
All citizens are invited to attend.  
There is a possibility of a quorum of Commissioners being present. 

 

 

 

 
Brunswick-Glynn County Joint Water and Sewer Commission 

1703 Gloucester Street, Brunswick, GA 31520 
Wednesday, May 15, 2019 1:30 PM 

Commission Meeting Room 
 

FINANCE COMMITTEE AGENDA 
 

COMMITTEE MEMBERS: Chairman Steve Copeland 
    Commissioner Donald Elliott 
    Commissioner Tripp Stephens 
    Interim Executive Director Andrew Burroughs 
     
     
PUBLIC COMMENT PERIOD 
Public Comments will be limited to 3 minutes per speaker.  Comments are to be limited to relevant information regarding your position 
and should avoid being repetitious. Individuals should sign in stating your name, address and the subject matter on which you wish to 
speak. Your cooperation in this process will be greatly appreciated. 
 
 
APPROVAL  
1. Minutes from April 17, 2019 Finance Committee Meeting (subject to any necessary changes) 
2. Appointment of Auditor – J. Donaghy 
3. Banking Resolution Signature Cards – J. Donaghy 
  
 
DISCUSSION 
1. Customer Deposit Refunds 
2. Cut-Off Policy 
3. Financial Policies 
4. Rate Resolution Fees 
5. Future Banking Services RFP’s 
6. Inventory 
7. Financial Statements - Month End April 2019  
 
 
 
 
MEETING ADJOURNED 















ORDINANCE: 

Section 2-16-62 Other Rates, Fees and Charges. 

(d) Deposits will be required for all customer accounts. The deposit may increase 
by a factor of 250% if the customer has a history of three (3) or more issuances of 
non-sufficient funds checks, cut-offs for non-payment, or an account with the 
Utility has been turned over to collections in the previous twenty-four (24) 
months. A deposit will be refunded upon termination of service; provided, 
however, any deposit for a single-family residential account for water and/or 
sewer service connected to the system by an individual meter will be 
automatically credited to the customer’s account after thirty-six (36) months of 
consecutive timely payments for accounts in good standing, as set forth under the 
criteria in the Utility’s Rate Resolution. All refunds will be the actual amount paid 
as a deposit. No interest will be paid on deposits for refunding purposes. (#O-2014-
06) 
 
 

 
 
RATE RESOLUTION July 1, 2018 to June 30, 2019: 

 
 
  



Deposit application was attempted by staff during the months of June, July and 
August 2018. Factors affecting processing included the following: 

1. The three-year payment history that was being examined, to determine if 
an account qualified, spanned two utility billing systems (GEMS and CIS), 
which required extensive manual review by staff. 

2. Data that was converted from the GEMS system into CIS did not 
consistently contain a field value needed by staff to differentiate residential 
from commercial accounts. This also required staff to manually review the 
individual accounts. 

3. Neither utility billing system has an easily identifiable means of determining 
if an account has 36 months of consecutive timely payments. As a result, 
staff formulated a list of accounts with timely payments that was manually 
cross-checked against the other two lists formulated from the processes in 
#1 and #2, above. 

 
Recommendation: Include language in the July 1, 2019 Rate Resolution similar to 
the following, “Residential customers who believe they qualify to have their 
deposit applied to their account by having an account in good standing and thirty-
six months of consecutive timely payments may notify BGJWSC in writing to 
request this deposit application.” 



BILL #1 
ISSUED 
MAY 1
=$100

ACCOUNT IS LATE 
AND SUBJECT TO 

1.5% 
LATE FEE

NO

NEXT 
BILL ISSUE 

DATE – JUNE 1; 
IS BALANCE PAID?

BILL #2 
ISSUED JUNE 1

PREVIOUS BALANCE = $100
CURRENT CHARGES =$90

LATE FEE = $1.50
TOTAL DUE = $191.50
“RED DATE” ON BILL

NO

BILL #1 
DUE DATE

MAY 21
(20 DAYS FROM 

ISSUANCE)
IS BILL PAID? BILL #2 

DUE DATE
JUNE 21

(20 DAYS FROM 
ISSUANCE)

IS BILL PAID?

ACCOUNT IS LATE 
AND SUBJECT TO 

1.5% 
LATE FEE

BILL #2 
DELINQUENT DATE

JULY 1
(30 DAYS FROM 

ISSUANCE)
IS BILL PAID?

ACCOUNT IS CONSIDERED PAID 
AND NO FURTHER ACTION IS 

NEEDED

YES

YES

YES

YES

ACCOUNT IS DISCONNECTED FOR 
DELINQUENCY AND A CUT-OFF FEE 

ADDED TO THE ACCOUNT
NO

NO

CUT-OFF PROCESS

Printed 5/15/2019



PAYMENT 
ARRANGEMENT 

SIGNED

YES
HAS CUSTOMER 

CONTACTED JWSC TO 
REQUEST LATE FEE 

WAIVER?

CUSTOMER COMPLETES 
WAIVER REQUEST; PRIOR LATE 
FEES ARE APPLIED AS A CREDIT 

TO THE ACCOUNT

YES

HAS CUSTOMER 
PAID IN ACCORDANCE 
WITH THE TERMS FOR 

SIX CONSECUTIVE 
MONTHS?

PAYMENT ARRANGEMENT
IS PAID 

NO

IS CUSTOMER
MAKING FINAL 

PAYMENT ON THE 
PAYMENT 

ARRANGEMENT?

NO

YES

NO CUSTOMER CONTINUES 
PAYING ON PAYMENT 
ARRANGEMENT UNTIL 

PAID IN FULL

Effective July 1, 2019, late fees will not be charged on 
payment arrangements aside from those that have already 
accrued. Also, new payment arrangements will only be 
applicable to accounts with approved leak adjustments. The 
customer may pay the adjusted water and/or sewer bill in 
equal payments over a twelve (12) month billing period in 
addition to the regular applicable monthly billing.

PROPOSED LATE FEE WAIVER FOR PAYMENT ARRANGEMENTS

Printed 5/15/2019
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Financial Policies 
Brunswick-Glynn County Joint Water and Sewer Commission 

 
 

Purpose and Objective 
 

The Brunswick-Glynn County Joint Water and Sewer Commission (the JWSC) 
has a responsibility to carefully account for funds, to manage finances wisely, and 
to plan for the provision of public water and sewer services.  Sound financial 
policies are necessary to carry out these objectives responsibly and efficiently.   
 
The JWSC financial policies set forth below are the basic framework for its 
overall financial management.  These policies incorporate long-standing 
principles and traditions that have served well in maintaining a sound and stable 
financial condition.   
 
The broad purpose of the following financial policies is to enable the JWSC to 
achieve and maintain a long-term positive financial condition.  The key values of 
the financial management include fiscal integrity, prudence, planning, 
accountability, honesty, and openness.  Specifically, the purpose is to provide 
guidelines for planning, directing, and maintaining day-to-day financial affairs.  
 
1. Operating Budget 
 

A. Preparation  
Budgeting is an essential element of the financial planning, control, and 
evaluation process of the JWSC.  The “operating budget” is the annual 
financial operating plan.  The annual operating budget includes all 
revenues, expenditures, debt service and reserving requirements for the 
administration, water production and distribution, and wastewater 
collection and treatment of the unified system.  The budget encompasses a 
fiscal year that begins on July 1 and ends on June 30.  The budget is 
prepared and submitted to the City of Brunswick and to Glynn County for 
comment on or before May 1 of each year.   

 
B. Adoption 

Prior to the first day of the fiscal year the budget shall be adopted by the 
approval of a budget resolution that specifies the anticipated revenues by 
appropriate categories, the proposed expenditure totals for each 
department and non-departmental expenses.  Amendments to the budget 
must be approved by resolution.  The current year’s budget may be 
adjusted to reflect changes in local economy, changes in priorities or 
services needs, receipt of unbudgeted revenues and for unanticipated 
expenditures.   
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C. Balanced Budget  
The operating budget will be balanced with anticipated revenues equal to 
the total of proposed expenditures, reserving requirements and debt 
coverage ratios.   

 
D. Planning  

The JWSC will utilize a decentralized budget process.  All departments 
will be given an opportunity to participate in the budget process and 
submit funding requests to the Director.   

 
E. Reporting  

Periodic financial reports will be prepared and distributed to the Director 
and Department Heads.  These reports allow Department Heads to manage 
their budgets and enable the Director to monitor and control the budget. 
Summary financial and budgetary reports will be presented by the Director 
to the JWSC on a regular basis.  The Director of Finance will prepare a 
schedule of reports and their due dates annually. 

