the application, the financial reperting reqguirements, and any
required matching funds cr other City resources needed to meet the grant requirements.
Prior to the acceptance of the grant, the City Manager, in cooperation with the
submiiting/receiving department shall complete an analysis of financial requirements to
ensure the City can meet the grant program's financial requirements and the City can
fulfilt the applicable obligations required by the grant. All grant revenues and
expenditures, including matching requirements, must be appropriated, either in the
current budget or included for appropriation in the subsequent budget. The Mayor and
City Council shall approve grant applications and submissions by adopting an official
resolution, certified by the City Clerk that wiil allow both the submission of the grant
application and the acceptance of the grant award,

B. GRANT ADMINISTRATION

The City Manager andfor histher desighee isfare responsible for fulfilling the financial
reporting and accountability requirements of each grant the City accepis. The City
Manager and/or his/her designee and receiving departments are responsible for adhering
to the grant program requirements and tracking all applicable expenditures for reporting
purposes. The City Manager or histher designee is responsible for accounting for grant
transactions according to the Accounting, Auditing, and Financial Reporting Policy and in
compliance with Generally Accepted Accounting Principles (GAAP). The City Manager
and/or histher designee isfare responsible for maintaining the following records for each
grant award,

a. Copy of Grant Application

b. Resolutions autherizing application and acceptance
c. Notification of Grant Award

d. Financial reporting and accounting requirements

@. Schedule of funding needs

C. AUDITING

The City Manager shali comply with all local, state, and federal requirements with respect
to the auditing of information as they pertain fo the acceptance of grant funds. This
includes the Single Audit Act with any future revisions or additional that may be
applicable to City grant projects.
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EXPENDITURE POLICY

This section provides guidance on authorized expenditures for all departments under the
authorily of the Mayor and City Council. This section shall cover those costs incurred for normal
business operations, including those associated with salaries and benefits. Operating guidelines
and procedures for procuring gocds and services shall be issued under separate cover{s) as they
do not constitute nor necessitate the City Council approval.

A, APPROPRIATION

In conjunction with the annual budget process, the City Council shall authorize
department’s appropriations consistent with the annual adopted operating and capital
budgets. Departments shall not incur expenditures unless an appropriation is available,

B. EXPENDITURE APPROVAL

All expenditures relating to City operations shall be processed consistent with
procurement/purchasing guidelines. Once the Accounts Payable/Receivable staff
receives the proper documentation from the incurring departments, the execution of
payment shall occur. The Accounts Payable/Receivable staff shall only process
transactions for payment based upon the proper approval for the dollar amount of the
expenditure, including adequate documentation, received either electronically or in
writing.

C. SETTLEMENT OF DISPUTE

The Accounts Payable/Receivable staff shall review expenditure documents for
compliance and appropriateness with all City policies and procedures. Expenditure
documents that are not in compliance with these policies and procedures shall be
returned to the originaling depariment with Accounts Payable/Receivable staff
recommendations for changes (e.g., travel issues, cellular phone use). In the event the
department does not agree with the Accounts Payable/Receivable staff's
recommendations, the City Manager shall make the final decision.

D. ELECTED OFFICIAIL.S ALLOCATION
During the annual budget precess, an appropriation will be allocated to each elected
official to be used at his/her discretion for the benefit of the City (e.g., travel costs

incutred at the annual GMA conference). The amount appropriated will be dependent
upon the approval during the budget process.
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TRAVEL AND MEAL EXPENDITURE POLICIES

This section provides guidance on authorized expenditures for all departments under the
authority of the Mayor and City Council. This section shall cover those costs incurred for travel
and meal expenses by any elected official, City employee, or board member who travels on Cily
related business. Operating guidelines and procedures for procuring travel and meal expenses
shall be issued under separate cover(s) as they do not constitute nor necessitate City Council
approval.

A. APPROPRIATION

In conjunction with the annual budget process, the City Council shali authorize department
appropriations for travel and meal expenses cansistent with the annual adopted operating
budgets, Departments shall not incur tfravel expenditures unless an appropriation is
available, or budget amendment has heen completed.

B. EXPENDITURE APPROVAL

All expenditures relating to travel and meals shall be processed consistent with
procurement/purchasing guidelines. Once the Accounts Payable/Receivable staff receives
the proper documentation from the incurring depariments, the execulion of payment shall
cecur, The Accounts Payable/Receivable staff shall only process transactions for payment
based upon the proper approval for the dollar amount of the expenditure, including adequate
documentation, received either slectronically or in writing.

C. SETTLEMENT OF DISPUTED REIMBURSEMENT CLAIMS

The Accounts Payable/Receivable staff shall review expenditure documents for compliance
and appropriateness with all City policies and proceduras. Expendiiure reimbursement
requests that are not in compliance with these policies and procedures shall be returned to
the originating department with Accounts Payahle/Receivable staff recommendations for
changes (e.q., travel issues, cellular phone use). In the event the department does not agree
with the Accounts Payable/Receivabie staff's recommendations, the City Manager shall make
the final decision regarding whether to autherize the reimbursement.

D. TRAVEL EXPENSES

The City shall reimburse/pay expenses incurred by elected officials and employees for travel
relating to official City business. Official business shall be deemed that which has been
approved prior o the expenditure being incurred oh a City of Hiram Travel Authorization form,
Travel authorization forms are required for any fravel exceeding 50 miles of the employee's
place of work.

