Memorandum October 8, 2021
Fromy Jim Krueger, Chief Financial Officer
To: City Council

Subject: Financial and Purchasing Policies for discussion on October 14, 2021

Attached are the Following polictes for discussion at the wortk session to be held on October 14,
2021:

a) Resolution No, 2017-15 - Financial Policies

b) Purchasing Policies

<) City of Pocatelle — Purchase Card Policy

d) Cit}r of Pocatello —~ City Card Program Policy Acknowledgement Form
e} Memerandum to all Departent Heads ~ Administrative Maiter Policy
£y City of Pocatello Capital Improvement Planning Manual

g) City of Pocatello Summary Budget Presentation

h) Email regarding PCARD revenue shating benefit of 1.00%






RESOLUTION NO. 2017- |5
A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF POCATELLO, A
MUNICIPAL CORPORATION OF IDAHO, ESTABLISHING FINANCIAL POLICIES TO
ESTABLISH A FINANCIAL FRAMEWORK FOR THE OVERALL FISCAL PLANNING
AND MANAGEMENT OF THE CITY OF POCATELLO.

WHEREAS, the City Council and Mayor have determined that it is fiscally
responsible to establish Financial Management Policies that will provide a financial framework
to carefully account for public funds, manage City finances wisely, and to plan for the adequate
funding of services desired by the public;

WHEREAS, to adopt an enlirely rew Resolution incorporating the attached
Financial Management Policies for the City which reflects these nine policy sections;
Accounting Auditing, and Financial Reporting, Budget and Long Range Financial Planning,
Revenues, Expenditures, Fund Balance and Reserves, Capital Expenditures and Improvements,
Debt, Cash Management and Investments, and Grants and Intergovernmental Revenues.

NOW, THEREFORE BE IT RESOLVED BY THE Mayor and Council of the
City of Pocatello hereby adopts the Financial Management Policies as follows:

1, That the City of Pocatello’s Financial Management Polices, dated September,
2017, attached hereto, is heroby adopted.

2. This Resolution shall be effective as of the date of its adoption.

RESOLVED this 21* day of September, 2017.

CITY OF POCATELLO, a municipal
corporation of Idaho

BRIAN €. BLAD, Mayor
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ATTEST:

RESOLUTION “2 -




Financial Management Policies

Purpose

The City of Pocatello has an important responsibility to its citizens to carefully account for
public funds, to manage City finances wisely, and to plan for the adequate funding of services
desired by the public. The City’s financial policies establish the framework for overall fiscal
planning and management. These financial management policies set forth guidelines for both

current activities and long range planning,

Objectives

A.
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To promote sound financial management by providing accurate and timely information
on the City’s financial condition.

Design and manage an effective and efficient revenue system that assures adequate
funding for services and service levels.

Establish and define appropriate setvice levels and administer the expenditure of
available resources to assure fiscal stability.

To maintain sufficient reserves so as to maintain service levels during periods of
economic downtuimn.

Annually review and monitor the condition of the City’s capital equipment and
infrastructure, setting priorities for its replacement and renovation based on needs,
funding alternatives and availability of resources

To protect the City’s credit rating and provide for adequate resources to meet the
provisions of the City’s debt obligations on all municipal debt.

Establish guidelines to invest the City’s operating cash to ensure its safety, provide
necessary liquidity and maximize yield.

To investigate, pursue and effectively administer federal, state and other grants, which
address the City’s current priorities and policy objectives.
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Accounting, Auditing and Financial Reporting

Accounting Practices and Principles
The City’s accounting practices and financial reporting shall conform to Generally Accepted

Accounting Principles (GAAP) as set forth by the Governmental Accounting Standards
Board (GASBY), the authoritative standard setting body for units of local government. The
City shall submit the Comprehensive Annual Financial Repart (CAFR) to the Government
Finance Officers Association (GFOA) for the purpose of carning the Certificate of
Achievement for Excellence in Financial Reporting.

Financial and Managemeni Reporting
Monthly reports will be provided to Department Heads, Fund Managers and City Council
that compare expenditures and revenues to original or amended budgets for the fiscal year-to-

date. Explanatory notes will be included, as needed.