 
F. Control and Accountability  

Each Department Head is responsible for ensuring that his/her department 
expenditures do not exceed budgeted funds.  Departments cannot exceed 
budgeted amounts.  Failure to achieve budgetary control will be evaluated 
and investigated by the Director.  

 
G. Performance Measures  

The JWSC integrates performance measures and objectives into the 
budget document and provides a system to monitor performance in 
meeting these objectives.  
 

H. Budget Transfers  
Each Department Head has the authority to recommend budget transfers to 
the Director.  Funds within budget line items code groups can be 
transferred upon the recommendation of the Department Head and with 
approval of the Director.  The Director is authorized to transfer ten percent 
(10%) but not more than five thousand dollars ($5,000) between code 
groups.   
 

2. Capital Budget Policies and Capital Improvement Plan 
 

A. Scope  
A five-year Capital Improvement Plan (CIP) plan is updated annually.  A 
CIP assists in the planning, acquisition, and financing of major capital 
projects.  A major capital project is generally defined as a non-recurring 
capital expenditure that has an expected useful life of more than 10 years 
and an estimated total cost of $25,000 or more.     
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Major capital projects are budgeted to reflect all available resources. 
Departments Heads and the Director will prepare the capital budget 
annually.  The JWSC capital budget will be integrated with, and adopted 
with, the operating budget.   

 
B. Control  

All capital expenditures must be approved as part of the budget.  Before 
committing to a capital improvement project, the Director or his/her 
designee must verify fund availability. 

 
C. Program Planning  

The capital budget provides annual funding for long-term capital projects 
identified in the Capital Improvement Plan (CIP).  Other capital outlay is 
generally defined as an individual item costing in excess of $5,000 but less 
than $25,000, with a life expectancy of more than one year but less than 
10 years.   

 
During the annual budget process, each department submits its budget 
request for capital needs.  Upon review of the requests, major capital 
projects and other capital outlays are placed in the Capital Improvement 
Plan and are assessed and prioritized based on the JWSC’s objectives and 
goals.  

 
D. Timing  

At the beginning of the fiscal year, the Director or his/her designee will 
work with Department Heads to schedule the appropriate timing of capital 
purchases to ensure the availability of funds. 

 
E. Reporting  

Periodic financial reports will be provided to enable the Director to 
monitor and control the capital budget and to enable the Department 
Heads to manage their capital budgets.  Summary reports will be presented 
by the Director to the JWSC on a regular basis.  The Director of Finance 
will prepare a schedule of reports and their due dates annually. 
 

3. Debt 
 

A.  Policy Statement      
The JWSC recognizes that to maintain flexibility in responding to 
changing service priorities, revenue inflows, and cost structures, a debt 
management strategy is required.  The JWSC strives to balance service 
demands and the amount of debt incurred.  The JWSC realizes that failure 
to meet the demands of growth may inhibit its continued economic 
viability, but also realizes that too much debt may have detrimental 
effects.  
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The goal of the JWSC debt policy is to maintain a sound fiscal position 
and to protect the credit rating of the JWSC.  When the JWSC utilizes debt 
financing, it will ensure the debt is financed soundly and conservatively.  

 
B. Conditions for Using Debt  

Debt financing of capital improvements and equipment will be done only 
when one or more of the following four conditions exist: 

 
1. When non-continuous projects (those not requiring continuous annual 

budgeting) are desired; 
2. When it can be determined that future users will receive a benefit from 

the improvement; 
3. When it is necessary to provide basic services to system users; 
4. When total debt does not constitute an unreasonable burden to rate 

payers of the system. 
 

C. Sound Financing of Debt  
When the JWSC utilizes debt financing, it will ensure that the debt is 
soundly financed by:  

 
1. Taking a prudent and cautious stance toward debt, incurring debt only 

when necessary; 
2. Conservatively projecting the revenue sources that will be used to pay 

the debt; 
3. Insuring that the term of any long-term debt incurred by the JWSC 

shall not exceed the expected useful life of the asset for which the debt 
is incurred; 

4. Determining that the benefits of the improvement warrant the costs, 
including interest costs; 

5. Analyzing the impact of debt service on user charges before long-term 
debt is issued. 
 

D. Debt Service Coverage 
When the JWSC utilizes debt financing, it will ensure that the existing 
debt is in compliance with all covenants as defined in the Bond 
Resolution(s).  The JWSC will strive to maintain a debt service coverage 
ratio above the legal covenants as outlined below: 

  
1. The JWSC will prescribe and place into effect a schedule of rates, 

tolls, fees and charges for the services, facilities and commodities 
furnished by the System and as often as it shall appear necessary it 
shall revise and adjust such schedule of rates, tolls, fees, and charges 
for services, facilities and commodities to the extent necessary to 
produce funds sufficient to provide (Net Revenues which are at least 
equal to 1.70 Times Debt Service in the then current sinking fund year. 
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2. “Net Revenues” means the Gross Revenues of the System less the 
Operating Expenses of the System not including depreciation. 

3. “Gross Revenues” means all income and revenues derived from the 
ownership and operation of the System, including investment income 
(with the exception of interest earned on any construction fund 
established with the proceeds of Bonds), and excluding any Debt 
Service Offset and any local, state or federal grants and capital 
improvement contract payments or other monies received for capital 
improvements to the System. 

 
4. Reserve Management 

 
The JWSC will maintain adequate reserves to be used in emergency 
situations such as in disasters or when revenue expectations are not met. 

 
1. The JWSC shall maintain a Fund Balance of Available Reserves equal 

to at least 180 days of operating expenditures (excluding depreciation) 
with a long term goal of at least 270 days operating expenditures; 

2. Available Reserves include any unrestricted funds plus any restricted 
funds lawfully available to be used for operations (i.e. not bond 
proceeds).  

3. If the Fund Balance of Available Reserves exceeds 270 days, the Fund 
Balance may be used to pay for one-time pay-go capital projects. 

 
 

 
5. Accounting, Audits, and Financial Reporting 

   
The JWSC shall maintain a system of financial monitoring, control, and 
reporting for all operations in order to provide effective means of ensuring 
that overall JWSC goals and objectives are met. 

  
A. Accounting Records and Reporting  

The JWSC will maintain its accounting records in accordance with state 
and federal laws and regulations and in a manner to facilitate an efficient 
audit process.  The JWSC will report its financial condition and results of 
operations in accordance with state regulations and Generally Accepted 
Accounting Principles (GAAP) described in Governmental Accounting, 
Auditing, and Financial Reporting (GAAFR).  The JWSC accounts shall 
be kept in such a manner as to show fully the financial conditions of the 
JWSC.   

 
The JWSC will maintain a Chart of Accounts that complies with 
requirements of the State of Georgia and is in accordance with generally 
accepted accounting principles.   
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B. Auditing  
An independent auditor or auditing firm will annually perform the JWSC 
financial audit.  The auditor must be a Certified Public Accountant (CPA), 
licensed in the State of Georgia that can demonstrate that s/he has the 
capability to conduct the audit in accordance with generally accepted 
auditing standards.  The auditor’s opinions may be supplemented in the 
Comprehensive Annual Financial Report (CAFR) as required. Results of 
the annual audit shall be provided to the JWSC by October 15th of each 
year.   

  
C. Fund Structure  

The JWSC operates solely as an enterprise fund.   
 

D. Financial Reporting  
Should a Comprehensive Annual Financial Report (CAFR) be required, as 
a part of the audit, the auditor shall assist with the preparation of the 
(CAFR).  The CAFR shall be prepared in accordance with generally 
accepted accounting principles, be presented in a way to communicate 
effectively the financial affairs of the JWSC and shall be made available to 
elected officials, creditors, and citizens.   

       
Internal financial reports will be prepared that are sufficient to plan, 
monitor, and control the JWSC financial affairs.  Monthly accounting 
reports meant to transmit information regarding the financial situation are 
to be made available to the JWSC, Director, Department Heads, and other 
staff as necessary.   
 
The Director, or their designee, will review the execution of budgets with 
Department Heads on a monthly basis.  Major variances (greater than 15% 
and over $5,000.00) between budgeted and actual revenues or 
expenditures will be investigated and documented by the Director, or their 
designee, and the responsible Department Head. 

 
6. Internal Controls 

Internal control is broadly defined as a process, effected by an entity's 
board of commissioners, management and other personnel, designed to 
provide reasonable assurance regarding the achievement of objectives in 
the following categories:  

1. Effectiveness and efficiency of operations.  

2. Reliability of financial reporting.  

3. Compliance with applicable laws and regulations.  
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Internal control consists of five interrelated components. These are derived 
from the way management runs a business, and are integrated with the 
management process. Although the components apply to all entities, small, 
mid-size and large entities may implement them differently.    The JWSC 
controls may be less formal and less structured, yet can still be effective.  