1. Lodging: hotel/mote! charges shall qualify for reimbursement when they exceed a 50 mile
radius of the employee's place of work. All traveling personnel shall minimize the
expense associated with hotel/motel costs by procuring a government rate for qualified
stays. Lodging expense shall be benchmarked against the U.S. General Services
Administration (GSA) approved per-diem rate of reimbursament. When the GSA rate Is
exceeded by 20% or more, additional justification shall be required from the traveler.
When traveling in the State of Georgia, all travelers must use the hotel/motel tax-exempt
status form. Sales and occupancy taxes charged for lodging within the State of Georgia
do net qualify as eligible reimbursable travel expenses under this policy. Per Diem rates
can be found at hitp://'www.gsa.gov. Hotel accommodations for travel less than a 50 mile
radius from Hiram must be approved by the employee’s direct supervisor. Elected
officials, the City Manager, Department Directors, and members of Management of the
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2.

City shall be allowed hotel accommedations for travel less than a b0 mile radius from
Hiram, based upon meeting schedules and attendance needs.

Transportation: approved modes of transportation include vehicle, air, rail, or taxi and
public transportation. The method selected by the travelsr shalt be subject to the most
economically feasible, taking into consideration the value of time. If a City vehicle Is
available, it should be used in lieu of a personal vehicle. Generally, the City will not
reimburse for the use of a personal vehicle within 10 miles of an employee's official
headquarters andfor residence.

i, Mileage: miles fraveled in personal vehicles shall be reimbursed at the rate desighad
by the Internal Revenue Service. Mileage shall be calculated using the employee’s
place of work as the origination point, so long as the employes reported to work prior
fo deparling to the destination. In the event the employee does nol report tc work
prior to fraveling to the destination, miteage shail be reimbursed from the employee's
origin, less their normai commute to the workplace, Expenses associated with
employee's vehicles such as fuel, oll, tires, etc. (desmed normal wear and tear) shall
not be subject to reimbursement and will be the responsibility of the fraveler. Miles
traveled in City owned vehicles shall not be subject to reimbursement to the traveler.
However, expenses associated with the travel in Cily vehicles such as fuel, oil, tires,
efc. shall be the responsibility of the City, and necessary purchases should follow the
guidelines administered by the City Manager.

ii. Rental Cars: Expenses associated with rental cars, i.e. rental expense and fuel will
he paid at cost, with receipis provided. Employees shall rent mid-size or smaller
vehicles, or an appropriate vehicle size based upon the number of employees
needing transportation. Expenses associated with exceeding this car class will be
the responsibility of the traveler, Employees should decline additional insurance
coverage offered by rental car companies since the City's insurance coverage is
applicable to car rentals.

iii. Air/Rail: transportation provided by major airlines or railroads shall be paid at cost to
the traveler. Travel will be limited to coach/economy classes of setvice. In the event
the traveler chooses a class higher than coach/economy (business or first cfass), the
difference of the expense shall be the responsihility of the traveler.

iv. Taxi/Shuttle: expenses associated with local transportation will be deemed eligible
expenses as long as receipts are provided with point fo point explanations for this
mode of transportation. Such documentation should accompany receipts.

Meals/incidentals: expenses associated with meals (breakfast, lunch and dinner) and
incidentals (snacks, tips, miscellaneous) shall be administered on a per diem basis by
city. Per Diem amounts wili be derived from the U.S. General Setvices Administration
{GSA), which can be found at http://www.gsa.gov. Per Diem will be advanced to the
employee prior to travel and therefore, the City's procurement cards shouid not be used
to pay for meal or incidental expenses. Receipts will not be required on incidental or
meal expenses. Overages of meal expenses will be the responsibility of the employee,
while any savings may be retained by the employee. Alcoholic beverages are not
allowable reimbursable expenses, and will not be reimbursed pursuant to the City's Drug
and Alcohol Policy. Expenses incurred for meals when travel has not included overnight
stay shall he reimbursed under Section E of this policy.

Program/Seminar/Conference Fees: charges relating to the traveler's altendance to the
particular event (training, conference, seminar, etc.) shall be paid by the corresponding
department, subject to the provisions identified for expenditures in the City's Expenditure
and Purchasing Policies.
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5.

Telephoneilong Distance: telephone, fax, long-distance, Internst, and communication
expenses (including postage) shall be reimbursed when relating to the traveler's
employment, Expenses for business commtmnication shall be limited to $10.00 per day.

Laundry/Dry_Cleaning: when travel is scheduled for more than five consecutive days,
reimbursement for laundry and dry cleaning expenses will be allowed. Expenses shall be
paid at the cost of the services provided, Each traveier shall pay for expenses
assoclated with travel on a City of Hiram Procurement Card with the exception of meals
or incidental expenses, In the event the traveler has not been issued a card, oche ¢an he
checked out from the Accounts Payable/Receivable staff for the specified travel date,
Nonqualified expenses should not be charged on the procurement card; but pald directly
by the employee. Travel advances for mealfincidental expenses shall be provided to the
employee prior to travel by the Accounts Payable/Recelvable staff. Dependents/spouses
accompanying employees on official business shall not be eligible for reimbursed
expenses by the City. If a dependent or spouse accompanies an employee on an
authorized business trip, only those expenses that can be directly attributed to the
employee wili be reimbursed. Per Diem used for expenses other than those directly
attributable to the employee will be allowed; however, the per diem amount will not be
increased bhecause of dependent/spouse travel, The Mayor, City Council, City Manager,
and City Clerk shall be allowed to submit expenditures for spouses and children when
traveling to the annua! Georgia Municipal Asscciation Conference. In the event this
conference is not attended by the above listed persons eligible for spouse and children
expense reimbursement, the Mayor may authorize a substitute trip which would qualify
for reimbursement of dependent/spouse costs. The Mayor, Cily Council, City Manager,
Department Directors and management of the City shall be allowed to conduct official
City business while on travel. The use of a City Visa Procurement Card in order to cover
expenses associated with meetings or business meals when on travel shall be
authorized, as deemed appropriate by the City Official. Employees on official husiness
shall follow the City's workers' compensation policies in the event of any on-the-job injury.

