Financial Goals and Policies
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The City of Rye has an important responsibility to carefully account for public funds, to manage municipal finances wisely, and to plan and provide for the adequate funding of services desired by the public and as required by laws, rules, or regulations, including the provision and maintenance of public facilities and improvements. The financial goals and policies set forth in this document are intended to establish guidelines for the continued financial strength and stability of the City of Rye. They have been reviewed annually and amended as necessary since their original adoption on January 22, 1992.
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Financial goals are broad, fairly timeless statements of the financial position the City seeks to attain.  The financial goals for the City of Rye are:

· To provide full value for each tax dollar by delivering quality services efficiently and on a cost-effective basis.
· To preserve our quality of life by providing and maintaining adequate financial resources necessary to sustain a sufficient level of municipal services, and to respond to changes in the economy, the priorities of governmental and non-governmental organizations, and other changes that may affect our financial well-being.
· To maintain a strong credit rating in the financial community. 
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Financial policies support the financial goals.  They are general statements that guide decision-making in specific situations, to ensure that a decision will contribute to the attainment of the financial goals. Federal and state laws, rules, and regulations, our City Charter, and generally accepted accounting principles promulgated by the Governmental Accounting Standards Board (“GASB”) and the Government Finance Officers Association of the United States and Canada (“GFOA”) govern our financial policies and processes.
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Sound financial practice and the desire to maintain a strong credit rating dictate that our budgets be balanced, constantly monitored, and responsive to changes in service demands. With these concepts in mind, the City of Rye has adopted the following budget policy statements: 

· Annual operating budgets will be adopted for the General Fund, special revenue funds, proprietary funds, and Debt Service Fund. Project-length budgets will be adopted for all capital projects. 
· Annual operating budgets will be adopted on a balanced basis, where operating revenues (estimated revenues) are used to fund operating expenditures/expenses (appropriations). Operating revenues include taxes, charges for services, interest earnings, license and permit fees, fines and forfeitures, regularly recurring governmental aid, debt proceeds and transfers in from other funds for operating (non-capital) purposes. Operating expenditures/expenses include salaries and wages, employee benefits, non-capital equipment and improvements, depreciation (proprietary funds only), materials, supplies, contractual costs, and transfers out to other funds for operating (non-capital) purposes. Fund balance should not be considered a source of funds for operating expenditures/expenses. Nothing in this policy shall prohibit the use of operating revenues for capital expenditures/expenses. 
· The City will adopt an annual budget for the General Fund that includes a contingency equal to at least one (1%) percent of the total General Fund appropriations of that budget. This contingency will be used to provide for expenditures that exceed or revenues that do not meet budget estimates, and/or for new or increased program requirements required by law or desired and approved by City Council resolution. 
· Unassigned fund balance may be appropriated as part of the adopted budget to fund capital, emergency, or unusual and non-recurring expenditures/expenses. Unassigned fund balance should not be used to fund operating expenditures/expenses in the adopted budget. 
· One-time revenues that are not required by law or agreement to be expended for a particular purpose will only be used to fund capital or emergency expenditures/expenses in the adopted budget. One-time revenues include, but are not limited to, proceeds from the sale of property and other major assets, governmental aid that is not regularly received and is unlikely to recur on a regular basis, major gifts or donations, and major insurance recoveries. 
· GASB 54 classifications of fund balance will be estimated in the adopted budget for amounts of fund equity legally restricted or otherwise not available for appropriation.  GASB 54 is effective for Financial Statements for periods beginning after June 15, 2010.  GASB 54 divides Fund Balance reporting in to the five following classifications:  Nonspendable, Restricted, Committed, Assigned, and Unassigned.
· The City's fiscal year shall be the calendar year and its budget calendar shall be as provided for in Article 21 of the Charter of the City of Rye, as follows: 
· On or before the second Wednesday in August of each year, the City Manager will submit a capital program to the City Council which lists the proposed capital improvements with appropriate supporting information. 
· On the first Wednesday following Election Day in November of each year, the City Manager will submit a tentative budget for the ensuing fiscal year to the City Council. 
· Upon receiving the tentative budget from the City Manager and prior to a public hearing, the City Council may, by a vote of at least four members of the Council, make changes in the tentative budget. 
· After considering the tentative budget, but not later than the first Wednesday in December, the City Council will hold a public hearing on the proposed budget. 
· After the public hearing, the Council may adopt the proposed budget with or without amendment. In amending the proposed budget, it may add or increase programs or amounts, and may decrease or delete programs or amounts, except expenditures required by law, or for debt service or for an estimated cash deficit, provided that it may not increase the estimated revenues or the total proposed expenditures without the affirmative vote of at least five members of the Council. 
· The Council shall adopt the proposed budget and determine the tax rate for the ensuing year on or before December 31 of the current fiscal year. 
· The City Manager may at any time during the fiscal year transfer part or all of any available appropriation balance among programs or accounts within any fund. The Council may by resolution transfer part or all of any available appropriation balance among programs or accounts within and/or between any funds. 
· No appropriation for debt service may be reduced or transferred, and no appropriation may be reduced below any amount required by law to be appropriated or by more than the amount of the available balance thereof. 
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Scope 
This cash management and investment policy applies to all money and other financial resources available to the City of Rye for deposit and/or investment on its own behalf or on behalf of any other entity or individual. 