The components are: 
 
A.  Control Environment 
The control environment sets the tone of an organization, influencing the 
control consciousness of its people. It is the foundation for all other 
components of internal control, providing discipline and structure. Control 
environment factors include the integrity, ethical values and competence 
of the JWSC's people; management's philosophy and operating style; the 
way management assigns authority and responsibility, and organizes and 
develops its people; and the attention and direction provided by the JWSC 
Commissioners. 
 
B.  Risk Assessment 
Every entity faces a variety of risks from external and internal sources that 
must be assessed. A precondition to risk assessment is establishment of 
objectives, linked at different levels and internally consistent. Risk 
assessment is the identification and analysis of relevant risks to 
achievement of the objectives, forming a basis for determining how the 
risks should be managed. Because economic, industry, regulatory and 
operating conditions will continue to change, mechanisms are needed to 
identify and deal with the special risks associated with change. 
 
C.  Control Activities 
Control activities are the policies and procedures that help ensure 
management directives are carried out. They help ensure that necessary 
actions are taken to address risks to achievement of the JWSC's objectives. 
Control activities occur throughout the organization, at all levels and in all 
functions. They include a range of activities as diverse as approvals, 
authorizations, verifications, reconciliations, reviews of operating 
performance, security of assets and segregation of duties. 
 
D.  Information and Communication 
Pertinent information must be identified, captured and communicated in a 
form and timeframe that enable people to carry out their responsibilities. 
Information systems produce reports that containing operational, financial 
and compliance-related information that make it possible to run and 
control the JWSC. They deal not only with internally generated data, but 
also information about external events, activities and conditions necessary 
to informed business decision-making and external reporting. Effective 
communication also must occur in a broader sense, flowing down, across 
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and up the organization. All personnel must receive a clear message from 
top management that control responsibilities must be taken seriously. They 
must understand their own role in the internal control system, as well as 
how individual activities relate to the work of others. They must have a 
means of communicating significant information upstream. There also 
needs to be effective communication with external parties, such as 
customers, suppliers, regulators and the public.  

 
E.  Monitoring 
Internal control systems will be monitored in a process that assesses the 
quality of the system's performance over time. This is accomplished 
through ongoing monitoring activities, separate evaluations, or a 
combination of the two. Ongoing monitoring occurs in the course of 
operations. It includes regular management and supervisory activities, and 
other actions personnel take in performing their duties. The scope and 
frequency of evaluations will depend primarily on an assessment of risks 
and the effectiveness of ongoing monitoring procedures. Internal control 
deficiencies will be reported, with serious matters reported to Director of 
Finance, Director and the Commissioners as required by the situation. 
 
Internal controls are developed to reduce the risk of errors, omissions, 
delay and fraud.  To achieve goals and objectives, the JWSC must 
effectively balance risks and controls.  Procedures developed will decrease 
the level of risk to an acceptable exposure to provide reasonable 
assurance.  Internal controls will be proactive, value-added, cost-effective 
and address the exposure to risk. 
 
Separation of Duties is an important aspect of Internal Controls.  As such, 
the JWSC will strive to maintain separation of generating, preparing, 
approving, posting and reviewing financial transactions to the extent 
possible given the Cost vs. Benefit of such separation. 
 
Appendix A sets forth areas of controls for the JWSC which may be 
included in other JWSC policies or may require specific internal control 
procedures.  The internal control procedures developed by the JWSC will 
be continually assessed and updated as circumstance dictate. 

  
7. Revenues and Customer Billing 

 
A. Characteristics  

The JWSC shall strive for the following characteristics in its revenue 
structure: 

 
Simplicity – The JWSC shall strive to maintain a simple revenue structure. 
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Equity – The JWSC shall make every effort to maintain equity in its 
revenue system.  Customers will be charged through a structure 
establishing classes and utilization of system resources and consumption.  
The JWSC shall seek to minimize subsidization between service, customer 
classes, and locations.   

 
Adequacy – The JWSC shall require that a balance in the revenue system 
be achieved.  The revenue structure’s base shall have the characteristics of 
fairness and neutrality as it applies to cost of service.   

 
Stability – The JWSC shall maintain a stable revenue structure to shelter it 
from short-term fluctuations in any user rates and single revenue sources.  
The revenue mix shall combine elastic (variable) and inelastic (fixed) 
revenue sources to minimize the effect of economic downturns. 

 
Conservative Estimates –Revenues will be estimated realistically and 
prudently.  Revenues of a volatile nature will be estimated conservatively.  
Conservative revenue estimates based on prior year collections may be 
used for revenue projections.   

 
Aggressive Collection Policy – The JWSC shall follow an aggressive 
policy of collecting revenues.     

 
B. Issues  

The following considerations and issues will guide the JWSC in its 
revenue policies concerning specific sources of funds:  

 
User-Based Fees and Service Charges– For user fees or charges, the direct 
and indirect costs of the service shall be offset by a fee.  The user fees will 
consist of a base fee determined by Residential Equivalent Unit (REU) 
and a fee based on use.  There will be an annual review of fees and 
charges to ensure that fees provide adequate coverage of costs.  The JWSC 
shall set schedules of fees and charges.   

 
Non-Recurring Revenues – One-time or non-recurring revenues shall not 
be used to finance current ongoing operations.  Non-recurring revenues 
should be used only for non-recurring expenditures and will not be used 
for budget balancing purposes. 

 
Intergovernmental Revenues (Federal/State/Local) – These revenue 
sources will be expended only for the intended purpose of grant aid.  It 
must be clearly understood that operational requirements set up as a result 
of a grant or aid could be discontinued once the term and conditions of the 
project have terminated.  
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Revenue Monitoring – Revenues received shall be compared to budgeted 
revenues.  Significant variances will be investigated by the Director,                    
Director of Finance or their designee.  

 
C. Procedures and Controls 

 
The Utilities Billing Standard Operating Procedure contains additional 
provisions relative to system user billings. 

 
8. Personnel 

 
The JWSC considers its employees to be the most important asset in 
meeting its goals and objectives.  The JWSC strives to provide all 
employees with a challenging and rewarding career path that is equitable 
and fairly administered. 

 
The Personnel Policy and Standards of Practice detail the procedures 
relative to personnel related matters. 

 
9. Purchasing 

 
A. Intent 

The purpose of this policy is to provide guidance for the procurement of 
goods and services in compliance with procurement provisions of the 
JWSC and the State of Georgia.  The goal of this policy is to establish, 
foster, and maintain the following principles: 

 
1.  To consider the best interests of the JWSC in all transactions; 

 2.  To purchase without prejudice, seeking to obtain the maximum value  
           for each dollar expenditure with maximum quality standards; 
 3.  To subscribe to and work for honesty and truth in buying. 

 
B. Purchasing Procedures 

The JWSC has adopted a separate Purchasing Policy. 
 

C. Petty Cash 
Petty cash is used to make small cash disbursements for those purchases 
that must be made quickly and without prior notice on a contingency 
basis.  An imprest petty cash system will be utilized for this purpose.  

 
D. Credit Cards 

The Director and management level employees may be issued a credit 
card. The credit card is to be used for JWSC business only to purchase 
goods, services, or for specific expenditures incurred under approved 
conditions.  The cardholder is the only person authorized use the credit 
card.   
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All credit cards will remain in locked storage by the Director of Finance 
and requires a sign-out, sign-in procedure. 

  
The credit card holder is responsible for documentation and safekeeping of 
the credit card during the employee’s issuance.  A receipt for each 
transaction must be obtained by the employee when a purchase is made 
using the credit card.  This receipt shall be dated and a description of the 
service or item purchased and account codes shall be written on the back 
of every receipt.  Each month, the credit card holder must submit on a 
timely basis documentation of credit card purchases with the credit card 
bill.  Late submittal of credit card documentation may result in credit card 
privileges being cancelled.  

 
E. Travel Expenses 

Expenses incurred by JWSC Commissioners, or employees of the JWSC, 
for travel, meals, lodging and other out of pocket expenses incurred in the 
performance of duties directly related to the business of the JWSC will be 
reimbursed to the Commissioner or employee. 

 
Expense Reimbursement Report envelopes are supplied and are to be 
utilized for all reimbursement requests.  Expense reports must be filed at 
least monthly.  All submitted expenses must be in conformance with the 
Travel provisions of the Personnel Policy. 