NON-TRAVEL MEALS

Expenses related to the furnishing of meals, snacks, or food should be limited fo the
following circumstances:

1. Meetings hosted by the City Council or City Manager;

2. A meeting during regularly scheduled business hours required by law or authorized
by a department director which is anticipated fo last more than four (4) hours and
which, is scheduled through normal meal times;

3. A business meal with someone other than another City official or employee in order
to discuss a specific item of Cily business;

4, Meals that are an integral part of a scheduled meeting at which the individual is
required to aftend;

5. A business meal with another City employee or official in order fo discuss City
husiness as called by an elected official, the City Manager, a Department Director, or
management of the City or other persons to be reasonably determined by the Cily
Manager, Department Director, or Management of the City. Receipts provided for
meals within this category shouid detail the nature of the meeling and the people who
were present for discussion.

SUBMISSION OF EXPENSES
All expenses relating to travel shall be submitted to the Accounts Payable/Receivable

staff no later than 10 days after return from the trip. Non-travel meals shall be submitted
no later than 7 days from the date of occurrence.
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G. EMPLOYEE BREAK ROOMS

City facilities equipped with break rooms shall be furnished with potable water, coffee,
tea, hot cocoa, creamer, sugar, and cups/stirrers at the expense of the City, paid from the
respective depariment’s budgets who consume the goods.

H. EXCEPTIONS

Reasonable business expenses associated with an employee's travel, not to exceed
$200:00$400.00, shall be reimbursable upon approval by the City Manager

or Mayor. Expenses exceeding $200.00%400.00 will require Cily Council

approval,
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DEBT ISSUANCE AND MANAGEMENT

The goal of the City's debt pclicy is to maintain a sound fiscal position; thereby only utilizing long
term debt to provide rescurces to finance needed capital improvements, while accumulating
adequate resources to repay the debt. In addition, it is the City's goal to maintain and improve its
credit rating through strong financial administration. The City acknowledges that failure to meet
the demands of growth may inhibit its continued economic viability, but also realizes that excess
outstanding debt may have detrimental effects on the ability of the City to mest its continuing
operational needs.

Issuing debt commits the City's revenues several years into {he future, and may limit it's flexibility
to respond to changing service priotities, revenue inflows, or cost structures. Adherence to this
debt policy helps ensure that the City issues and manages its debt prudently in order to maintain
a sound financial position and protect its credit rating.

Credit ratings are the rating agencies' assessment of the City's ability and willingness to repay
debt on a timely basis. Credit ratings are an important indicator in the credit markets and can
influence interest rates a borrower must pay. Each of the rating agencies believes that debt
management is a positive factor in evaluating issuers and assigning credit ratings. Therefore,
implementing debt management practices will be viewed positively by the rating agencies and
could influence the City's credit rating and ultimately lower borrowing costs.

A. CONDITIONS FOR ISSUING LONG-TERM DEBT

Debt financing for capital improvements and equipment will be generally used when at least
one of the following conditions exist:

1. When one-time, hon-continuous projects (those not requiring annual appropriations)
are desired;

2. When the City determines that future users will receive a benefit from the capital
improvement that the debt financed;

3. When the proiect is necessary to provide basic services to the City residents;

4, When fotal debt, including debt issued by overlapping governments (e.g., the
county), does not constitute an unreasonable burden to the taxpayers; and

5. Exhaustion of ihe use of all other possible revenue sources provides no alternalive
funding for capital projects.

The City will limit its short-term borrowing to cover cash flow shortages through the issuance
of tax anticipation notes (if applicable).

B. SOUND FINANCING OF DEBT

When the City utilizes debt financing, the following will occur to ensure that the debt is
soundly financed:

1. Analysis of the financial impact, both short-term and long-term, of issuing the debt;

2. Conservatively projecting the revenue sources that the City will use to repay the debt;

3. Insuring that the term of any long-lerm debt the City incurs shall not exceed the
expected useful life of the asset the debt financed,;

4, Maintaining a debt service coverage ratio {i.e., for revenue secured debt) that
ensures that the revenues pledged for the repayment of the outstanding debt will be
adequate to make the required debt service payments.
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C. DEBT RETIREMENT

Generally, borrowings by the City should be of a duration that does not exceed the economic
life of the capital improvement that it finances and where feasible, should be shoiter than the
projected economic life, To the extent possible, the City should design the repayment of debt
50 as to recapture rapidly its credit capacity for future use.

D. DISCL.OSURE

The City shall follow a policy of full disclosure in financial reporting and with the preparation of
a bond prospectus,

E. LEGAL COMPLIANCE

When issuing debt, the City shali comply with all legal and regulatory commission
requirements, including the continuing disclosure requirements. This compliance includes
adherence fo local, state and federal legislation and bond covenants.

More specifically, the City Manager or histher designee is responsible for maintaining a
system of record keeping and reporting to meet the arbitrage rebate compliance
requirements of the federal tax code. This effort includes tracking investmen! earnings on
bond preceeds, calculating rebate payments in compliance with tax law, and remitting any
rebatable earnings to the federal government in a timely manner in order to preserve the tax
exempt status of the City's outstanding debt issues. Additionally, general financial reporting
and certification requirements embodied in bond covenants are monitored to ensure that all
covenants are complied with.

The City will comply with Amended SEC Rule 15¢2-12 (the “Rule”) by providing secondary
market disclosure for all long-term deht obligations, which are subject to the Rule. As
required, the City will submit annual financial information to all nationally recognized
municipal securities repositories.