Objectives 
The primary objectives of the City's cash management and investment activities are, in order of priority: 
• To conform with all applicable federal, state and other legal requirements (legality), 
• To adequately safeguard principal (safety), 
• To provide sufficient liquidity to meet all operating requirements (liquidity), and, 
• To obtain a reasonable rate of return (yield). 

Delegation of Authority 
In accordance with City Charter §C10-2, responsibility for administration of the cash management and investment program is delegated to the City Comptroller, who shall establish written procedures for the operation of the cash management and investment program consistent with these cash management and investment guidelines. Such procedures shall include an internal control structure adequate to provide a satisfactory level of accountability, maintaining records incorporating descriptions and amounts of investments, transaction dates, and other relevant information, and regulating the activities of subordinate employees. 


Prudence 
All participants in the cash management and investment process shall act responsibly as custodians of the public trust and shall avoid any transaction that might impair public confidence in the City. 

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 safety of the principal as well as the probable income to be derived. 

All participants involved in the cash management and investment process shall refrain from personal business activity that could conflict or appear to conflict with the proper execution of the investment program, or which could impair their ability to make impartial investment decisions. 

Diversification 
It is the policy of the City to diversify its deposits and investments by financial institution, by investment instrument, and by maturity scheduling. 

The following diversification limitations shall be imposed on the City's portfolio of deposits and investments: 

Institution - No more than 55% of the overall portfolio may be deposited in a single bank, except in the case of money center banks, for which the limit is 75%. 

Instrument: 
• No more than 55% of the overall portfolio may be invested in cooperative investment programs, and, 
• No more than 25% of the overall portfolio may be invested in the securities of a single issuer, except the U.S. Treasury. 

Maturity: 
• No more than 10% of the portfolio may have a maturity beyond twelve months, 
• The average maturity of the portfolio shall never exceed one year, and, 
• At least 10% of the portfolio shall be invested in overnight instruments or marketable securities that can be sold to raise cash on one business day's notice. 

Internal Controls 
It is the policy of the City for all money collected by any officer or employee of the City to transfer those funds to the City Comptroller as soon as is practicable, but in any event within one business day of receipt, or within the time period specified by law, whichever is shorter. 

The City Comptroller is responsible for establishing and maintaining an internal control structure to provide reasonable, but not absolute, assurance that deposits and investments are safeguarded against loss from unauthorized use or disposition, that transactions are executed in accordance with management's authorization and recorded properly, and that deposits and investments are managed prudently and in compliance with applicable laws and regulations. 

Designation of Depositories 
The banks and trust companies authorized for the deposit of money are as follows: 

Capital One Bank
Customers Bank
Cutwater Cooperative Liquid Asset Securities System (CLASS)
Chase Investment Services Corp. 
Citibank, N.A.  
HSBC Bank USA 
JPMorgan Chase Bank 
Peoples United Bank
TD Bank 
Webster Bank 
Wells Fargo

Banks and trust companies holding City deposits must meet or exceed the following rating requirements of at least one of the nationally recognized statistical rating organizations (“NRSRO”) listed below for long-term debt (debt having a term of one year or more): 

	
	
	
	

	NRSRO
	
	Long-Term Debt Rating

	Moody's Investors Services
	
	A
	

	Standard & Poors
	
	A
	

	Fitch
	
	A
	

	
	
	
	



The City Council shall review and approve this list at least annually. 

Collateralizing of Deposits 
In accordance with the provisions of General Municipal Law §10, all deposits of the City, including certificates of deposit and special time deposits, in excess of the amount insured under the provisions of the Federal Deposit Insurance Act shall be secured by any one or combination of the following: 

1.	By a pledge of eligible securities with an aggregate market value equal to the aggregate amount of deposits, from one of the following categories: 
· Obligations issued by the United States of America, an agency thereof or a United States government sponsored corporation or obligations fully insured or guaranteed as to the payment of principal and interest by the United States of America, an agency thereof or a United States government sponsored corporation. 
· Obligations issued or fully guaranteed by the International Bank for Reconstruction and Development, the Inter-American Development Bank, the Asian Development Bank, and the African Development Bank. 
· Obligations partially insured or guaranteed by any agency of the United States of America, at a proportion of the market value of the obligation that represents the amount of the insurance or guaranty. 
· Obligations issued or fully insured or guaranteed by New York State, obligations issued by a municipal corporation, school district or district corporation of New York State or obligations of any public benefit corporation which under a specific state statute may be accepted as security for deposit of public moneys. 
· Obligations issued by states (other than New York State) of the United States rated in one of the three highest rating categories by at least one nationally recognized statistical rating organization. 
· Obligations of Puerto Rico rated in one of the three highest rating categories by at least one nationally recognized statistical rating organization. 
· Obligations of counties, cities and other governmental entities of another state having the power to levy taxes that are backed by the full faith and credit of such governmental entity and rated in one of the three highest rating categories by at least one nationally recognized statistical rating organization. 
· Obligations of domestic corporations rated in one of the two highest rating categories by at least one nationally recognized statistical rating organization. 
· Any mortgage related securities, as defined in the Securities Exchange Act of 1934, as amended, which may be purchased by banks under the limitations established by federal bank regulatory agencies. 
· Commercial paper and bankers' acceptances issued by a bank (other than the bank with which the money is being deposited or invested) rated in the highest short-term category by at least one nationally recognized statistical rating organization and having maturities of not longer than sixty days from the date they are pledged. 
· Zero-coupon obligations of the United States government marketed as "Treasury STRIPS". 