 
F. Contributions and Sponsorships 

The JWSC is a public entity, serving the needs of the users of the 
community as a whole.  It does NOT endorse, sponsor, or contribute to, 
any organizations activities or causes. 

 
10. Receipt and Control of Cash, Revenue and Other Funds 

 
All cash receipts will be deposited intact to depository accounts on a daily 
basis.  Deposit records will be compared and reconciled to daily cash 
receipts logs.  All deposit records will be reconciled to bank statements on 
a periodic basis, but not less than monthly.  Procedures for Customer 
Service Representatives handling of cash are included in the Customer 
Service Standard Operating Procedures. 

 
11. Disbursements and Transfers of Funds 

 
A. Authorization 

All disbursements of monies from JWSC accounts and transfers of monies 
between JWSC accounts must be approved and signed by authorized 
personnel.  The Chair, Vice-Chair and the Director of the JWSC are 
authorized signers for all accounts and in any amount.  The Director of 
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Finance is authorized to disburse monies in the form of a check up to five 
thousand dollars ($5,000.00), and for regular reoccurring expenditures.  
Disbursements greater than five thousand dollars ($5,000.00) require two 
signatures.  The Director of Finance is authorized to transfer funds 
electronically, in any amount, for purposes of investment transactions 
described below, bond fund deposits and withdrawals, and payroll and 
benefit transactions.  

 
B. Documentation 

All disbursements require documentation of procurement in conformance    
with the Purchasing Procedure.  

 
12. Investments  

 
A. Objectives 

   The following investment objectives shall be met with this policy:                                                         
    

Safety – Preservation of principal shall always be the foremost objective 
in any investment transaction involving JWSC funds.  Those investing 
funds on the JWSC’s behalf must first ensure that capital losses are 
avoided by limiting credit and interest risk.  Credit risk is the risk of loss 
due to the failure of the security issues or backer.  Interest risk is the risk 
that market value portfolios will fall due to an increase in general interest 
rates. 

 
Liquidity – The second objective shall be the maintenance of sufficient 
liquidity within the investment portfolio.  The investment portfolio shall 
be structured such that securities mature at the time when cash is needed 
to meet anticipated demands (static liquidity).  Additionally, since all 
possible cash demands cannot be anticipated, the portfolio should maintain 
some securities with active secondary or resale markets (dynamic 
liquidity). 

 
Return on Investment – The third objective shall be the realization of 
competitive investment rates, relative to the risk being assumed.  
However, yield on the investment portfolio is of secondary importance 
compared to the safety and liquidity objectives described above. 
 

B. Delegation of Authority 
 The overall management of the investment program is the responsibility of 
the Director.   Daily investment activities are the responsibility of the 
Director of Finance.  Responsibilities to fulfill this authority include: 
opening accounts with banks, brokers, and dealers; arranging for the 
safekeeping of securities; and executing necessary documents.   
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 The Director, Director of Finance and all employees whose job requires, 
handling of cash or cash transactions will be bonded. 

 
 

 C. Authorized Investments 
All bank, investment, broker, trustee, or other accounts held in the name of 
the JWSC will be properly authorized by resolution of the JWSC. 

 
 All investment activity is required to be in compliance with Chapter 83 of 
Title 36 of the Official Code of Georgia, which establishes guidelines for 
local government investment procedures. 

   
The JWSC may invest funds subject to its control and jurisdiction in the 
following: 

 
1. Certificates of Deposit (CD’s) issued by banks insured by the Federal 

Deposit Insurance Corporation (FDIC). Deposits in excess of FDIC 
coverage must be collateralized by securities with a market value equal 
to at least 110% of the deposit.  Only those securities described in 
Georgia Code 50-17-59 can be pledged as collateral; 

 
2. Obligations issued by the United States government; 

 
3. Obligations fully insured or guaranteed by the United States 

government or a United States government agency; 
 
4. Obligation of any corporation of the United States government; 
 
5. Obligation of the state of Georgia or of other states; 
 
6. Obligation of other political subdivision of the state of Georgia; 
 
7. The Local Government Investment Pool of the state of Georgia 

managed by the State Department of Administrative Services,  
 Fiscal Division; and 
 
8. Prime Banker’s Acceptances.   

 
D. Prudence 

The standard of prudence to be shall be the “prudent person” standard and 
shall be applied in the context of managing an overall portfolio.  Under the 
“prudent person” standard, 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 probable revenue to be gained. 



 

  
Draft as of 4/11/19                                      Page 14 of 19  

 

  
The Director of Finance and all designees acting in accordance with 
written procedures, this financial policy, and exercising due diligence shall 
be relieved of personal responsibility for an particular security’s credit risk 
or market price changes (interest risk), provided deviations from 
expectations are reported in a timely fashion and appropriate action is 
taken to control adverse conditions.  

 
E. Diversification 

   The JWSC agrees with the premise that diversification is an important 
component of portfolio security.  Therefore, the JWSC shall  
endeavor to maintain an adequate level of diversification among its 
investments.  The JWSC shall not be over invested in any one type of  
instrument or financial institution.  No more than 25% of the total 
investment portfolio shall be placed with a single issuer.  This limitation  
shall not apply to the Local Government Investment Pool, direct obligations 
of the United States government or obligations fully insured or guaranteed 
by the United States government or a United States government agency. 

 
  F. Maturities 

To achieve the aforementioned objective of adequate liquidity within the 
portfolio, the JWSC shall attempt to match investment maturities with 
anticipated cash flow requirements.  Unless matched to a specific cash 
flow, the maximum maturity of any instrument in the portfolio may not 
exceed five years from the date of acquisition.  In order to preserve 
liquidity and to lessen market risk, no less than 25% of the total portfolio 
must mature in less than one year.  The maturity of non-negotiable time 
deposits may not exceed one year.    

 
 G. Safekeeping and Custody 

All investment securities purchased by the JWSC shall be delivered 
against payment and shall be held in a third-party safekeeping account by 
the trust department of a bank insured by the Federal Deposit Insurance 
Corporation.  The Director, or designee, shall be responsible for the 
selection of a financial institution for this purpose, as well as the execution 
of a written safekeeping agreement with the trustee.   

 
All cash and cash equivalent deposits must be collateralized in accordance 
with the Georgia Secure Deposit Program (SDP) as administered by the 
Office of the State Treasurer.  Only those securities described in Georgia 
Code 50-17-59 can be pledged as collateral. 

 
  H. Ethics and Conflicts of Interest 

Officers and employees involved in the investment process will refrain 
from personal business activity that would conflict with proper execution 
of the investment program, or which would impair their ability to make 
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impartial investment decisions.  Employees and investment officials 
(brokers) will disclose to the Director any material financial interests in 
financial institutions that conduct business with the JWSC, and they will 
further disclose any material personal financial/investment positions that 
would be related to the performance of the JWSC portfolio.   

 
  I. Relationships with Banks and Brokers 

The JWSC will select depositories through its purchasing procedures, 
including formal requests for proposals issued as needed.  In selecting 
depositories, objective business criteria will be used.  To the extent 
possible, preference will be given to depositories located within Glynn 
County and the City of Brunswick.  The creditworthiness of the 
institutions will be a fundamental consideration.   

 
 

  J. Report on Deposits and Investments 
Monthly investment reports will be submitted to the Director by the 
Director of Finance.  Reports should include a current portfolio yield for 
each investment pool and for the portfolio as a whole and a percent of 
available funds invested.  The report shall also provide a list of 
investments and accrued interest as of the last day of the quarter.  The 
Investment Report will be shared by the Director of Finance with the 
JWSC on at least a quarterly basis. 

 
  K. Performance Evaluation  

The Director of Finance will seek to achieve a market average rate of 
return on the portfolio.  Given the special safety and liquidity needs of the 
JWSC, the basis used to determine whether market yields are being 
achieved shall be based on a comparable benchmark.  

 
13.  Grants 

 
  A.  Scope 

The purpose of this policy is to provide direction in the application, 
acceptance and administration of funds awarded through grants to the 
JWSC from other local governments, the state or federal government, non-
profit agencies, philanthropic organizations and the private sector.  

 
B.  Application and Acceptance of Grants.  

   The JWSC will approve the application for and/or the acceptance of any 
grants.   
 
The JWSC approve the application of and acceptance of any grants 
requiring matching funds.  
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   The JWSC will assess the merits of a particular grant.  No grant will be 
accepted that will incur management and reporting costs greater than the 
grant amount. 