F. CREDIT RATINGS

The City Manager or hisfher designee is responsible for maintaining relationships with the
rating agencies that assign ratings to the City's various debt obligations. This effort includes
providing periodic updates on the City's general financial conditicn aleng with coordinating
meetings and presentations in conjunction with a new debt issuance.

G. OTHER POLICIES

All bond issue requests shall be coardinated by the City Manager or his/her designee.
Requests for new bonds must be identified during the Capital Improvement Program (CIP)
process, Opportunities for refunding outstanding bonds shall be communicated by the City
Manager or his/her designee.

Annual budget appropriations shall include debt service payments {interest and principal) and
reserve requirements for all debt currently outstanding.

Long-term borrowing shall be incorporated info the City's capital improvement plan (see
above).
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PURCHASING POLICIES

SECTION I. CENTRALIZED PURCHASING SYSTEM

A. SYSTEM ESTABLISHED

The City has established a centralized purchasing system to be used for all purchases of
goods and procurements of services by the municipal government.

B. ROLES OF THE CITY MANAGER OR HIS DESIGNEE

The City Manager shall be responsible for ensuring adherence to all rules and regulations for
the centralized purchasing system. The Accounts Payable/Receivable staff or his designee
shall oversee the day o day today processing of all purchases and procurements made
through the system.

C. INITIATING PURCHASES; REQUIRED FORM

In order to initiate a purchase or procurement, an employee must complete a Requisition
Form, utilizing the City's software soluliona-sepy-ef-whish-is—nslodedinthis—mandal
as—hopendbA, The completed requisition form must include a cost for each product or
service noted on the form; where the exact cost is not known, estimates may be provided.
The form must be signed by the employee and forwarded to his or har department head for
approval. If approved, the depariment head shall sign the reguisitions form, identify and
annotate the accounting code (budget line item) for this expenditure, and forward it to the
Accounts Payable/Receivable staff for processing.

D. DEPARTMENTAL LIMITS ON PURCHASES

Should the cost or estimated cost of the requested good or service being processed in
accordance with paragraph C above be at least $5006.0031,000, but below $1,60832,000,
the department head must submit the purchase requisition form to the Accounts
Payable/Receivable staff accompanied by at least two {2) quotes from vendors providing
the good or service being ordered. These quotes may be in the form of verbal, phone or
email quotes, buf nevertheless, be identified by the department head in writing and
altached to the requisition form. If the departiment head chocses to use the more expensive
of the guotes obtained, he or she must altach a bilef statement to the requisition form
justifying that decision. The Accounts Payable/Receivable staff shall then process such
requests in accordance with all other requirements of the centralized purchasing system.

Should the cost or estimated cost of the requested good or service being processed in
accordance with paragraph 2.3 above be at least-$4:000-0052,000.00, but not more than
$5.000.00325.000.00, the depariment head must submit the purchase requisition form
directly to the City Manager's office accompanied by at least three (3) written quotes from
vendors providing the good or service being requested. The City Manager shall review the
requisition form and quotes and determine whether or not the request should be approved.
The City Manager shall typically approve such requests, but may issue a denial where he or
she determines; a) that additional vendor guotes should be obtained; b) the good or service
being requested does not reasonable relate to the line item identified by the department head,
c) the cash flow in the fund from which the purchase would be made is low or otherwise
inadequate; or d) a bona-fide problem exists in the management of the requesting
department’s budget,
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E. PURCHASES EXCEEDING THE CITY MANAGER’S SPENDING LIMITS

Should the cost or estimated cost of the requested good or service being processed in
accordance with paragraph C above be more than $5000.00325 000.00, but not
more than

$25.066:00850,000.00, the City Manager shall ensure that: a) at least three (3) written
guotes from vendors have been obtained are altached to the purchase requisition; b) the
requisition is accompanied by a written determination of whether the request was anticipated
in the budget; ¢) compliance with Section | of this policy has been met in the case of
the non-budgeted requests; and d) the need for a budget amendment does or does not exist.

Should the City Manager be satfisfied that the requested purchase or procurement in this
spending range is warranted, hefshe shall place the item on the agenda of a regular or
special City Council meeting for review and approval/disapproval. Approval of such a
purchase request must he granted by a majarity vote of Council Members present and
constituting a legal quorum at said meeting before the requesled item can be ordered or
purchased.

F. PURCHASES EXCEEDING $25,000

All purchases with an estimated lotal cost exceeding 325600850000 require formal
competitive sealed bids, in accordance with the bidding process established in Section 1l of
this manual. If state or federal policies are more stringent than this requirement, then the
more stringent policy shall supersede the $25.600850 000 threshold.

SECTION Il. BIDDING PROCESS

A. INITIATING PURCHASES; REQUIRED FORM

The City Manager is delegated the responsibility fo issue all formal bid
announcements/invitations, with advice and consent from the Mayor and Council.

B. BID SPECIFICATIONS

All public bid specifications for budgeted capifal purchases shall be approved by the City
Manager prior to announcements/invitations being communicated. Any public bid
specifications for non-budgeted construction shall be submitted to the Mayor and Council for
approval prior to advertisement,

C. ADVERTISING

All coniracts to be let by public bid shall be advertised in the City's legal crgan at least twice
during a two-week period prior to the date and time of the public bid opening, in accordance
with state law,

D. BID OPENINGS
As advertised, the City Manager shall unseal and annocunce all competitive bids that were
submitted prior to the advertising deadline, The opening shall be public and may occur at a

City Council meeting or during normal City Hall business hours.

E. BID AWARD
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The CHy Council will award all contracts at a regular or called meeting. The contract will
generally go to the lowest_most resnonsive, responsible bidder provided references and other
methods available to the City Manager for determining the quality and reliability of the
bidders work is satisfactory fo complete all required work and the bid amount does not
exceed the City's budgetary requirements.