There must be diversification of the collateral securing deposits, except where the deposits aggregate less than $2,000,000 or the security is in the form of obligations of the U.S. Government or State of New York. 

Eligible securities must meet or exceed the following rating requirements of at least one of the nationally recognized statistical rating organizations (“NRSRO”) listed below: 



	NRSRO
	
	Long Term Debt (a)
	
	Short Term Debt (b)

	Moody's Investors Service
	
	A1
	
	P-1

	Standard & Poors
	
	A+
	
	A-1

	Fitch
	
	A+
	
	F-1

	
	
	
	
	

	(a) Securities with an original term of one year or longer.
	

	(b) Obligations usually defined as less than one year.
	
	



2.	By an eligible irrevocable letter of credit issued by a qualified bank, other than the bank with the deposits in favor of the City for a term not to exceed 90 days, with an aggregate value equal to 140% of the aggregate amount of deposits and the agreed upon interest, if any. A qualified bank is one whose commercial paper and other unsecured short-term debt obligations meets the rating requirements of at least one nationally recognized statistical rating organization as heretofore described or by a bank that is in compliance with applicable federal minimum risk-based capital requirements. 
3.	By an eligible surety bond payable to the City for an amount at least equal to 100% of the aggregate amount of deposits and the agreed upon interest, if any, executed by an insurance company authorized to do business in New York State, whose claims - paying ability meets the rating requirements of at least two nationally recognized statistical rating organizations as heretofore described. 

Safekeeping and Collateralization 
Eligible securities used for collateralizing deposits shall be held by the depository and/or a third party bank or trust company, subject to security and custodial agreements satisfactory to the City’s Corporation Counsel. 

The security agreement shall provide that eligible securities are being pledged to secure City deposits together with agreed upon interest, if any, and any costs or expenses arising out of the collection of such deposits upon default. It shall also provide the conditions under which the securities may be sold, presented for payment, substituted or released providing collateral values are maintained, and, the events which will enable the City to exercise its rights against the pledged securities including failure to meet deposit repayment or collateral terms, or the deposit institution's insolvency. In the event that the securities are not registered or inscribed in the name of the City, such securities shall be delivered in a form suitable for transfer or with an assignment in blank to the City or its custodial bank. 

The custodial agreement shall provide that securities held by the bank or trust company, as agent of and custodian for the City, will be kept separate and apart from the general assets of the custodial bank or trust company and will not, in any circumstances, be commingled with or become part of the backing for any other deposit or other liabilities. The agreement shall also describe how the custodian shall confirm the receipt, substitution or release of the securities. The agreement shall provide for daily revaluation of eligible securities and for the substitution of securities when a change in the rating of a security may cause ineligibility. The agreement shall provide that the custodian will exercise the City's rights to the security or as instructed by the City. Such agreement shall include all provisions necessary to provide the City with a perfected interest in the securities. 

Permitted Investments 
As authorized by General Municipal Law §11, the City authorizes the City Comptroller to invest money not required for immediate expenditure for terms not to exceed its projected cash flow needs in the following types of investments: 
• Special time deposit accounts 
• Certificates of deposit 
• Obligations of the United States of America 
• Obligations guaranteed by agencies of the United States of America where the payment of principal and interest are guaranteed by the United States of America 
• Obligations of the State of New York 
• Obligations issued pursuant to Local Finance Law §24 or §25 (with approval of the State Comptroller) by any municipality, school district or district corporation other than this City 
• Obligations of public authorities, public housing authorities, urban renewal agencies and industrial development agencies where the general State statutes governing such entities or whose specific enabling legislation authorizes such investments 
• Certificates of Participation issued pursuant to General Municipal Law §109-b 
• Obligations of this City, but only with any money in a reserve fund established pursuant to General Municipal Law §6-c, 6-d, 6-e, 6-g, 6-h, 6-j, 6-k, 6-l, 6-m, or 6-n. 

All investment obligations shall be payable, saleable or redeemable at the option of the City within such times as the proceeds will be needed to meet expenditures for purposes for which the monies were provided and, in the case of obligations purchased with the proceeds of bonds or notes, shall be payable, saleable or redeemable at the option of the City within two years of the date of purchase. 

Authorized Financial Institutions and Dealers 
Financial institutions and dealers approved for the purchase and sale of investments are as follows: 

Capital One Bank
Cutwater Cooperative Liquid Asset Securities System (CLASS)
Chase Investment Services Corp. 
Citibank, N.A.  
Customers Bank
HSBC Bank USA 
JPMorgan Chase Bank
Peoples United Bank 
TD Bank 
Webster Bank 
Wells Fargo

All financial institutions with which the City conducts business must meet or exceed the following rating requirements of at least one of the nationally recognized statistical rating organizations (“NRSRO”) listed below for long-term debt (debt having a term of one year or more): 


	
	
	
	
	

	NRSRO
	
	Long-Term Debt Rating

	Moody's Investors Services
	
	A
	

	Standard & Poors
	
	A
	

	Fitch
	
	A
	

	
	
	
	





Banks shall provide their most recent Consolidated Report of Condition (Call Report) at the request of the City. Security dealers not affiliated with a bank shall be required to be classified as reporting dealers affiliated with the New York Federal Reserve Bank, as primary dealers. The City Comptroller is responsible for evaluating the financial position and maintaining a listing of proposed depositories, trading partners and custodians. Such listing shall be evaluated by the City Council at least annually. 