 
 C.  Grant Administration.  

   Upon acceptance of any grant and prior to the receipt of grant revenues, or 
expenditures for the purpose of the grant, the JWSC must be provided 
with the following information:  

  
1. Copy of grant application 
2. Notification of grant award 
3. Financial reporting and accounting requirements including separate       

account codes and/or bank accounts. 
   4.  Schedule of grant payments 

 
The JWSC is responsible for the management of its grant funds and 
periodic reporting in compliance with all Federal, State and local laws and 
in compliance with any and all conditions of the grant.    

 
 
14. Fixed Assets 

 
A.  Fixed Asset Criteria  

A fixed asset is defined as a financial resource meeting all of the following 
criteria:  
1. It is tangible in nature. 
2. It has a useful life of greater than one year. 
3. It is not a repair part or supply item.  
4. It has a value equal to, or greater than, the capitalization threshold of   
      $5,000. 
 
Keeping an accurate record of the JWSC’s fixed assets is important for a 
myriad of reasons.  Some of the most important reasons that the JWSC 
needs to keep a good record of fixed assets are:  for financial statement 
information, for insurable values, for control and accountability, for 
maintenance scheduling and cost analysis, for estimating and accounting 
for depreciation, for preparation of capital and operating budgets, and for 
debt management.   

 
B.  Recording of Fixed Assets 

All recordable fixed assets will be recorded in the books of original entry 
at the time of purchase and included in the fixed asset schedules in the 
month of acquisition.  The asset will begin to be depreciated when placed 
in service. 

 
Assets will be capitalized at acquisition cost, including expenses incurred 
in preparing the asset for use and placing it into service. 
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Donated assets shall be recorded at fair market value as determined by the 
Department Head.  Fair market value may be defined as, but is not limited 
to, an average of documented prices for equivalent items from three 
separate vendors. 

 
The JWSC will normally recognize acquisition costs based on individual 
unit prices. Assets may be grouped where the cost of substantially 
identical assets are individually under the capitalization threshold, but the 
total cost meets the threshold. 

 
For equipment purchases, title is considered to pass at the date the 
equipment is received. Similarly, for donated assets, title is considered to 
pass when the asset is available for use and when the JWSC assumes 
responsibility for maintaining the asset. 

 
Constructed assets are transferred from the construction in progress 
account to the related building, improvements other than buildings, or 
equipment accounts when they are placed into service. 

 
C.  Acquisition of Fixed Assets 

 
There are various methods by which assets can be acquired.  The asset 
acquisition method determines the basis for valuing the asset.  Fixed assets 
may be acquired in the following ways: 
1. New purchases 
2 Donations 
3 Internal/external construction 
4    Lease purchases 
5. Trade-in 

 
Assets disposed of through casualty loss or theft (Section F.) may be 
replaced by authority of the Executive Director when the replacement of 
the asset is necessary to continue the business of the JWSC.  Any proceeds 
of insurance settlements or other recoveries will be applied to the 
replacement of the asset. 
 

D.  Lease Purchases 
 

Assets may be lease-purchased through installment purchases (an 
agreement in which title passes) or through lease financing arrangements 
(an agreement in which title may or may not pass).  
 

E.  Sale of Fixed Assets 
Sale of fixed assets by the JWSC must be to the highest responsible bidder 
and must be publicized and conducted in accordance with state laws.  
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Fixed assets must be declared to be surplus by the JWSC prior to being 
sold.  

 
F.  Disposal of Fixed Assets 

When an asset is disposed of, its value is removed from the financial 
balances reported and from inventory reports; however, the asset record, 
including disposal information, remains on the master file for three years, 
after which time it is purged from the system according to general 
accepted accounting principles. This preserves an audit trail for disposed 
items, and facilitates comparisons between actual or historical useful life 
information with useful life guidelines. Such comparisons permit a more 
precise definition of an asset's useful life than those provided by the 
Internal Revenue Service (IRS) or other guidelines initially used. 

 
A disposal action is appropriate only when certain conditions occur 
resulting in an asset no longer being in the possession of the JWSC. Assets 
no longer in use, which remain in the possession of the department, are 
considered surplus property for financial and reporting purposes. 

 
Fixed assets may be disposed of in any one of five ways: 
1.   Sale or trade-in 
2. Abandonment/Retirement 
3. Lost or stolen 
4. Cannibalization  
5. Casualty loss 

 
Only when the asset is no longer in possession of the JWSC, due to one of 
the five reasons listed above, is disposal action appropriate. 

 
Assets are “abandoned” or “retired” when there is no longer any use for 
them.  They cannot be repaired, cannibalized, sold, or traded-in.  Thus 
meaning that, there is no safe and appropriate use for the abandoned goods 
to the JWSC or for others. 

 
Stolen items must be reported and a police report filed.  A copy of this 
report must accompany the disposal record. 

 
Casualty losses must be documented within 24 hours of loss and reported 
to the Director of Finance immediately for follow-up with the JWSC 
insurance carrier. 

 
Cannibalized items are considered surplus and are disposed of by noting 
cannibalization on the disposal record.  Ideally, this method will allow 
review of cannibalized items on the disposal report and assess what 
surplus parts may be available.  Documentation of items cannibalized will 
be sent to the Director of Finance, and all remaining costs and 
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accumulated depreciation will be removed from appropriate asset 
accounts. 

 
All assets no longer in the possession of the department, due to one of 
these five qualifying conditions and after submission of all appropriate 
documentation to the Director of Finance, will be removed from the 
master departmental asset file and considered disposed.  

 
Division management is responsible for reviewing disposal reports, 
evaluating causes and trends leading to disposals, and implementing 
procedures to more effectively manage and control disposals when the 
dispositions represent problems, inefficiencies, and/or the incurrence of 
unnecessary cost. 

 
G.  Physical Inventory 

 
An annual physical inventory of all fixed assets will be performed.  The 
inventory will be conducted with the least amount of interruption possible 
to the department’s daily operation.  A full report of the results of the 
inventory will be sent, within 30 days of completion, to all departments for 
verification and acceptance. 

 
 

15. Other Inventory Assets 
 

The JWSC owns assets which do not meet the criteria for fixed assets, yet, 
are to be accounted for.  This includes items such as small tools and 
equipment, supplies and spare parts inventories, fuel stocks, computers 
and peripherals.   Inventories of these consumables and/or non-capital 
items will be performed periodically, but not less than annually. 
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Brunswick-Glynn County Water and Sewer Commission 

Financial Policy – Appendix A 

Internal Controls 

 

Entity-level Control Environment 

The governing body demonstrates independence from management in exercising oversight of the 
development and performance of internal control over financial reporting. 

• Those charged with governance are sufficiently involved with the entity to address important 
oversight responsibilities. 

• Those charged with governance provide input and oversight of the entity’s financial statements, 
including the application of GAAP (or a special purpose framework) and use of accounting 
judgments. 

• A process exists by which those charged with governance are made aware of key developments 
that may affect financial reporting. 

 

With governing body oversight, management establishes structures, reporting lines, and appropriate 
authorities and responsibilities to achieve financial reporting objectives. 

• The organizational structure is commensurate with the entity's activities. 

• Management periodically evaluates the entity’s organizational structure and makes necessary 
changes based on changes in its activities and/or the governmental industry. 

• The entity defines key areas of authority and responsibility, including management's 
responsibility for activities, and how they affect the entity as a whole. 

• There is a structure for assigning ownership of data, including who is authorized to make and/or 
modify transactions. 

• There are policies for offering new services, conflicts of interest, and security practices that are 
adequately communicated to all employees in the organization. 

• A process exists to support the identification, authorization, approval, accounting for, and 
disclosure of related-party relationships and transactions and significant unusual transactions. 

 

The JWSC demonstrates a commitment to attract, develop, and retain competent individuals in 
alignment with financial reporting objectives. 
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• A process exists by which those charged with governance are made aware of key developments 
that may affect financial reporting. 

• A code of conduct or ethics policy exists. 

• Management, employees, and others are made familiar with the JWSC’s policies and practices 
with regard to ethics, accepted business practices, and a positive control environment. 

• Management acts to remove or reduce incentives or temptations that might prompt personnel 
to engage in dishonest, illegal, or unethical acts. 

• Management fosters an appropriate ethical tone. 

• Management sets realistic financial targets and expectations. 

• Management follows ethical guidelines in dealing with external audiences, including suppliers, 
citizens, creditors, insurers, etc. 

• Relationships with professional third parties are periodically reviewed to ensure that the entity 
maintains association with reputable parties. 

• “Risk appetite,” or the amount of risk the entity is willing to accept, associated with each new 
activity is discussed and influenced by the entity’s culture and operating practices. 