Awards are made with the foliowing criteria all being taken into consideration:

Compliance with bid requirements

g”ggcf%hance with terims and conditions of the bid specifications
Dependability

Local Bidder Preference — a local vendor is one whose base of business
operations is located within Paulding County

Lowest Bid

Responsiveness fo bid solicitation

Service & Parts Availability

Vendor Performance, Past, & Present

Warranty

F. RIGHT OF REFUSAL & RE-BID

The City reservas the right to reject any and all bids whether such right is reserved in the
public notice or not and in such case may re-advertise, perform the work ourselves or
abandon the project.

SECTION lll. EMERGENCY PURCHASES

A. PROCESS

There are cerfain functions and purchases that may be performed without prior Mayor and
Counci! approval such as the emergency repair of city infrastructure and clearing of blocked
streets and roads resulting from washouts or similar natural or man-made disaslers.
However, if such exceeds the $40,060.00325000,00 city manager limitation, the city
manager shall report the situation to the mayor and council within 48 hours following such
repairs,

SECTION IV, PRE-APPROVED VENDORS

A. QUALIFICATIONS

The City will maintain a list of pre-approved vendors. In order to qualify for the list, a vendor
must supply a list of three (3) or more references, list of prior work/projects with
municipal  governments, SAVE affidavit and E-Verify form and proof of liability and workers
compensation insurances. The City Manager will recommend to the Mayor and City Council
after a thorough background investigation whether the applicant should be placed on the list,

SECTION V. EMPLOYEE TRAINING

A. TRAINING FOR ALL EMPLOYEES & ELECTED OFFICIALS

All employees, including Mayor and Council are required to review a copy of this policy
and any amendments thereto.
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CAPITAL ASSETS
A. INTRODUCTION

The Capital Assel Policy is designed to provide a comprehensive description of the capital
asset and property systems of the Cily of Hiram. The primary purpose of the policies are to
provide for consistent and uniform accounting of capital asset transactions throughout the
Cily; guidelines for physical control and accountability of capital assets; and guidelines for
disposal and depreciation of capital assets.

B. BEFINITIONS

Asset Acquisition: There are various methods by which the City acquires assets. These
methods include, but are not limited to: purchase, donation, leasefpurchase, trade-in,
forfeiture, condemnation, internal/fexternal construction, transfers from other governments, or
any other method which fransfers title of any property to the City.

Leased Assets: The City capitalizes assets, acquired under capital lease, provided they
meet the capitalization threshold and a buy-out option is included in the lease agreement.
The capital lease must meet accounting standards for capitalization purposes. For capital
leases, where the tille of the asset will ullimately be transferred to the City, the asset will
be capitalized at the net prasent value of future minimum lease payments. The City does
not capitalize assets they acquired under operating leases.

Gifts/Donations: The Cily capitalizes ail equipment acquired through denations at fair
market value on the date of the transaction, provided such gift or donation meets the
capitalization threshold of this policy. If the equipment is new and the donor can furnish
an invoice, the invoice would determine the fair market value, If the equipment is used or
no information is available regarding the cost of hew equipiment on date of acquisition, an
appraisal will be conducted to establish the capitalization amount.

Property: Property is divided into several classes including:
Real property: Land and whatever is altached to the land that cannot be readily removed,
such as buildings and permanent improvements to the land. Infrastructure is included

within this classification.

Personal property: Property that is movable and further classified as tangible and
intangible.

Tangible personal property: Properly that is moveable such as furniture, machinery,
automobiles, or works of art.

Intangible persenal properly: The right of ownership in property such as honds,
notes, contracts, computer soflware, programs, and proprietary assets that are
created or purchased and owned by the City,

Capital Asset: Any real or parsonal property acquired by the City which has an estimated
usefu} life of three {3) or more years with an acquisition value of $5,600 or more, This
includes land, improvements to land, easements, buildings, building improvements, vehicles,
machinery, equipment, works of art and historical treasures, infrastructure, and all other
tangible or intangible assets that are used in the operations of the government,

Asset Capitalization Amount: The City will capitalize purchased assets at acquisition cost

plus cosis incurred in preparing the asset for use, The City will recoghize acquisition costs
based on individual unit prices.
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Generally Accepted Accounting Principles (GAAP} Reporting: All assets capitalized
under this policy shall be included in the financial statements issued by the City and in the
annual external audit.

Gifts/Donations: Gifts and donations are capitalized at falr market value on the date
donated, if the value of the asset meets the threshold levels.

B. CLASSIFICATION CATEGORIES

Land: The City will capitalize all costs ihcurred to acquire land {without regard to a dollar
threshold) and to place it in use. The acquisition costs of land should include: (1) the
purchase price; (2) ancillary charges; {3) the assumption of any liens or mortgages on the
property; and (4) improvements made to the land that are permanent in nature. Examples of
ancillary charges to be included in the capitalization costs are: legal and title fees, closing
costs, appraisal and negotiation fees, surveying fess, site preparation fees, demolition costs,
architect and accounting fees, insurance premiums during construction phase, and
fransportation charges.

Improvements other than Buildings {IMP): The City classifies improvements to land with
limited lives, such as fences, parking lots, and walkways as land improvements. These
improverments will be depreciated over their estimated useful lives.

Buildings (BLD): If the City purchases a building, the capitalized cost should include the
purchase price and other incidenial expenses incurred at the time of acquisition. If the
building is constructed, the capitalized cost should include material, labor, supervision, and
overhead, or the coniract price, including costs such as: permits and licenses, architectural
and engineering fess, insurance, title costs, and interest incurred on tax exempt debt (the
latter is applicable to enterprise funds only).