Annual Audit
The City shall have its records and accounts audited annually. The audit shall be performed

by a certified public accounting (CPA) firm, licensed to practice in the State of Idaho.

Compliance and Review
The Financial Management Policy Statements will be reviewed annually and updated,

revised or refined as deemed necessary, Policy statements adopted by City Council are
gnidelines, and occasionally exceptions may be appropriate and required. Exceptions will be
identified, documented, and explained to City Council.

1L
Budget and Long-Range Financial Planning

Balanced Budget
The budget shall be balanced for each and every budgeted fund. Total anticipated revenues

plus that portion of the fund balance in excess of authorized reserve, which is designaied as a
budgeted funding source, shall equal total estimated expenditures for each fund.

Level of Budget Adoption
All budgets shall be adopted at the legal level of budgetary control, which. is the
fund/department level. All budgets shall be adopted on a basis consistent with Generally

Accepted Accounting Principles (GAAP).

' Current Funding Basis (Recurring Revenues)

The City shall budget and operate on a current funding basis. Recurring expenditures shall
be budgeted and controlled so as not to exceed current revenues. Recurring expenses will be
funded exclusively with recurring revenue sources to facilitate operations on a current

funding basis.



D. Use of Non-Recurring Revenues

Non-recurring revenue sources, such as one-time tevernue retnittance of fund balance in
excess of policy can only be budgeted/used to fund non-recurting expenditures, such as
capital purchases or capital improvement projects, This will ensure that recurring
expenditures are not funded by non-recurring sources.

Revenue Estimates for Budgeting
1. In order to maintain a stable level of services, the City shall use a fiscally responsible

objectives and analytical approach when prepating revenue estimates. This process shall
include analysis of probable economic changes and theit impacts on revenues, historical
collection rates, and trends in revenues. This approach is intended to reduce the
liketihood of actual revenues falling short of budget estimates and should avoid mid-year
service reductions.

2. The City whenever possible, will seek outside sources of revenue, such as federal, state,
and Jocal grants, in order to leverage local dollars.

3. Estimates from grant sources will be projected only in the amount that has been awarded
to the City.

4, For services that benefit specific users, the City shall establish and collect fees to recover
the costs of those services. User fees shall be reviewed every year and compared to the
current fee structure and adjustments should be recommended where necessary.

5, Utility rates and enterprise fund user fees shall be set at levels sufficient to cover
operating expenditures (both direct and indirect costs), meet debt obligations, and provide
adequate levels of working capital to address the financial issues in the Revenue Bond
Act. The rates and user fees will be determined by the Rate Study, which is completed
for the City every five years. These amounts can be amended when necessary, and an
updated study should be included with amendments.

Budget Preparation
{. Department Heads have primary responsibility for formulating budget proposals. New or

expanded services should support City Council goals and should be discussed with City

Council as appropriate,
2. All competing requests for City tesources will be weighted within the formal annual

budget process.

3. Amnually, the City will seck 1o obtain the Government Finance Officers Association
(GFOA) Distinguished Budget Presentation Award. The Budget will be presented in a
way that not only meets the criteria of the award, but also clearly communicates the

budget to the public.

Budget Management
The City Council shall delegate authotity to the Chief Financial Officer (CFO) and Mayor

(CEO) in managing the budget after it is formally adopted by the City Council, including the
transfer of funds within departments, between divisions, and between departients. The CFO
and CEO may further delegate levels of authority for the daily operations of the budget.
Expenditures are legally adopted by the fund level, Expenditures should not exceed the
adopted budget, plus subsequent changes approved by the City Council.



H. 4dmended Budget :
A. A department should process a Budget Adjustment Eniry Request form when budget

authority should be transferred between account lines. Budget adjustments between
account lines require CFO and Mayor approval.