Purchase of Investments 
The City Comptroller is authorized to contract for the purchase of investments: 

1. Directly, including through a repurchase agreement, from an authorized trading partner. Authorization for the purchase of repurchase agreements is subject to the limitations outlined in the section of this policy entitled “Repurchase Agreements”. 
2. By participation in a cooperative investment program where such program meets all the requirements of the General Municipal Law, the diversification characteristics as outlined in the section of this policy entitled “Diversification”, and that otherwise meets the same standards as the City has for direct investments. 
3. By utilizing an ongoing investment program with an authorized trading partner, pursuant to a contract authorized by the City Council. 

All purchased investments, obligations, or participations unless registered or inscribed in the name of the City, shall be purchased through, delivered to, and held in the custody of a bank or trust company. Such obligations shall be purchased, sold or presented for redemption or payment by such bank or trust company only in accordance with prior written authorization from the officer authorized to make the investment. All such transactions shall be confirmed in writing to the City by the bank or trust company. Any obligation held in the custody of a bank or trust company shall be held pursuant to a written custodial agreement as described in General Municipal Law §10. 

Repurchase Agreements 
Repurchase agreements are authorized subject to the following restrictions: 
•	All repurchase agreements must be entered into subject to a Master Repurchase agreement providing for the terms outlined below and satisfactory to the Corporation Counsel 
•	The City may only be the initial purchaser in such agreements 
•	Trading partners are limited to banks or trust companies meeting the rating requirements of one of the nationally recognized rating organizations as heretofore described or primary reporting dealers approved by the Federal Reserve Bank of New York 
•	Obligations shall be limited to obligations of the United States of America and obligations guaranteed by agencies of the United States of America 
•	No substitution of securities will be allowed 
•	The custodian of the purchased securities shall be a party other than the trading partner, satisfactory to the City 
•	Tenor of the repurchase agreement should be no longer than 3 months 
•	Tenor of the securities to be purchased should be no longer than 10 years 
•	The market value of the securities purchased shall exceed the purchase funds by the margins shown below; and, the securities shall be revalued daily, and these margins should be maintained by the initial seller during the life of the transaction: 
•	For bills or bonds less than 3 years tenor, 3%; 
•	For bills or bonds of 3 years to 10 years, 4 1/2%; 
•	No one repurchase agreement may exceed $2,000,000, and, 
•	The City retains the right to terminate the agreement and sell the securities outside the repurchase agreement if any of the above items are not met after adequate notice to the initial seller. 
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Capital Asset Policy
This policy is to establish the principles related to the accounting treatment of our capital assets. 

Capital assets include land, improvements to land, buildings, building improvements, vehicles, machinery, equipment, works of art and historical treasures, infrastructure, construction in progress and all other tangible and intangible assets that are used in operations and have initial useful lives extending beyond a single reporting period. Infrastructure assets are long-lived capital assets that normally are stationary in nature and can be preserved for a significantly greater number of years than most capital assets. Examples of infrastructure assets include roads, bridges, tunnels, drainage systems, water and sewer systems, dams and lighting systems. 

Land and land improvements are inexhaustible capital assets and will not be depreciated. Construction in progress will not be depreciated. All other capital assets will be depreciated over their estimated useful lives, as established by the City Comptroller, using the straight-line method of depreciation. In no event shall the useful life of an asset be less than the period of probable usefulness established for debt purposes as found in Section 11 of the New York State Local Finance Law. 

A capitalization threshold is the cost established by the City Comptroller that must be met or exceeded if an asset is to be recorded and depreciated as a capital asset. The capitalization threshold is based on the cost of a single asset. Assets that do not meet the capitalization threshold will be recorded as expenditures or expenses. For purposes of property control (insurance, security, etc.), the City Comptroller and/or department heads may develop and maintain the appropriate record keeping system(s) to account for assets which do not meet the capitalization threshold. 

Capital assets that meet the minimum capitalization threshold will be recorded at historical cost. The cost of a capital asset includes capitalized interest and ancillary charges necessary to place the asset into its intended location and condition for use. Ancillary charges include costs that are directly attributable to asset acquisition, such as freight and transportation charges, site preparation costs, and professional fees. Donated capital assets will be recorded at their estimated fair value at the time of acquisition, including any ancillary charges. Estimated historical cost may be used in those cases where the actual historical cost is not readily available. Estimated historical cost will be calculated using the current replacement cost of a similar asset and deflating this cost to the acquisition year (or estimated acquisition year) using a price-level index approved by the City Comptroller. 
Capital assets associated with the operation of enterprise funds will be recorded in those funds. Capital assets associated with general government operations, with the exception of infrastructure assets, will be recorded in the appropriate internal service fund(s). Infrastructure assets will not be recorded in a governmental or proprietary fund, but the City Comptroller will establish and maintain the record keeping system necessary to allow for the accounting, auditing, and reporting of such assets, including depreciation. 