Building Improvements: The City capitalizes costs of improvements to a building if the
following criteria are met; (1) the expenditures increase the service potential of the building
and (2) the total improvement costs, including the contract price, engineering, architecturat,
and attorney’s fees, etc., meet the capitalization threshold of this policy.

= ltems considered as improvements inciude: ramps, fire escapes, truck deoars or other
appurtenances; modifications te comply with fire, heaith, or safety codes; conversion
of unusable to useable floor space, upgrade of the space.

* Repairs {o a building are not considered an improvement unless it extends the useful
life of the structure or increases the value of the structure (i.e., a betterment). The
City considers ordinary repairs as operating costs,

Construction in Progress (CIP): Construction in progress includes accumulation of on-
going project costs that increase the value or life of the asset, Upon project completion, the
construction account in progress wiill be closed out and costs will be capitalized into the
appropriate asset category (infrastructure, land improvement, building).

Moveable Equipment {EQP): Expenditures for individual items or pieces of equipment
meeting the capitalization threshold shall be capitalized, consistent with the designations of
personal property, both tangible and intangible outlined above.

Infrastructure: Long-lived capital assets that normally are stationary in nature and normally
can be preserved for a significantly greater number of years than most capital assets shall be
capitalized based on the capitalization threshold requirement of this policy. Examples of
infrastructure include roads, bridges, drainage systems, sidewalks, efc.
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C. ANNUAL INVENTORY

Annually, an assef listing is sent to each depariment for their verification of the existence of their
department’s capital assets. The depariment should identify any assets that their department has,
which are not included on the asset listing. Also, the department should identify any missing
assets. The Cily Manager or hisfther designee will investigate any missing items with the
assistance of the department. Significant unaccounted losses of assets will be brought to the
attention of the City Manager for further actions. The City Manager or his/her designee, with the
cooperation of the department, may make an annual physical inventory to vetify the accuracy of
inveniory records.

D. TRANSFER OR DISPOSAL OF ASSETS

Al capital assets are the property of the City. They may not bhe donated, discarded or transferred
to another owner without the City Manager or hisfher designee’s direct authorization.
Departments should send all surplus assets to the City Manager or his/her designee for
disposition. Transfer or disposal of vehicles must be ccordinated with the City Manager or his/her
designee.

The dispasition of capital assets the CHy purchased with Federal grant must follow Federal
Guidelines. The guidelines of the specific grant, or Federal general guidelinas, will dictate the
duration of time that the asset must remain propenty of the City. The guidelines also will indicate
the disposition of the proceeds of from the sale of the asset.

All sales by the City of real property or personal property with an assigned value of more than
$500 must be offered for purchase, either by sealed bids or by auction to the highest bidder.
Notice of the sale must be published once in the official newspaper of the City or in a newspaper
of general circulation in the City. The legal notice must appear not less than 15 days or more than
60 days prior to the date of the sale. The notice must contain a brief description of the property
and the conditions of the sale. If the sale is by sealed bid, the bids shall be opened in public at the
fime and place stated in the legal notice. The bids shall he kept available for public inspection for
60 days. The City may reject any and all bids or cancel a proposed sale,

Properly with an estimated value of less than $ 500.00 may he sold without regard to the above
provisions. Such sales may be made in the open market without adverlisement and without
acceptance of bids, The City has the power to estimate the value of the property being sold,

E. DEPRECIATION

The City records depreciation for its capital assets monthly. Depreciation is calculated using the
straight-line method with no estimated salvage values. For purchased capital asseis, the City
uses the invoice date as the in service date.

F. ESTIMATED USEFUL LIFE

For purposes of depreciation, each asset is assigned an estimated useful life. Useful lives are
based upon the category of assets, The life of the asset begins when it is put into service, which
is recognized as the invoice date. The estimated lives shall be based upon those recormmended
by the Governmental Accounting Standards Board, the Government Finance Officers
Assaciation, and the City's experience.

G. RESPONSIBILITY FOR CAPITAL ASSET AND PROPERTY INVENTORY AND
CONTROL
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It is the responsibilty of the City Manager or his/her designee to establish and maintain an
accurate accounting of capital assets, and to design and implement continually improved
operating procedures for activilies required as a result of this policy. It shall be the responsibility
of all City depariments to cooperate in the capitalization process and to perform the annual
inventory,
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NON-CAPITAL OPERATING INVENTORY
The primary purpose of the Non-Capital Inventory Policies is to provide:

» For consistent and uniform tracking of assets which are not capitalized under the
Capital Asset policy;

= Guidelines for physical control and accountability of items which should be
inventorted and tracked based upon purpose; and

= Guidelines for disposal and yearly reporting of inventoried, non-capital assets.

A. DEFINITIONS

Operating Inventory Acquisition: There are various methods by which the City acquires
operating inventories. The acquisition means may require different methods to identify
inventories. The City acquires inventories in the following ways:

New Purchases City Surplus
Donations Lease Purchase
Transfers from other department Internal/External Construction

Operating Inventory Criteria: The City will track inventories when cne of the following
criteria is met:

1. Goods or supplies are purchased with use scheduled for a future date, Examples of
this type of inventory include water meters purchased for future installation or bulk
paper purchased with the intent to distribute to departments when previous stock has
been depleted; or

2. The operating inventory is such that for non-financial related reasons, the tracking of
the item{s) is beneficial to the safekeeping of governmental property. Examples of
this type of inventory include firearms or official uniforms. Further, specialized tools
and equipment may be determined applicable to this policy.