B. A department should process a Budget Amendment Request form when increased budget
authority is needed, The Council may amend the budget and grant additional authotity
when the following occur:

. a. Revenues are received or are to be received from sources not anticipated in

 the budget for that year

b. Revenues are received or are to be received from anticipated sources but in
excess of the budget estimates; or

¢. Fund balances on hand are available to be used, in accordance with the
Reserve Policy.

d. Additional revenues may not be required in the case of an unanticipated
retivernent or & catastrophic event.

. Performance Management
Performance measures will be utilized and reported in department budgets. The City will

maintain a measurement system that reports ttends and comparisons to targets and previous
year as a management tool to monitor and improve service delivery.

J. Long-Range Financial Plans
1. The City shall develop and maintain a five-year Financial Forecast thr each major

operating fumd, in conjunction with the annval budget process.

9. The forecast should enable current services and current service levels provided to be
sustained over the forecast period, Operating impacts from completed capital
improvement projects in the City’s five-year CIP shall be included in the forecast.
Commitments/obligations already made that require fusture financial resources shall also
be included.

3. The forecasts should identify impact to property taxes and utility rates.

-4, Major financial decisions should be made in the context of the Long-Range Plan.

The forecast assesses long-term financial implications of current and proposed policies,
programs, and assumptions that develop appropriate strategies to achieve the City’s goals.
The forecast will provide an understanding of available funding; evaluate financial risk;
assess the likelihood that services can be sustained; asses the level at which capital
investment can be made; identify future commitments and resource demands; and identify
the key variables that may cause change in the level of revenue.

TII.
Revenues

Design, maintain and administer a revenue system that will assure reliable, equitable, diversified
and sufficient revenue stream to support desired City services.



A. Balance and Diversification in Revenue Sources
The City shall strive to maintain a balanced and diversified revenue system to protect the

City from fluctuations in any one source due to changes in local economic conditions, which
may adversely impact that source,

B. User Fees — Tax Funds _
1. For services that benefit specific usets, the City shall establish and collect fees to recover

the costs of those services. Where services provide a general public benefit, the City
shall tecover the costs of those services through property and sales taxes.

2. At a minimum, the City will strive to cover direct costs,

User foes should be reviewed every year and adjusted to avoid sharp changes.

4. Factors in setting fees shall include, but are not limited to: market and competitive
pricing, effect of demand for services, and impact on users, which may result in
recovering something less than direct, indirect and overhead costs.

5. The City may set a different fee for residents versus non-residents.

6. User fees should be adopted by the Annual Fee Resolution,
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C. User Fees— Fnterprise Funds
1. Utility rates and other Enterprise Fund user fees shall be set at levels sufficient to cover

operating expenses (direct and indirect), meet debt obligation and debt service coverage,
provide pay-as-you-go funding for capital improvements, and provide adequate levels of
working capital.

2. The City may set a different fee for residents versus non-residents.

3. The Five-Year Financial Plan (rate study) and pioposad operating budget shall serve as
the basis for rate change considerations.

4, User fees should be adopted by the Annual Fee Resolution.

D. One-Time/Unpredictable Revernue Sources
. One-time, unpredictable revenue sources should not be used for ongeing

expenses/expenditures,
2. One-time, unpredictable revenue sources may be used for one-time purchases such as

increase in fund balance requirements, capital equipment purchases, capital
improvements, or per Council decision.

E. Revenue Collection oy ;
The City shall maintain high collection rates for all revenues by monitoring monthly

receivables. The City shall follow an aggressive, consistent, yet reasonable approach to
collecting revenues to the fullest extent allowed by law for all delinguent taxpayers and

others overdue in payments to the City.

Revenues actually received will be compared to budgeted revenues by the CFO and any
variances considered to be material will be investigated. This process will be summarized in
the monthly Budget Execution Report. (See Financial and Management Reporting.)

w



F. Write-Off of Uncollectible Receivables
(excludes property taxes, court fines and warrants)
1. Utility Billing past due accounts will be sent three Jetters before they are sent to a

collection agency.
a. After all collection attempts have been exhausted, uncollectible amounts remaining

can be written-off,
b. The write-off of uncollected accounts is a boolkkeeping entry only and does not
release the debtor from any debt owed to the City,
2. Accounis Receivable past due accounts will be a sent a letter before they are sentto a

collection agency.
a. After all collection attempts have been exhausted, uncollectible amounts remaining

can be written-off.
b. The write-off of uncollected accounts is a bookkeeping entry only and does not

release the debtor from any debt owed to the City.