Useful Lives and Thresholds of Capital Assets 

	Class
	Asset
	Capitalization Life (Yrs)
	Threshold ($)

	Land
	Land and Site Improvements
	Inexhaustible
	Any value

	Buildings
	Buildings
	50
	100,000

	Buildings
	Building Improvements
	50
	50,000

	Equipment
	Accounting, Assessment or Tax Systems
	10
	15,000

	Equipment
	Passenger Vehicles w/capacity < 10 persons
	3
	15,000

	Equipment
	Passenger Vehicles w/capacity >= 10 persons
	5
	15,000

	Equipment
	Computer Hardware and Software
	5
	15,000

	Equipment
	Construction Machinery >$15,000 <$30,000
	10
	15,000

	Equipment
	Construction Machinery >= $30,000
	15
	30,000

	Equipment
	Fire/Police Boats
	10
	15,000

	Equipment
	Firefighting Apparatus
	20
	50,000

	Equipment
	Misc. Equipment, Furniture, Furnishings
	5
	15,000

	Improvements
	Fences, Walls, Trails, etc
	20
	20,000

	Improvements
	Docks
	10
	20,000

	Improvements
	Dredging
	7
	100,000

	Improvements
	Parks & Playgrounds
	20
	50,000

	Improvements
	Golf Course Improvements
	15
	50,000

	Improvements
	Swimming Pools
	15
	50,000

	Improvements
	Underground Fuel Tanks
	15
	50,000

	Infrastructure
	Bridges & Tunnels
	50
	50,000

	Infrastructure
	Curbs & Sidewalks
	25
	50,000

	Infrastructure
	Drainage
	50
	20,000

	Infrastructure
	Parking Lots
	25
	20,000

	Infrastructure
	Sewers
	50
	20,000

	Infrastructure
	Streets - Primary
	17
	50,000

	Infrastructure
	Streets - Secondary
	25
	20,000

	Infrastructure
	Traffic Signals and Signs
	25
	50,000
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Debt is an effective way to finance capital improvements or to even out short-term revenue flows. Properly managed debt preserves our credit rating, provides flexibility in current and future operating budgets, and provides us with long-term assets that maintain or improve our quality of life. To provide for the appropriate issuance and responsible use of debt, the City of Rye has adopted the following debt management policy statements: 

· Long-term debt will be issued only for objects or purposes having a period of probable usefulness of at least ten years under New York State Local Finance Law. 
· Short-term debt may be issued to finance current operating expenditures only in the event of extreme financial emergency. Short-term debt may be issued whenever appropriate for objects or purposes having a period of probable usefulness of at least five years under New York State Local Finance Law. 
· Whenever appropriate, we should seek to issue debt that can be repaid from special assessments, enterprise fund revenues, or other sources other than a general levy of real property taxes. 
· Debt maturity will not exceed the lesser of: the useful life (as established by the City Comptroller), or the period of probable usefulness (as defined in New York State Local Finance Law), of the object or purpose so financed. 
· The annual operating budgets of all funds will be maintained so as to ensure the full and timely repayment of debt principal and interest due that year. 
· As required under New York State Local Finance Law §104, our total amount of outstanding debt will not exceed 7% of our 5-year average full valuation. 
· In addition to the legal debt margin, the City Charter §C21-9 places limitations on the issuance of new debt. The City Council may, by a vote of at least five members, authorize the issuance of debt not exceeding 30% of the average gross annual budget for the preceding three years.  Debt in excess of 30% requires approval of the voting public in a general or special election. All bond resolutions authorizing the issuance of bonds in excess of $1 million for the acquisition of real property shall be adopted by a vote of at least five members of the City Council and shall be subject to the approval of a majority of the qualified voters voting at a general or special election.  Debt for public safety purposes in the amount of $1 million per year to a maximum aggregate amount of $2.5 million for all such debt issued is exempt from these debt limits, as is debt for Disaster Rebuilding to a maximum aggregate of $2.5 million. For purposes of this calculation, "gross annual budget" is defined as the total appropriations of the General Fund, the Cable TV Special Revenue Fund, and the enterprise funds (Boat Basin Fund and Golf Club Fund). All other fund budgets - the K.T. Woods Permanent Fund, the Debt Service Fund, the Capital Projects Fund, and the internal service funds (Risk Retention Fund and Building and Vehicle Maintenance Fund) are not included in the calculation, as their budgets are supported primarily by revenues and transfers charged to other funds.
· On December 21, 2011, City Council authorized an additional exemption from the City debt limits, authorizing the issuance of bonds for the payment of capital improvements or equipment proposed to be constructed or acquired for purposes determined by resolution of the Council to be required as a result of a natural disaster, as declared by the Federal Government and requiring urgent action, in an amount not exceeding $2,500,000 in the aggregate in any fiscal year, and provided that on the date of adoption of said bond resolution, the Council determines that the aggregate of the proposed bond authorization and the outstanding principal amount of obligations previously issued for natural disaster reconstruction purposes requiring urgent action does not exceed $2,500,000.  