• Management exemplifies attitudes and actions in line with its mission, vision, and values to 
support an effective control environment. 

• Management gives appropriate attention to internal controls and corrects any known 
weaknesses in internal controls on a timely basis. 

• Management regards the accounting function as a means for monitoring and exercising control 
over the entity’s various activities. 

• Management adopts accounting policies that are appropriate for the entity and consistent with 
GAAP (or a special purpose framework). 

• Management sets the tone that high-quality and transparent financial reporting is expected. 

• Management establishes human resource policies and procedures that demonstrate its 
commitment to integrity, ethical behavior, and competence. 

• Employee recruitment and retention practices for key financial positions are guided by 
principles of integrity and by the necessary competencies associated with the positions. 

• There are formal policies and procedures to evaluate employee performance and 
compensation. 

• Job performance and competencies are periodically evaluated and reviewed with each 
employee. 

• All departments are appropriately staffed. 
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• Management demonstrates a commitment to provide sufficient accounting and financial 
personnel to keep pace with the growth and/or complexity of the entity's activities. 

 

The entity holds individuals accountable for their internal control responsibilities. 

• A code of conduct or ethics policy exists. 

• Management, employees, and others are made familiar with the entity’s policies and practices 
with regard to ethics, accepted business practices, and a positive control environment. 

• Management acts to remove or reduce incentives or temptations that might prompt personnel 
to engage in dishonest, illegal, or unethical acts. 

• Rewards, such as bonuses and other incentives, foster an appropriate ethical tone. 

• Management sets realistic financial targets and expectations. 

• There are formal policies and procedures to evaluate employee performance and 
compensation. 

• Employees are empowered to correct problems or implement improvements in their assigned 
processes. 

• Job performance and competencies are periodically evaluated and reviewed with each 
employee. 

• The governmental unit prohibits loans to employees and governing body members. 

 

Control Activities for Sales and Service Revenue and Receivables 

 

Processing and Managing Billings for Sales, Service, and Other Revenues 

• Management reviews the entity’s financial statements on a periodic basis and investigates 
significant variances from budgets and expected results. 

• Service fee rates, deposits, late fees, penalties, etc., are approved by the governing body and 
publicly announced or published in accordance with applicable laws and regulations 

• The government has established policies for the recording or deferral and amortization of 
income related to revenues and fees, etc., and adherence to those policies is periodically 
reviewed by the appropriate level of management. 

• The government has established procedures to ensure that all reimbursable costs or contract 
costs are billed and adherence to those procedures is periodically reviewed by the appropriate 
level of management. 
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• The government has established procedures to ensure that documents indicate that services are 
verified and adherence to those procedures is periodically reviewed by the appropriate level of 
management. 

• Only authorized users can modify data in the customer master records. 

• There is adequate segregation of duties among those who: 
o Approve rate schedules, usage, billing cycles, and credit policies. 
o Authorize rates, late fees, or other charges. 
o Prepare bills. 
o Collect receivables. 
o Post cash receipts to the receivables subledger. 
o Review the receivables aging trial balance. 
o Authorize write-offs of delinquent accounts. 
o Independently investigate accounts receivable discrepancies. 
o Maintain or authorize receivables adjustments. 
o Edit the receivables master file. 
o Process service calls and complaints. 

 
• Investigate discrepancies or issues related to revenue 

• Bills are prenumbered and the sequence is accounted for. 

• Summary totals (for example, batch totals) of billings are prepared and compared to the posting 
to the control accounts 

• Billing records are periodically compared to service logs with follow-up of services not yet billed. 

• Delinquent receivables are reviewed. 

• The receivables aging/subledger is reviewed and reconciled to the general ledger. 

• Revenues by revenue source and/or governmental activity are reviewed regularly by 
management. 

• Receivables from miscellaneous activities are periodically reviewed and significant amounts are 
reported to those charged with governance. 

• Interfund receivables and payables are balanced monthly and reconciled to the general ledger. 

 

Processing Billing Adjustments 

• Management reviews the entity’s financial statements on a periodic basis and investigates 
significant variances from budgets and expected results. 

• Deposit, cancellation, and refund policies (including legal requirements) are in writing and 
adhered to. 

• All write-offs, adjustments, and abatements greater than amounts specified by the 
government’s policies are approved. 
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• Delinquent accounts receivable are reviewed 

• There is adequate segregation of duties among those who: 
o Approve rate schedules, usage, billing cycles, and credit policies. 
o Authorize write-offs of delinquent accounts. 
o Maintain or authorize accounts receivable adjustments. 
o Edit the receivables master file. 
o Open the mail or copy checks received. 
o Maintain access to cash. 

 

Processing Cash Receipts 

• Management reviews the entity’s financial statements on a periodic basis and investigates 
significant variances from budgets and expected results. 

• Delinquent accounts receivable are reviewed. 

• Cash receipts are reconciled to general ledger postings daily. 

• The entity uses a lockbox. 

• Lockbox receipts are compared to remittances. 

• The receivables aging/subledger is reviewed and reconciled to the general ledger. 

• There is adequate segregation of duties among those who: 
o Collect accounts receivable. 
o Open the mail or copy checks received. 
o Prepare deposits. 
o Deposit cash receipts. 
o Post cash receipts to the receivables subledger. 
o Review the receivables aging trial balance. 
o Authorize write-offs of delinquent accounts. 
o Independently investigate receivables discrepancies. 
o Maintain or authorize receivables adjustments. 
o Edit the receivables master file. 
o Process citizen/customer service calls and complaints. 

 
• Investigate discrepancies or issues related to revenue 

• Cash receipts are deposited intact promptly or stored in a secure location. 

• Adjustments of cash accounts are approved and documented by the appropriate level of 
management or another appropriate person. 

• Cash receipts (restricted revenue) are deposited in separate bank accounts when legally or 
contractually required 

• Bank reconciliations are prepared and reviewed in a timely fashion. 

• There is adequate segregation of duties among those who: 
o Approve rate schedules, usage, billing cycles, and credit policies. 
o Prepare bills. 
o Deposit cash receipts. 



 

Page 6 of 16 
 

o Reconcile bank accounts. 
o Investigate discrepancies or issues related to cash. 
o Maintain access to cash. 
o Post journal entries to the general ledger. 

 

• Bank statements are received and reviewed by a responsible person other than the person who 
reconciles the bank account before being submitted for reconciliation. 

 

Estimating the Allowance for Uncollectible Accounts and Bad Debt Expense 

• A supporting analysis is prepared for estimating the allowance for uncollectible accounts and 
bad debt expense. The analysis documents compliance with relevant GAAP or a special purpose 
framework (including relevant regulatory rules) and the entity’s accounting policies. 

• There is adequate segregation of duties among those who: 
o Authorize rates, fees, penalties, etc. 
o Authorize write-offs of delinquent accounts. 
o Maintain or authorize receivables adjustments. 
o Edit the receivables master file. 
o Open the mail or copy checks received. 
o Maintain the chart of accounts. 

 
• An independent review of significant judgments and estimates included in the financial records 

is performed at the end of every accounting period by knowledgeable personnel. 

• The governmental unit prohibits loans to employees and governing body members in. 

 

Recording Deferred Amounts 

• Management reviews the entity’s financial statements on a periodic basis and investigates 
significant variances from budgets and expected results. 

• The government has established policies for the recording or deferral and amortization of 
income related to revenues and fees, etc., and adherence to those policies is periodically 
reviewed by the appropriate level of management. 

• Accounting policies and procedures specify the correct treatment for calculating deferred 
amounts. 

• A supporting analysis is prepared for calculating deferred amounts. The analysis documents 
compliance with relevant GAAP or a special purpose framework (including relevant regulatory 
rules) and the government’s accounting policies. 

• An independent review of significant judgments and estimates included in the financial records 
is performed at the end of every accounting period by knowledgeable personnel. 
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Control Activities Form for Expenditures/Expenses for Goods and Services and 
Accounts Payable and Other Liabilities 

 

Recording Purchases 

• Management reviews the entity’s financial statements on a periodic basis and investigates 
significant variances from budgets and expected results. 

• Management or governing body approval of purchase orders is required for purchases that 
exceed established limits according to entity policy. 

• Changes to the vendor master file are periodically reviewed for reasonableness. 

• Purchase order, receiving report, and invoice are matched and cancelled prior to payment. 