IV,
Expenditures

[dentify services, establish appropriate service levels and administer the expenditure of
available resoutces to assure fiscal stability and the effective and efficient delivery of those

services,

A. Maintenance of Capital Assets
Within the resources available each fiscal year, the City shall maintain capital assets and

infrastructure at sufficient levels to protect the City’s investment, to minimize future
replacement and maintenance costs, and to maintain service levels.

B. Periodic Program/Services Reviews '
The CFO and Department Heads shall undertake periodic reviews of City programs and

services for both efficiency and effectiveness. Programs or services determined to be
inefficient and/or ineffective shall be recommended through the annval budget process to be

reduced in scope or eliminated.

C. Purchasing '
All City purchases of goods and services shall be made in accordance with the City’s current

Purchasing Policy.

V.
Fund Balance and Reserves

Maintain the fund balance and working capital of the various operating funds at levels
sufficient to protect the City’s credit worthiness as well as its financial position during

emergencies or economic fluctuations.



A. Fund Balance/Working Capital
The City shall maintain fund balance and working capital amounts as set forth in the Reserve

Policy adopted by Council,

B. Use of Fund Balance/Working Capital
Fund balance/working capital shall only be used for emergencies, non-recurring
expenditures/expenses or major capital purchases that cannot be accommodated through
current year savings. Should such use reduce balances below the level established as the
objective for that fund, restoration recommendations will accompany the requesi/decision to

utilize said balances,

C. Fund Balance Classification
The governmental fund financial statements will present fund balances based on

clagsifications that comprise a hierarchy that is based primarily on the extent to which the

City is bound to honor certain constraints on the use of the financial resources within the

governmental funds. The classifications used will be as follows:

o Nonspendable: Amounts that canmot be spent because they are either (a) not in spendable
form or (b} legally or contractually required to be maintained intact. Examples include
inventories, prepaid items, and long-term receivables.

o Restricted: Amounts for which constraints have been placed on the use of resources
either (a) externally imposed by creditors, grantors, contributors, or laws or regulations of
other governments, or (b) imposed by law through constitutional provisions or enebling
legislation. Restricted fund balances include but may not be limited to: Debt Service
Reserves, Special Court Funds created by State Statute, Debt Service Funds, State and
Federal Forfeitures/Seizures, and City-Wide Donation revenues.

o Committed: Amounts that can only be used for specific purposes pursuant to constraints
imposed by formal action of the City Council. These amounts cannot be used for any
other purpose unless the City Council removes or changes the speoified use by taking
some type of action that was employed when the funds were initially committed.

o Assigned: Amounts that are constrained by the City’s intent to be used for specific

 purposes but are neither restricted nor committed, In governmental funds other than the
general fund, assigned fund balances represent the amount that is not restricted or
committed. This indicates that those resources are, at a minitnum, intended to be used for
the purpose of that fund.

e 'Unassigned: Is the residual classification of the general fund and includes all amounts not
contained in other classifications. Unassigned amounts are technically available for any

purpose,

Commitment of Fund Balance:

e The City Council is the City’s highest level of decision making authority and the formal
action that is required to be taken to establish, modify, or rescind a fund balance
commitment is an ordinance approved by the City Council at a regular City Couneil
meeting. The ordinance must either be approved or rescinded, as applicable, prior fo the
last day of the fiscal year for which the commitment is made. The amount subject to the
constraint may be determined in a subsequent period

Order of Expenditure of Funds:



o  When multiple categories of fund balance are available for expenditure, the City will
typically use Restricted fund balances first, followed by Committed, and the Assigned,
but reserves the right to selectively spend from any of the categories, including
Unassigned based upon the individual circumstances.

VL
Capital Expenditures and [mproveineuts

Annually review and monitor the state of the City’s capital equipment and infrastructure, sefting
priorities for its replacement and renovation based on needs, funding alternatives, and

availability of resources.