Expenditure/Expense Policy 

Expenditures/expenses are a rough measure of a local government’s service output. While many expenditures/expenses can be easily controlled, emergencies, unfunded mandates, and unanticipated service demands may strain our ability to maintain a balanced budget. To ensure the proper control of expenditures/expenses and provide for a quick and effective response to adverse financial situations, the City of Rye has adopted the following expenditure/expense policy statements: 

•	Expenditures/expenses and purchase commitments will be made in a form and process that is legal, appropriate, funded, authorized and sufficiently documented. 
•	Expenditures/expenses and purchase commitments will be recorded in an accurate and timely fashion. 
•	The review and approval process for all claims made against the City shall be as follows: 
· Departments must issue purchase orders as required under our purchasing policy. Departments are encouraged to issue purchase orders whenever practical, even if they are not required. 
· Properly completed claims must be prepared and submitted to the finance department by the department responsible for originating the claim. A “properly completed claim” must include, but is not limited to, the vendor’s name and address, date of claim, explanation, and accounts to be charged, department authorization signature and sufficient documentation. “Sufficient documentation” means that a person unfamiliar with the transaction could understand what was ordered, when, by whom, from what vendor, at what price, when the goods or services were delivered, who accepted delivery, and who authorized payment. Typical documentation includes copies of purchase orders, invoices and/or statements, council resolutions awarding bids or state contracts, records of quotes received, receiving slips, correspondence and other communications. 
· Finance will issue checks promptly for all claims properly completed and submitted. 
•	The balances in appropriation accounts will be monitored regularly to ensure that the total of expenditures/expenses and purchase commitments in any account do not exceed the authorized budget for that account. 
•	Requests for competitive bids, proposals, formal and informal quotes, and other methods of seeking and encouraging vendor competition will be obtained as required by law or otherwise established by the City Manager or City Comptroller. 
•	Arrangements will be encouraged with other governments, private individuals, and firms, to contract out or cooperatively deliver services, in a manner that reduces cost and/or improves efficiency and effectiveness while maintaining service quality. 
•	The full direct and indirect costs will be calculated for any service provided for a fee or charge, or where there is a potential for the reimbursement of such costs. 
•	We will maintain an effective risk management program that provides adequate coverage, minimizes losses, and reduces costs. 
•	All appropriations shall lapse at the close of the fiscal year to the extent that they shall not have been expended or encumbered. 



Credit Card Issuance and Use Policy

To receive your assigned credit card, please read this Credit Card Policy and return the Credit Cardholder Agreement (Attachment A) to the City Comptroller. Retain the Policy, a copy of the signed agreement and any future revisions for your reference.

Cardholder Responsibilities:
a. Ensure that the credit card is used in compliance with the City's Purchasing Policies.
b. Only authorized employees of the City of Rye may use the municipal credit card.
c. A municipal credit card may be used for the purchase of goods or services for only official business of the City of Rye.
d. The employee using the credit card must submit receipts, documentation detailing the goods or services purchased, cost, date of the purchase and the official business explanation thereof.
e. Above said receipts and documentation must be submitted to the City’s Finance Office within 2 business days of making a purchase.
f. The employee issued the card is responsible for its protection and custody and shall immediately notify the City Comptroller, in writing, if the card is lost or stolen.
g. Municipal credit card users must notify vendors or merchants that the credit card transaction should be exempt from New York State Sales and Use Taxes (IRS Tax Identification #13-6007325) if it is used for the purchase of goods or services in the State of New York.
h. The credit card may not be used for cash advances, personal use or any other type of purchase not permitted under the City's Purchasing Policy.
i. Employees must immediately surrender the card upon termination of employment. The City reserves the right to withhold final payroll checks and payout of accrued leave until the card is surrendered.
j. Prohibited Transactions:  (a) splitting of total purchase cost, singly or between cardholders to avoid transaction limits, (b) personal purchases, (c) non-municipal use, (d) cash advances, money orders, bank drafts, etc. (e) temporary help, (f) maintenance contracts, long term agreements, rentals or leasing of equipment (with the exception of short-term emergency situations, or vehicle rentals required for travel.)

Disputed Charges, Returns, and Assistance
In the event of disputed charges, or if a cardholder has any questions, the cardholder should contact the appropriate financial institution directly.  In the event there are returns, the cardholder must check to ensure that credit notices are issued by the vendor, and submit the credit slip to the Finance Department.  If a credit slip was not obtained, attach other documentation explaining the return.  If credit does not appear by the second subsequent statement, the cardholder must contact the financial institution directly.

The cardholder must also advise the Finance Department if there is a dispute.  The cardholder must ensure that all required steps to register a dispute are followed.  Any charge to be disputed must be identified within 30 days of the statement date.  The cardholder is responsible for the transactions identified on the statement.  If an audit is conducted on a cardholder’s account, receipts must be produced and/or other proof that the transaction occurred.  If an error is discovered, the cardholder is responsible to show that the error or dispute resolution process has been invoked.

Lost or Stolen Cards
The card assigned is the property of the City of Rye and should be secured as a personal credit card would be.  If the card is lost or has been stolen, or if the number becomes the knowledge of someone else, notify the Comptroller immediately.




Internal Control Procedures
The City Manager is the administrator of this policy and shall be responsible for the issuance and retrieval of assigned municipal credit cards to personnel and generally for overseeing compliance with this policy.