B. CLASSIFICATION CATEGORIES

All inventories shall be classified and reported in compliance with Generally Accepted
Accounting Principles (GAAP). Classifications and categoties shall be compliant with
the Georgia Department of Community Affairs chart of accounts.

C. ANNUAL INVENTORY

Annually, an inventory listing shall be sent from all depariments to the City Manager or
his/her designee for verification of the existence of their department’'s non-capitalized assets.
The department should identify any inventories that their department has, which are not
included on the capitalized asset listing.

Also, the department should identify any missing items from inventory. The City Manager
or histher designee will invesligate any missing items with the assistance of the
department,  Significant unaccounted losses of assets wili be brought to the attention of the
City Manager for further actions. The City Manager or histher designee, with the
cooperation of the department, may make an annual physical inventory to verify the
accuracy of inventory records.

33 -




City of Hiram Financial Management Policy

P. TRANSFER OR DISPOSAL OF ASSETS

All inventory assets are the property of the City. They may not be denated,
discarded, transferred or consumed tofby another depariment without the City Manager's
notification.  Depariments should notify City Manager or hisfher designee for assistance in
the disposal of all surplus inventories.

Disposal of inventories to surplus is accomplished by completing the “Inventory/Transfer’
form and indicating that the asset is being transferred to surplus. All sales by the City of real
property or personal properly with an assigned value of more than $58631,000 must be
offerad for purchase, either by sealed bids or by auction to the highest bidder. Notice of the
sale must be published once in the official newspaper of the City or in a nhewspaper of general
circulation in the City,_or on the City official website. The legal notice must appear not less
than 15 days or more than 80 days prior (o the date of the sale. The notice must contain a
description of the property and the conditions of the sale. If the sale is by sealed bid, the
bids shall be opened in public at the time and place stated in the legal notice. The bids
shall be kept available for public inspecticn for 80 days. The City may reiecl any and all
bids or cancel a preposed sale,

Properiy with an estimated value of less than $-566.00-31,000 may be sold without regard
to the above provisions. Such sales may be made in the open market without
advertisement and without acceptance of bids. The City has the power to estimate the
value of the property being sold.
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SECTION I. ACCOUNTING

The City shall maintain a system of financial monitoring, control, and reporting for all operations
and funds inh order to provide an effective means of ensuring that financial integrity is not
compromised, In addition, such practices shall provide City officials with the necessary resources
in order to make sound financial decisions.

A. SCOPE

This policy applies to ali accounting records that are the responsibility and under the
management of the Financial Systems.

B. GENERALLY ACCEPTED ACCOUNTING PRINCIPLES (GAAP)

The City will establish and maintain a high standard of accounting practices. Accounting
standards will conform to generally accepted accounting principles of the United States as
promulgated by the Governmental Accounting Standards Board {(GASB). The City also will
follow the Financial Accounting Standards Board's pronouncements, as applicable,

C. FUND STRUCTURE

The City will maintain the minimum number of funds consistent with legal compliance and
sound financial administration. The City will adhere to the mandatory fund structure included
in the Georgia Department of Community Affairs’ (DCA) chart of accounts {see below). Funds
shall be classified in conformity with GAAP. Further, all funds shall be reporied within the
annual financial statements.

D. CHART OF ACCOUNTS

The Georgia General Assembly passed the Local Government Uniform Chart of Accounts
and Reporting act in 1997 (House Bill 491). This law requires the DCA to prepare and issue
a standardized chart of accounts for Georgia governments. It shall be the policy of the City to
implement and utilize the account classifications as the chart of accounts prescribes.

SECTION II. AUDITING

Georgia Law on Local Government Audits, O.C.G.A. Section 36-81-7, requires an independent
annual audit for the City. The annual independent audit shall be conducted in accordance with
generally accepted auditing standards (GAAS) and generally accepted governmental auditing
standards (GAGAS). In addition, the City shall comply with the requirements of the General
Accounting Office (GAQ) and the Office of Management and Budget (CMB) when audits are
conducted relfating to federal funding, consistent with the 1996 (and any future} amendments to
the Single Audit Act.

A. SCOPE

This policy applies to all funds that are the responsibility and under the management of the
City of Hiram.

B. AUDITOR QUALIFICATIONS
A propetly licensed Georgia independent public accounting firm shall conduct the audit

C. CHOOSING THE AUDIT FIRM
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Every three to five years, the City will issue a request for propasat lo choose an audit firm for
a period of three years with two one year options. The City will request two proposals from
qualified public accounting firms. One proposal shall contain the firm's costs and a second
will contain the firm's qualifications. The cost proposals shall only be opened afier three
qualified firms are determined. When awarding the contract for the independent audit, not
less than 70% of the decision will be based upon technical qualifications rather than cost,

D. AUDITING AGREEMENT

The agreement between the independent auditor and the City shall be in form of a written
contract or an engagement lelter. The contract or engagement leiter shall include the
request far proposal as an appendix to the written document and all issues addressed in the
request for proposal shall be required as part of the contract or engagement Istter.

E. INTERNAL AUDIT

The City shall work towards developing and maintaining a strong internal audit function,
whereby applying financial practices and policies to transactions. The City shall develop
accounting practices and procedures, which will be documented for use in internal control
avaluation,

F. MALFEASANCE AND EMBEZZLEMENT

Any employee will be prosecuted to the extent of the law in any instance where the employee
is proven to have committed an illegal act such as theft.

SECTION Il FINANCIAL REPORTING

The City Manager or histher dasignee shall develop and maintain an ongoing system of financial
reporting to meet the information needs of the government, authorities, and regulatory agencies.
In addition, the City Manager, Mayor, Council, Departtment Heads and the public shall have
access to reports to allow them to monitor, reguiate, and o use as a hasis for future financial
decisions.