A. Capitalization Threshold for Tangible Capital Assets
1. Tangible capital items should be capitalized only if the asset’s initial, individual cost is
more than $25,000 and has an estimated useful life in excess of one year, Such assets are
recorded at historical cost ot estimated historical cost if purchased or constructed.

2. Donated capital assets ate recorded at estitnated fair market value at the date of donation.
The costs of normal maintenance and repaits that do not add to the value of the asset or
materially extend an asset’s life are not capitalized.

4, Aceurate inventories of all tangible items will be maintained to ensure proper stewardship

of public property.
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B. Five-Year Capital Improvement Plan (CIF)

1. The City shall annually prepare a five-year capital improvement plan based on the needs
for capital improvements and equipment, the status of the City infrastrocture,
replacement and renovation needs, and potential new projects. Capital projects are
improvements or additions to the City’s physical plant/facilities/infrastructure and
become a part of the City’s asset inventory. Capital projects can be further categorized
into land, buildings, improvements other than buildings, and infrastructure, which
includes roads, sidewalks, bridges, utility lines, physical plants, etc. Capital costs
typically consist of preliminary design, final design, and construction, and may involve
the acquisition of land or easements. For purposes of the CIP Plan, a Capital

Improvement Project should generally exceed a cost of $100,000.

2. For every project identified in the CIP, a project scope and project yustification will be
provided, Also, project costs shall be estimated, funding sources identified and annual
operation and maintenance costs computed. ;

3. The CFO is charged with recommending a Capital Improvement Plan to City Council.
The CIP shall be filed and adopted in conjunction with the annual budget.

4. Annually, through the budget process and at year-end, projects are to be reviewed. For
those identified as complete, any remaining funds will close to the capital improvement
fund. For those projects with identified savings, the project budget will be reduced and
the subsequent savings will flow to the capital improvement fund. These funds can then
be re-appropriated during the next fiscal year capital budget. Funds remaining from bond
proceeds will only be used in accordance with the legal use of those funds.



5, Appropriations for capital projects are for the fiscal year only, therefore re-appropriation
of capital funding is needed annually.
a. Any remaining budget authority in the capital account lines will be transferred into
the capital improvement fund for future capital needs.

6. Infrastructure Evaluation and Replacement/Rehabilitation

Water, wastewater, drainage, sttect lighting, streets and sidewalks, municipal facilities and
other infrastructure are fundamental and essential functions for public health and safety,
environmental protections and the economic well-being of the City. As a result, the City’s
CIP should be focused on ensuring that infrastructure is replaced as necessary to protect the
City’s investment, to minimized future replacement and maintenance costs, and to maintain
existing levels of service.

a. High priority should be given to replacing/rehabilitating capital improvements prior
to the time that they have deteriorated to the point where they are hazardous, incur
high maintenance costs, negatively affect property values, or no longer serve their
intended purpose.

b. The decision on whether to repair, replace or to rehabilitate an existing capital asset
will be based on which alternative method is most cost-effective, which would
include life-cycle costing, and provides the best value to the City.

7. Replacement of Capital Assets on a Regular Schedule (Fleet, Fire Trucks, and High-
Tech)

The City shall annually prepare a schedule for the replacement of its fleet, fire trucks, and

high technology capital assets, Funding for the replacement of these assets will be

accomplished through the ammual budget process, within the resources available each fiscal

year. A variety of funding options will be explored, including but not limited to cash on

hand and lease/purchase, based upon a determination of what would be in the best interest of

the City.

8. Capital premfﬁure Financing
The City recognizes that there are three basic methods of financing its capital requuements

Funding from current revenues; funding from fund balance; or funding through the issuance
of debt. Types of debt and guidelines for issuing debt are set forth in the Debt Policy

Statements,

Y, qu~AS You-Go Capital Improvements
a. The City will pay cash for capital improvements within the financial affordablhty of

each fund versus issuing debt when funding capital improvements and capital
purchases. This will reduce/minimize the property tax and utility rate impacts on
Pocatello citizens.

b. The City will seek out and use intergovernmental funding sources for capital
improvements in order to leverage City funding and to minimize property and utility

rate impacts.