• There is adequate segregation of duties among those who: 
o Initiate purchase orders. 
o Approve purchase orders. 
o Maintain the purchase journal. 
o Initiate checks for expenditures. 
o Review, authorize, or sign checks. 
o Mail checks. 
o Prepare or issue debit memos. 
o Edit the vendor master file. 
o Input purchase orders. 
o Verify or process receipt of inventory. 
o Receive goods from or transfer goods to inventory. 
o Investigate discrepancies or issues related to expenditures, inventory, capital assets, revenue, 

debt, or cash. 
o Maintain access to or custody of inventory. 
o Process sales orders. 
o Maintain the chart of accounts. 

 
• Purchase orders, receiving reports, debit/credit memos, and shipping orders for returned goods 

(including unused forms) are prenumbered and the sequence is accounted for. 

• A current purchasing manual defines restrictions on purchases of goods or services from 
governing body members, employees, or other suppliers that would create a conflict of interest. 

• Purchases are reviewed for compliance with requirements of laws and regulations, the 
governing body, and of funding sources, if applicable (for example, competitive bidding 
requirements). 

• The government has procedures for coding expenditures in compliance with funding and 
organization accounting requirements. 

 

Processing Accounts Payable and Accruals 
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• Management reviews the entity’s financial statements on a periodic basis and investigates 
significant variances from budgets and expected results. 

• System rejects duplicate entry of an invoice from a vendor 

• Purchase order, receiving report, and invoice are matched and cancelled prior to payment. 

• After each period end, management creates a log of all invoices received above the limit 
dictated by entity policy and checks to ensure that they were recorded in the proper period. 

• Accruals for goods/services received but not invoiced are reviewed. 

• Accounts payable aging/subledger is reviewed and reconciled to the general ledger. 

• Open purchase orders are reconciled to the outstanding encumbrance listing at year end. 

• The appropriate level of management reviews reconciliations between the outstanding 
encumbrance listing and the general ledger control accounts. 

•  

Processing Disbursements 

• Management reviews the entity’s financial statements on a periodic basis and investigates 
significant variances from budgets and expected results. 

• System rejects duplicate entry of an invoice from a vendor. 

• Purchase order, receiving report, and invoice are matched and cancelled prior to payment. 

• Accounts payable aging/subledger is reviewed and reconciled to the general ledger. 

• There is adequate segregation of duties among those who: 
o Review, authorize, or sign checks. 
o Initiate checks for expenditures. 
o Prepare checks. 
o Edit the vendor master file. 
o Investigate discrepancies or issues involving expenditures. 
o Open the mail or copy checks received. 
o Reconcile bank accounts. 

 
• Checks are prenumbered, the sequence is accounted for regularly, and unissued checks are 

controlled and kept in a secure location. 

• The check signer reviews all supporting documentation prior to signing the check. 

• Passwords are established and used for individuals authorized to make wire transfers, and bank 
callback verifications are in place for telephone transfers exceeding a predetermined dollar 
amount. 

• Bank reconciliations are prepared and reviewed in a timely fashion. 
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• Bank statements are received and reviewed by a responsible person other than the person who 
reconciles the bank account before being submitted for reconciliation. 

 

Control Activities Form for Payroll and Related Liabilities 

 

Processing Payroll 

• Management reviews the entity’s financial statements on a periodic basis and investigates 
significant variances from budgets and expected results. 

• Bank reconciliations are prepared and reviewed in a timely fashion. 

• Access to data and/or transaction files is appropriately restricted. 

• Standard programmed algorithms perform significant payroll calculations. 

• The payroll system master file change log, showing all changes made to payroll information, is 
reviewed by management to ensure it reflects accurate and complete information 

• There is adequate segregation of duties among those who: 
o Prepare payroll checks. 
o Sign payroll checks. 
o Review and authorize electronic payroll disbursements. 
o Resolve employee payroll inquiries. 
o Edit the payroll master file. 
o Open mail or copy checks received. 

 
• Current payrolls are compared with previous payrolls and variances are investigated and 

documented. 

• Payroll registers are reviewed after processing, reconciled to control totals, and approved by an 
appropriate level of management. 

•  

Maintaining the Employee Database Master File 

• Access to data and/or transaction files is appropriately restricted. 

• The payroll system master file change log, showing all changes made to payroll information, is 
reviewed by management to ensure it reflects accurate and complete information. 

 

Control Activities Form for Capital Assets and Expenditures 

 

Acquiring and Safeguarding Capital Assets 
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• Management reviews the entity’s financial statements on a periodic basis and investigates 
significant variances from budgets and expected results. 

• Management or governing body approval of purchase orders is required for purchases that 
exceed established limits according to entity policy. 

• Management tracks asset acquisitions and remaining costs and compares to capital budgets. 

• Periodically, capital asset listings are routed to the appropriate managers to determine whether 
the assets still physically exist. 

• The entity has a capitalization and useful lives policy, and the policy has been formally reviewed 
and approved by management and communicated to departments that request capital asset 
purchases. 

• Capital assets are located in an appropriately secured area, where access is restricted to 
authorized personnel. 

• Prior to entry, accounting personnel compare capital asset information to the capitalization 
policy to ensure appropriate accounting treatment. 

• The capital assets subledger is reviewed and reconciled to the general ledger. 

• The government has written policies for determining the fair value of contributed capital assets, 
including collections, and adherence to those policies is periodically reviewed by the appropriate 
level of management or another appropriate person. 

• Individuals are designated with responsibility for assuring compliance with the terms and 
conditions of all grants, restricted contributions, exchange contracts, etc., that relate to capital 
assets. 

• Individuals are designated with responsibility for monitoring all significant construction projects. 

 

Depreciating Capital Assets 

• Management reviews the entity’s financial statements on a periodic basis and investigates 
significant variances from budgets and expected results. 

• Capital asset depreciation charges are calculated correctly by the automated system and are 
reviewed for reasonableness by management. 

• The automated system generates the depreciation journal entry, which is manually entered into 
the general ledger by accounting personnel and reviewed by management. 

• Prior to entry, accounting personnel compare capital asset information to the capitalization 
policy to ensure appropriate accounting treatment. 

 

Disposing of Capital Assets 



 

Page 11 of 16 
 

• Management reviews the entity’s financial statements on a periodic basis and investigates 
significant variances from budgets and expected results. 

• Periodically, capital assets listings are routed to the appropriate managers to determine 
whether the assets still physically exist. 

• The capital assets subledger is reviewed and reconciled to the general ledger. 

• Disposals of capital assets are reviewed by management and entered into the capital assets 
subledger by accounting personnel in a timely fashion. 

• Based on disposal information entered, the capital assets subledger automatically calculates any 
gain or loss on the disposal. 

• Accounting personnel create a journal entry to record the disposal and any gain or loss on the 
disposal, which is reviewed and approved by management. 

 

Maintaining the Capital Assets Subledger 

• Management tracks asset acquisitions and remaining costs and compares to capital budgets. 

• Periodically, capital assets listings are routed to the appropriate managers to determine 
whether the assets still physically exist. 

• Prior to entry, accounting personnel compare capital asset information to the capitalization 
policy to ensure appropriate accounting treatment. 

• The capital assets subledger is reviewed and reconciled to the general ledger. 

• Disposals of capital assets are reviewed by management and entered into the capital assets 
subledger by accounting personnel in a timely fashion. 

• Capital asset depreciation charges are calculated correctly by the automated system and are 
reviewed for reasonableness by management. 

• The automated system generates the depreciation journal entry, which is manually entered into 
the general ledger by accounting personnel and reviewed by management. 

• Management reviews and approves write-offs or other adjustments to capital asset accounts. 

 

Assessing Assets for Impairment 

• Management reviews the entity’s financial statements on a periodic basis and investigates 
significant variances from budgets and expected results. 

• Accounting policies and procedures specify correct treatment for calculating asset impairment, 
including those requiring management’s estimates and judgments. 

• Recorded capital assets are reviewed for impairment. 
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• A supporting analysis is prepared for calculating asset impairment. The analysis documents 
compliance with relevant GAAP or a special purpose framework (including relevant regulatory 
rules) and the entity’s accounting policies. 

• An independent review of significant judgments and estimates included in the financial records 
is performed at the end of every accounting period by knowledgeable personnel. 

 

Control Activities Form for Financial Close and Reporting 

Defining the Financial Closing and Reporting Process 

• Management establishes a well-defined process for financial reporting. The process and its key 
attributes (e.g., overall timing, methodology, format, and frequency of analyses) are formally 
documented, approved, and reviewed on a regular basis. 

• Management defines, documents, communicates, and periodically reviews roles and 
responsibilities in the financial close and reporting process. 