The Comptroller shall be responsible for:
a. Assisting and maintaining record of issuance and retrieval of municipal credit cards and overseeing compliance with this policy.
b. Accounting and payment of expenses. All documentation must accompany invoices before payment is made.
c. Ensuring accuracy of the statement and that activity and account information is noted on the credit card statement for each line of entry.
d. The balance under the credit card arrangement shall be paid for within 30 days of the initial statement date.
e. Compliance with State of New York records retention requirements for safekeeping of statements and receipts for seven years.
f. Cardholders will be subject to random audits of expenses and recordkeeping by the Finance Department.  Any purchases which violate the terms of the Cardholders’ responsibilities shall be reported by the Comptroller to the City Manager.  Discovery of violation(s) of this policy may result in loss of card privileges and/or other disciplinary steps, as appropriate.

The total combined authorized credit limit of all credit cards issued by the City of Rye shall not exceed ½ % of the General Fund budgeted expenditures of the City of  Rye for the current fiscal year.

Any employee found guilty of illegal or unauthorized use of a municipal credit card may be subject to penalties allowed by law and/or disciplinary action(s) under the City's Personnel Policies up to and including termination

Operating Position Policy 

Operating position refers to the City's ability to balance its budget on a current basis, maintain reserves for emergencies, and maintain sufficient cash to pay its bills on a timely basis. Our operating position policy requires that: 

· The City will pay all current operating expenditures with current operating revenues. 
· Encumbrances represent commitments related to unperformed contracts for goods or services, and will be recorded when incurred. Encumbrances outstanding at year-end will be reported in accordance with GASB 54 reporting requirements. 
· The City will maintain unassigned fund balance of the General Fund at a level at least equal to 5% of the total General Fund appropriations. 
· General Fund unassigned fund balance should be used for capital, emergency, or unusual and non-recurring expenditures. 
· The City will prepare a cash-flow analysis of all funds on a regular basis. Disbursements, collections and investments will be managed to provide sufficient cash for daily financial needs. 
· The City will prepare June 30th, and September 30th, quarterly financial reports of the financial position and results of operations, for the General Fund, special revenue funds, Debt Service Fund, and proprietary funds within 45 days of quarter end.
· The Comptroller will communicate the City’s liability for Other Post Employment Benefits (OPEB) to the City Council on a bi-annual basis. 



Purchasing Policy 

The adoption of a purchasing policy confirms the commitment of a local government to ensure that its purchases of goods and services are made legally, fairly, prudently, competently, and at the lowest possible cost offered by responsible vendors. This purchasing policy, our city charter, General Municipal Law §§103 and 104, and the State Comptroller’s Financial Management Guide subsection 8, provide guidance to those  city employees involved in the purchasing process. The City of Rye has adopted the following purchasing policy statements in accordance with §104-b of the General Municipal Law (GML): 

•	Per §C8-2(J) of our city charter, the city manager shall have control and supervision of all city purchases except for those requiring competitive bidding. 
•	The dollar thresholds stated in this policy are to mean the total city-wide aggregate amount which is estimated to be spent for the same or similar item in the course of a fiscal year. 
•	Per GML §103, competitive bids will be required for purchase contracts (contracts involving materials only) in excess of $20,000 and public works contracts (contracts involving labor or both labor and materials) in excess of $35,000. 
•	Some purchases are specifically exempt from competitive bidding or purchasing policy. Such exceptions are defined in GML §103 and §104-b, and include but are not limited to, state and county contracts, qualified agencies, emergencies, professional services, sole source vendors, true leases and insurance. 
•	The purchase record for any purchase made under an exception to competitive bidding or purchasing policy will include documentation clearly indicating the exception as defined in GML §103 or §104-b. 
•	For purchases not requiring competitive bid: 
· Three written quotes will be required for any purchase of $5,000 or more 
· Two verbal quotes will be required for any purchase of at least $2,500 and below $5,000 
· Purchases below $2,500 may be made at the discretion of the department head 
· Where it is economically feasible, departments are encouraged to seek competitive written quotes from three or more vendors, whether or not the quotes are required. 
•	The city council may adopt resolutions establishing circumstances and reasons under which, in the best interest of the city, competitive bids or quotes are not required. 
•	Purchase orders must be issued for purchases of $1,500 or more. Purchase orders are encouraged where practical for purchases less than $1,500.

Purchase orders of $5,000 or more shall be submitted to, and approved by, the City Manager prior to being submitted to the Finance Department.

Only Purchase Orders generated by the Finance Department shall be used for requisitioning.

	All purchases will be sufficiently documented. “Sufficiently documented” means that a person unfamiliar with the transaction would understand the transaction, including, but not limited to, the nature and purpose of the transaction, parties involved, goods or services ordered and delivered, itemized and total costs, accounts charged, person(s) who authorized the purchase, person(s) who confirmed receipt of the goods or services, and the date of each material event in the purchasing process. 

Blanket Purchase Orders 
	Blanket Purchase orders are open end purchase orders issued to various vendors for the purpose of consolidating numerous purchases over the course of the year.  Blanket purchase orders eliminate the issuance of separate orders for groups of items which are purchased frequently from the same vendor, and permit departments to purchase items of this nature on an “as needed” basis.  If at any time the amount allowed on the Blanket Purchase Order will be exceeded, a change order is to be submitted to the City Manager.