10, Capital Improvements/Project Reporting
A summary/status report on the City’s various capital projects will be prepared monthly and

available to the CFO and fo the City Council. Income statements on the City"s CIP funds
will be prepared monthly and include budget-to-actual for each project as well as a list of
major contracts, expense to date, and % contract completion.

YIL
Debt

Establish guidelines for debt financing that will provide needed facilities, land, capital
equipment and infrastructure improvements while minimizing the impact of debt payments
on current and future revenues.

A. Use of Debt Financing
Debt financing, to include general obligation bonds, revenue bonds, lease/purchase
agreements, and other obligations permitted to be issued or incurred under Idaho law, shall
only be used to purchase capital assets that cannot be prudently acquired from either current
revenues or fund balances and to fund infrastructure Improvements and additions. Debt will

not be used to fund current opetating expenditures.

The City will pay cash for capital improvements within the financial affordability of each
fand versus issuing debt when funding capital expenditures and capital improvements, which
shall include, but not be limited to, sales tax, utility system revenues, developer fees, and
state and federal grants,

B. Affordability
The City shall use an objective analytical approach to determine whether it can afford to
issue general-purpose debt, General Obligation, water/sewer debt, and any other financing
permitted by State law. The process shall include an internal feasibility analysis for each
long-term financing which analyzes the impact on current and future budgets, which would
include the tax and utility rates. The process shall also include the benefits of the proposed
projects. The decision on whether or not to issue new debt shall be based on the benefits of
the project, current conditions of the municipal bond market, and the City’s ability to

“afford” new debt.

Tn no case will the City issue general obligation debt that will exceed the maximum amount
allowed per State law,

C. Types of Long-Term Debt
1. General Obligation Bonds (GO)
General Obligation bonds require voter approval and are secured by a promise to levy

taxes in an amount necessary to pay annual debt service.
a, General Obligation bonds must be issued for projects that are in accordance with the

wording in the bond proposition.
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D.

2. Revenye Bonds
Revenue bonds are generally payable from a designated source of revenue. They do not

reqquite woter approval,

For the Clty to issue new revenue bands, revenues, as defined in the ordinance
euthorizing the revenue bonds in question, shall meet the bond coverage ratio as defined
in the ordinance, Annual adjusttments to the City’s rate structures for Enterprise Fundg
will be made as necessary to maintain the coverage factor,

Debt Structures

The City shall normally issue bonds with a life not to exceed 30 years for both general
oblgation and revenue bonds, but in to cage longer than the useful life of the asset. The City
shall seek level or declining debt repayment schedules. There shall be no “balloon” bond
repayment schedules, which consists of low annual payments and one large payment of the
balance due at the end of the term. There shall always be at least interest paid i the first
figeal year after the bond sale and principal payments starting generally no later than the
second fiscal year after the bond issue,

The City wiil follow the State code concerning legal debt margins. The City shall seek 1o
begin meking attempts to structure future debt issnances, where affordable, to a declining

siructure,

Dabt Refunding

The City’s CFO ghall moritor the municipal bond market for opportunities to obiain interest
savings by refunding outstanding debt. As a general rule, the net present value savings 'of a
partioular refunding should exceed 3.0% of the refunded maturities unless: (1) a debt
restructuring is necessary; or (2) bond covenant revigions are necessary to facilitate the
ability to provide services or to issue additional debt or; (3) the refunding is combined witha

new debt issnance.

Sale Process
The City shall use & competitive bidding process in the sale of debt unless the nature of the

issue warrants a negotiated sale.

Bownd Ratings -
Full disclosure of opemﬂons and open lines of communications shall be maintained with the

rating agencies, Credit ratings will be sought from one or more of the nationally recognized
municipal bond rating agencies, as recommended by the CRO.,

The City will continually steive to maintain or increase the City’s current bond ratings by
prudently managing ity funds and by reviewing and monitoring finanéial policies, budgets,
forecests and the financial health of the City.