• Knowledgeable personnel monitor changes in authoritative guidance and regulations that affect 
the entity and make the appropriate changes to the entity’s accounting policies and procedures 
on a timely basis 

• The methodology/policy of alternative accounting treatments for significant events and 
transactions are documented and approved by management. 

• Alternative accounting treatments selected for significant events and transactions (including those 
related to critical accounting policies) are communicated to those charged with governance on a 
timely basis. 
 

• Significant estimates, judgments, and changes thereto, are reported to those charged with 
governance on a regular basis. 

• An independent review of significant judgments and estimates included in the financial records is 
performed at the end of every accounting period by knowledgeable personnel. 
 

• Accounting policies and procedures specify correct treatment for major types of nonroutine 
events and transactions, including those requiring management’s estimates and judgments. 

 
• A supporting analysis is prepared for each nonroutine event or transaction that requires 

management’s judgment and/or estimate. The analysis documents compliance with relevant 
GAAP or an OCBOA (including relevant regulatory rules) and the entity’s accounting policies. 

 
• Management receives appropriate reporting packages, sign-offs, and representations from 

appropriate areas of the organization to ensure all relevant information has been disclosed on a 
timely basis. 

 

Performing the Accounting Period Close 
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• Budget to actual comparison statements, by the governmental unit’s level of budgetary control, 
are reviewed by management. Significant variances from budget and/or prior periods are 
investigated. 

• Management establishes a well-defined process for financial reporting. The process and its key 
attributes (e.g., overall timing, methodology, format, and frequency of analyses) are formally 
documented, approved, and reviewed on a regular basis. 

• Routine and nonroutine events and transactions occurring near period end are analyzed and 
reviewed to ensure they are accounted for in the correct accounting period. 

• All related-party events and transactions are identified, and a schedule detailing them is 
prepared; the schedule is reviewed by those charged with governance, management, and other 
appropriate parties. 
 

• Unusual items and exceptions in analyses and reconciliations are documented, resolved, and 
reviewed by management on a timely basis 

• All journal entries, including nonstandard/nonroutine entries, have adequate supporting 
documentation and are reviewed and approved independently prior to posting. 
 

• Management has a process in place to ensure that the trial balance(s) used in the financial 
statement preparation process is final, contains all valid journal entries made, and is in balance. 

• Management receives appropriate reporting packages, sign-offs, and representations from 
appropriate areas of the organization to ensure all relevant information has been disclosed on a 
timely basis. 

• Entries recorded directly to the financial statements require direct approval of the entity’s 
principal accounting officer and such recording and approval follows a predetermined process. 

• Individuals who initiate journal entries cannot: 
o Approve journal entries. 
o Post journal entries to the general ledger. 

 
• Individuals who prepare the reporting entity financial statements cannot review and approve the 

financial statement presentation. 
 

• Individuals who generate internal drafts of financial statements cannot review and approve 
financial statements. 

 

Capturing and Processing Other Nonroutine Information Requiring Significant Estimates and  
Judgments from Management 

• Budget to actual comparison statements, by the governmental unit’s level of budgetary control, 
are reviewed by management. Significant variances from budget and/or prior periods are 
investigated. 

• The methodology/policy of alternative accounting treatments for significant events and 
transactions are documented and approved by management. 
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• Alternative accounting treatments selected for significant events and transactions (including those 
related to critical accounting policies) are communicated to those charged with governance on a 
timely basis. 
 

• Significant estimates and judgments, and changes thereto, are reported to those charged with 
governance on a regular basis. 

• An independent review of significant judgments and estimates included in the financial records 
is performed at the end of every accounting period by knowledgeable personnel. 

• Accounting policies and procedures specify correct treatment for major types of nonroutine 
events and transactions, including those requiring management’s estimates and judgments. 
 

• A supporting analysis is prepared for each nonroutine event or transaction that requires 
management’s judgment and/or estimate. The analysis documents compliance with relevant 
GAAP or an OCBOA (including relevant regulatory rules) and the entity’s accounting policies. 

 
• All journal entries, including nonstandard/nonroutine entries, have adequate supporting 

documentation and are reviewed and approved independently prior to posting. 

• Management and those charged with governance are briefed by financial reporting personnel 
on a regular basis and at each period end for which financial statements are released to the 
public. Such briefing includes a discussion of significant nonroutine events and transactions, 
selection and application of critical accounting policies, areas with unusual fluctuations, and 
other relevant significant issues. 

• Individuals who initiate nonroutine transactions cannot: 
o Review, evaluate, or approve nonroutine transactions. 
o Record nonroutine transactions. 
o Monitor suspense or clearing accounts usage. 

 
 

Preparing and Reviewing Financial Statement Disclosures 

• Up-to-date disclosure checklists are used to ensure that all relevant financial information is 
disclosed in the appropriate accounting period in accordance with GAAP or an OCBOA and the 
entity’s accounting and disclosure policies. 

• Management receives appropriate reporting packages, sign-offs, and representations from 
appropriate areas of the organization to ensure all relevant information has been disclosed on a 
timely basis. 

• For each financial statement disclosure, a supporting analysis is prepared and documented in 
accordance with relevant GAAP (or an OCBOA) (including relevant regulatory rules) and the 
entity’s accounting and disclosure policies. 

• An independent review of the financial statements and all related disclosures is performed by 
management and/or other suitably qualified personnel for completeness, consistency, and 
compliance with GAAP (or an OCBOA) and the entity’s accounting and disclosure policies. 
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• Individuals who generate internal drafts of financial statements cannot review and approve 
financial statements. 
 

 
Reviewing and Approving the Financial Statements 

• Significant estimates and judgments, and changes thereto, are reported to those charged with 
governance on a regular basis. 

• Management and those charged with governance are briefed by financial reporting personnel on 
a regular basis and at each period end for which financial statements are released to the public. 
Such briefing includes a discussion of significant nonroutine events and transactions, selection 
and application of critical accounting policies, areas with unusual fluctuations, and other relevant 
significant issues. 
 

• An independent review of the financial statements and all related disclosures is performed by 
management and/or other suitably qualified personnel for completeness, consistency, and 
compliance with GAAP (or an OCBOA) and the entity’s accounting and disclosure policies. 

 
• Management has an established process to identify and obtain all necessary consents, waivers, 

communications, and other legal documents prior to the issuance of the financial statements. 

• The financial statements and related disclosures, in print and electronic form, are reconciled to 
the approved financial statements, trial balance, and supporting information prior to final 
publishing, printing, or electronic submission. 

• All financial statements and related disclosures are approved by those charged with governance 
prior to the release of the reports to the public. Such approval is documented in the minutes. 

 

Control Activities For Computing Assets and Remote Access 

Control Measures for Server Damage or Theft 

• Server rooms and server racks have locking doors. 
 

• Server units have locks to prevent unauthorized removal of components such as hard drives. 
 

• Complete back up of server content, including both data and program files resident on the 
device are performed. 
 

• Backup is stored off site or using a cloud-based entity. 
 

• A detailed recovery plan is in place to minimize downtime. 
 

• Restore processes are tested regularly to verify that the proper information is being captured 
during the backup process and that staff is properly trained for a recovery operation. 
 
 



 

Page 16 of 16 
 

• Measures are established to assure a new server can be secured in a timely manner to not hault 
business operations for an extended period of time. 
 

• For servers and devices damaged beyond repair, steps are in place to assure data it may contain 
is not accessible to anyone who might have access to the discarded unit. 

Control Measures for Server Access 

• Access security to servers is strong enough to prevent individuals seeking to gain unauthorized 
access to information stored on them. 
 

• Processes are in place to detect unauthorized access or unauthorized access attempts. 
 

• Separate, NON-SHARED usernames and passwords for server and application software 
administration are used. 
 

• Access to data and applications software in limited to authorized personnel. 
 

• A policy that requires strong passwords is in place. 
 

• Strong password methodology includes: 

o Passwords are a minimum length. 
o A different user name and password is required for all users. 
o Passwords are never found in a dictionary. 
o Passwords are never names of spouses, children, pets or other available personal information. 
o Passwords should be changed periodically. 
o Passwords will never be shared. 
o User names and passwords for server or application administration should be different than 

the individual administrators’ user name and password. 
 
Control Measures to Guard Against Unauthorized Programs 
 

• Anti-virus/anti-malware software is deployed to control unauthorized programs on computing 
devices. 
 

• Virus definition files are kept up to date through a regular schedule that the software is running 
and up to date. 
 

• Human resources policy restricts users from installing software without proper consent. 
 

• Periodic review of the services running on servers as well as the server logs generated by the 
system are run to verify that no unauthorized software is installed or running. 
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