A. COMPREHENSIVE ANNUAL FINANCIAL REPORT

In conjunction with the annual independent audit, the City shall work towards preparing and
publishing a Comprehensive Annual Financial Report {CAFR). The City shall prepare the
CAFR in conformity with GAAP and the Government Finance Officers Association’s (GFOA)
program requirements. Annually, the City will submit its CAFR to the GFOA to determine its
eligibility to receive the GFOA's “Certificate of Achievement for Excellence in Financial
Reporting.” The City shall make this his report available to the elected officials, bond rating
agencies, creditors and citizens, All financial stalements and schedules contained within the
CAFR shall be audited, with the purpose to effectively communicate the complete financial
affairs of the City to all interested readers.

B. ANNUAL BUDGET DOCUMENT
The City shall prepare and publish an annual budget document in accordance with the
policies contained within this document. This budget shall measure the annual funding and

forecast the financial position of the City for the two subsequent fiscal years.

C. ANNUAL CITIZEN’S REPORT
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In order {o provide citizens with financial information that is easily disseminated, the City
Manager shall coordinate the publication of an annual report to the citizen’s {(e.g., a popular
report). This report is in addition to the CAFR, This report shall be in conformance with
GAAP, and follow the recommendations of the GFOA's "Popular Annual Financial Report”
(PAFR) program guidelines. The City shall submit the Annual Citizen's Report to the PAFR
program to determine it eligibility to receive the award.

D. FINANCIAL REPORTING TO THE CITY COUNCIL

On a monthly basis, the City Manager shall prepate and present a summarized “Statement of
Revenues and Expenditures” to the City Council for all of the City’s operating funds. This
report shall detail prior year comparisons to provide data for analysis. In addition, this report
shall include all checks issued in dollar amounts over $1,000, and all purchase orders with an
estimated cost of over $1,000 but less than $25,000 (see purchasing policies for purchases
with an estimated cost in excess of $25,000), The Cily also shall prepare a "Capital Project”
report outlining approprialions (if any), expenses, outstanding encumbrances, and available
appropriable balances.

E. FINANCIAL REPORTING TO THE ADMINISTRATION

In addition fo the exiernal reporting detailed above, the financial staff shall coordinate the
reporting needs of each department in order to design and implement those reports which the
departiments need to make sound business decisions, At a minimum, departments will
receive reports detailing monthly department financial activity including expenses, any
personnel costs in excess of the approved budget, and recommended budget line-item
realiocations.

G. EXTERNAL FINANCIAL REPORTING
The City shall report in confarmity with O.C.G.A Section 36-81-7. A copy of the City's annual

audit (i.e., the CAFR) shall be submitted to the Georgia Department of Audits and Accounts
within 180 days of year-end, as required,
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INTERNAL AUDIT

Government managers are responsible for designing and implementing effective internal controls
to ensure that assets are safeguarded; records are reliable; reports on operations are sufficient
and fairly presenied; fraud, waste, and abuse are deterred; and programs, functions, and
activities are conducted economically, efficiently, and effectively. Audits heip provide reasonable
assurance that local governments are operating in accordance with laws; rules, regulations, and
policies; responding to citizen needs; and functioning economically, efficiently, and effectively.

By independently reviewing and reporting on programs, functions, activities, and organizations,
auditors provide the public, elected officials, and government managers with a fair, objective, and
reliable assessment of local government performance.

A. SCOPE

This policy applies to all departments, offices, boards, commissions, agencies, or octher
activittes under the authority of the Mayor and City Council. It applies to all internal operations
of those entities or activities, as well as contracts, agreements, and all other transactions
hetween the City and external entities {e.q., other federal, state, or local government entities
and private sector entities),

B. AUDIT SCHEDULE

Scheduling of audits will be a continuous and dynamic process and provide adequate
covarage of the City's programs and operations. Managers are encouraged to work with the
City Manager or Independent Auditor Contractor by suggesting areas or programs for audit or
requesting other assistance {e.g., reviewing proposed confract terms and conditions,
analyzing aiternative approaches, conducting investigative work). Potential audits or other
requests will be prioritized based on potential risks, City management requests for coverage
in specific areas, public interest in a particular area, and achieving an acceptable mix of audit
coverage for all of the City’s operations.

C. ACCESS TO EMPLOYEES, RECORDS, AND PROPERTY

All officers and employees of the City shall furnish the City Manager or Independent Auditor
Contractor with unrestricted access to employees, information, and records (including
automated data) within their custody regarding powers, duties, aclivities, organization,
property, financial transactions, contracts, and methods of business needed to conduct an
audit or otherwise perform audit duties. In addition, they shall provide access for the City
Manager or independent Auditor Contractor to inspect all property, equipment, and facilities
within their custody. in addition, all contracts, subcontracts, or other agreements between the
City and any outside entity (public ar private) shall provide for auditor access to ali revenue,
expense, and other financial records, performance-related records; and property, equipment,
or other purchases paid for in whole or in part with governmental funds and facilities.

D. REPORTING

A final draft audit report will be forwarded tc the audited department, office, board,
commission, agency, or other aclivity and the City Manager for review and comment
regarding factual content before it is released, The audited entity must respond in writing and
specify agreement with audit findings and recommendations or reasons for disagreement
with findings and/or recommendations, plans for implementing solutions to issues identified,
and a time table to complete such activities. The response must be forwarded to the Internal
Auditor within 30 calendar days ar as otherwise specified by the City Manager or
Independent Auditor Contractor. The final report will include the audited entity's response. If
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no response is received, the final report will note that fact. Final audit repeoris, along with a
report summary, will be transmitted {o the Mayor and City Council and will be made available

to the public upon request.
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