Covenant Compliance
The City will comply with all covenants stated in  the bond ordinance, including providing for

annual disclosure information and providing for material event notices.
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[. Arbitrage Rebate Monitoring and Reporting

Arbitrage is the interest earned on the investment of bond proceeds above the interest paid on
the debt. The City will maintain a system of recordkeeping and reporting to meet the
arbitrage rebate compliance requirement of the JRS regulation. The recordkeeping shall
include tracking project expenditures, interest earned on the bonds, caleulating rebate
payments, and remitting any rebatable earnings to the fedetal government in a timely manner
in order to preserve the tax-exempt status of the outstanding debt. Arbitrage rebate
calculations will be performed as required by state law on all debt issues and the liability

‘recorded for any positive arbitrage. Due to the specialized natute of the calculations, this

function will typically be outsourced.

Lease/Purchase Agreements
The City will use lease/purchase agreements for the acquisition of equipment when it is cost-

effective and provides for attractive terms, All lease purchase agreements will be approved
by the City Council no matter the dollar amount.

VIIL.
Cash Management and [nvestments

To maintain the City’s cash in such & manner so as to ensure the absolute safety of principal,
to meet the liquidity needs of the City, and to achieve the highest possible yield. -

. Investment Management

1. All aspects of cash/investment management shall be designed to ensure safety and
integrity of the City’s financial assets.

2. Cash/lnvestment management activities shall be conducted in full compliance with
prevailing local, state, and federal regulations. (See City’s Investment Policy)

3, The City will utilize competitive quotes from approved broker/dealers, affording no
special advantage to any individual or corporate member of the financial or investment
community. :

4. The City will only do business with City authorized broker/dealers and/or financial
institutions as approved by Council and who have executed a wiitten certification of their
review of the City’s Investment Policy.

5, The City shall design and establish policies relating to a variety of casb/investment
management issues, such as eligibility and selection of various broketr/dealers,
safekeeping requirements, collateral requirements, delivery versus payment requirements,
weighted average maturily requirements, and othet such aspects of the program, which
necessitate standard setting in pursuit of appropriate prudence and enhanced protection of
assets. (See City’s Investment Policy)

6. Investments of the City shall be made with the exercisec of judgement and care which
persons of prudence, discretion, and intelligence exercise in the management of their own

affairs, not for speculation, but for investment.
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B. Investment Strategy
The City of Pocatello maintains a consolidated portfolio in which it pools its funds for

investment purposes. The City’s investment program seeks to achieve safety of principal,
adequate liquidity to meet cash needs, and reasonable yields commensurale with the
preservation of principal and liquidity, (See City’s Investment Strategy)

C. Arbitrage Investments
Investment on bond proceeds will be made with safety of principal and liquidity in mind, but
with a competitive rate of return. If there is positive arbitrage, the rebatable earnings will be

sent to the IRS, ag necessary.

D. Depository
The City will select its official bank through a formal bidding process, as per Idaho State
code, in order to provide the City with the most comprehensive, flexible, and cost-effective
banking services available. The City will strive to bid depository setvices every five years,
but no tonger than every 7 years. The City will review the financial health of the City’s
depository annually to include but not be limited to earnings, assets, capital, and liquidity.

IX.
Grants and Intergovermmental Revenues

The City will seek, apply for, and effectively administer federal, state and local grants, which
support the City’s current priorities and policy objectives, The City should take advantage of
opportunities to enhance service delivery through intergovernmental cooperation, shared

revenues, and grants.