Change Orders
	A change order shall mean a properly prepared and authorized document which directs and authorizes a vendor providing goods or performing services to change the quantity or character of goods provided or services performed from that originally specified or estimated and to correspondingly change the payment due.  Change orders are submitted first to the City Manager for approval, and then forwarded to the Finance Department for processing using the following form:



















City of Rye
Purchase Order
Change Order Request Form
									
								Date: _________, 20____


Change Order Requested By: ___________________________

Department: ______________________      PO#:_____________________

Vendor Name: ______________________________ Vendor #: _____________

Amount of Change: $______________

Original Amount: $_______________ New Total: $______________

       
       Item #             Quantity (From)        Quantity (To)         Unit Price (From)      Unit Price (To)
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Justification for Change:


Department Head Signature: ______________________ Date: ____________

Comptroller Signature: _________________________ Date: _____________ 

City Manager Signature: _____________________ Date: ______________
 






New York State Office of General Services – State Contract
New York State Office of General Services awards centralized contracts based on competitive bidding for commodities, services, information technology and telecommunications.  State contracts should be reviewed and used whenever possible to provide additional cost savings.  The City of Rye is eligible to purchase through State Contracts as a political subdivision of New York State.
New York State General Municipal Law does not require competitive bidding if purchases are made under State Contract.  Therefore, spending levels do not apply only if the purchase is made under New York State Contract.  Purchases made from vendors offering lower-than-state contract price do not qualify under this exception.  State Contracts are on file in the Purchasing Department, and are accessible on-line at http://www.ogs.state.ny.us

•	The justification and reasons for any variance from this policy, including but not limited to, the selection of a vendor who is not the lowest responsible bidder or the failure to obtain sufficient competitive quotes, will be documented and made a part of the purchasing record. 
•	The city council and all city department heads will review this policy periodically and at least annually. Comments, questions, and proposed changes should be addressed to the city comptroller. 
•	The unintentional failure to comply with this purchasing policy or the provisions of GML §104-b shall not be grounds to void action taken or give rise to a cause of action against the city or any officer or employee of the city. 

Revenue Policy
 
Revenues determine the capacity of a local government to provide services. Under ideal conditions, revenues would grow at a rate equal to or greater than expenditures. To ensure that our revenues are balanced and capable of supporting our desired levels of services, the City of Rye has adopted the following revenue policy statements: 
•	Each year and whenever appropriate, existing revenues will be re-examined and possible new sources of revenues will be explored to ensure that we are maximizing our revenue potential. 
•	Legally restricted revenues will be avoided when they adversely affect the short or long-term financial health of our government. 
•	We will strive to be informed and aware of all grants and other aid that may be available to us. All potential grants and other aid shall be carefully examined for matching requirements (both dollar and level-of-effort) and restrictive covenants, to ensure that our participation in such grants will be beneficial and cost-effective. 
•	Each year and whenever appropriate, intergovernmental revenues will be reviewed to determine their short and long-term stability, to minimize the impact of any adverse changes. Intergovernmental revenues shall be used as legally prescribed or otherwise set forth by policy. 
•	A balance will be sought in the revenue structure between elastic and inelastic revenues, to minimize any adverse effects caused by inflationary or economic changes. 
•	One-time revenues will be used for capital improvements or as legally restricted to a specific purpose. 
•	We will carefully and routinely monitor any amounts due to us. An aggressive policy of collection will be followed for all receivables, including property taxes. 
•	General Fund recreation user charges and fees will strive to recover approximately 40% of total costs generated by General Fund recreation special programs and use of facilities and equipment. 
•	Proprietary funds will generate revenue sufficient to support the full direct and indirect costs of these funds. 
•	Revenue forecasts shall be conservative, using generally accepted forecasting techniques and appropriate data. 
•	Each year and whenever appropriate, we will review our schedule of fees and related administrative procedures. 

Attachment A
City of Rye
Credit Cardholder Agreement
Requirements for use of a Municipal Credit Card:
1. The credit card is to be used only to make purchases at the request of, and for the legitimate business benefit of, the City of Rye, New York.
2. The credit card must be used in accordance with the provisions of the Credit Card Policy established by the City Rye, as attached hereto.
Violations of these requirements may result in revocation of use privileges. Employees found to have inappropriately used the credit card will be required to reimburse the City of Rye for all costs associated with such improper use through direct payment or payroll deduction. Disciplinary action(s) may be taken per the City's Personnel Policies, up to and including termination. The City of Rye will investigate and commence, in appropriate cases, criminal prosecution against any employee found to have misused the credit card or who violates the provisions of the cardholder agreement.

Credit Card Account Number:__________________________
Received by: __________________________________
Name (Please Print) _____________________________
I acknowledge receipt of the attached Credit Card Policy and agree to abide by said Policy.
Signature: _____________________________
[bookmark: _GoBack]Date: ____________________________________

(Below, For Finance Department Use Only)
Credit Card Returned
Authorized Signature: __________________________________
Date: _____________________
Reason:  ____________________


Periodic Review 

This Comprehensive Financial Policy Document, and each of the policies contained within, shall be reviewed by the City Council at least annually. 
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