A, Grant Guidelines
1. The City shall apply and facilitate the application for only those grants that are consistent
with the objectives and high priorities identified by the Council and management,
2. Grant funding will be considered to leverage City funds. Inconsistent and/or fluctuating
grants should not be used to fund ongoing programs and services, :
3. The potential for incurring ongoing costs, to include assumptions of support for grant-
fiunded positions from local revenues, will be considered prior to applying for a grant,

B. Grant Review Process
1. A uniform grants pre-application process will be utilized to assure the City has all the

information necessary to make a decision regarding a potential grant. Information to be

provided should include, but not be limited to:

b. The grant being pursued and the use to which it would be placed

¢. The objectives or goals of the City which will be achieved through the use of the
grant

d. The local match required, if any, plus the source of the local match

¢. The increased cost to be locally funded upon termination of the grant

13



2. All grant agreements will be reviewed by the appropriate City siaff, includisg Finance
and the sponsoring department, to ensure campliance with State, Federal, and City

regulations,

C. Budgeting for Grant Expenditures
Annually, via the budget process, departments will submit for possible funding, known, grant

opportunities. These grant opportunities will be priotitized and ranked along with ali other
supplemental tequests. Ifapproved, the expenditure and assoclated revenue will be
appropriated in the requesting fund. If there aro grant opporamities that arise during the year
and are received by the City, the budget can be amended via the projections, if the City can
find the local mateh required.

D. Grant Termination and/or Reduced Grant Funding

1. In the event of reduced grant funding, City resources will be substinnted only after all
program priorities and alternatives are considered during the budget process, unless the
City is obligated throngh the terms of the grant to maintain the positions, services, ot
equiprment. i

9, The ity shall terminate grant-funded programs and associated positions when grant
funds are no longer evailable, and it is defernined that the program no longer supports
City goals and/or is no longer in the best interest of the City, unless the City has cbligated
itself through the terms of the grant to maintaln the positions, gervices, ot equipment,

14
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City of Pocatello
Financial Policies

Purchasing

Contents:

General Guidance
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Purchase cards
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Capital and other large expenses

e I

1. General Guidance.

o Purchasing is accomplished by city employees. Other people such as advisory
board members, ad hoc committees, ete. are not authorized to obligate city
money. When they need things, they will coordinate the purchase thru a city
employee.

o The purchase of goods and services should be efficient and cost-effective.

e The purchasing process shall be publicly accountable and respect the shared goals
of economy and quality.

o The city shall endeavor to purchase goods and services from vendors with a
significant Idaho economic presence, and in particular, a significant city economic
presence, where possible.

¢ Purchasing shall be accordance with applicable laws and regulations, including
Idaho Code Title 67, Chapter 28 (Purchasing by Political Subdivisions).

2. Procuring goods and services.

a. Goods and services less than $10,000: Departments will procure from the vendor
that they believe offers the best value for the city. Departments will utilize good business sense,
No formal documentation of competitive quotes is required.

b. Goods apd services between $10,000 and $25,000: Departments will attempt to
obtain at least three informal quotes (either by written or telephonic means). The Mayor or Chief
Financial Officer may approve an exception, when presented with just cause. Departments will
attach evidence of their quote process to the invoice which is to be paid. Evidence can either be
the rejected quotes (handwritten note on the invoice to be paid “obtained 3 quotes. This was the
lowest, rejected 2 quotes attached) or a memo describing a telephonic process if written quotes
were not obtained. If an exception was obtained, the department shall write on the invoice
“exception to 3 quotes obtained, per Mayor/CFO on month/day/year” and attach a memo
explaining the rationale for the exception.



¢. Goods and services over $25,000 but less than $50,000. Depariments will attempt
obtain at least three formal quotes, in accordance with 1.C. 67-2806. Formal quotes involve
written description of the product or service desired and written responses from vendors. These
can be emailed, faxed or mailed, but hand-written notes, such as recounting telephonic
solicitations, are not acceptable. Quote documentation or documentation of efforts to obtain
quotes shall be attached to the invoice to be paid. The Mayor/CFO may not approve an
exception to this process.

e. Goods and services over $50,000. The purchase shall be subject to an open
competitive sealed bid process described in 1.C. 67-2806 (2). Departments will attach summary
documentation of the results of their bid process to the invoice to be paid.

f. Professional services and insurance. Procurement of personal or professional
services to be performed by an independent contractor for the city, as well as procurement of
insurance, are not required to be bid, nor does the city require at least 3 quotes. But each
contract will be approved by the City Council as a separate agenda item and purchasing
departments are required to justify their choice before the Council in a public meeting.

g. Real Estate. Coordinated by the legal department on behalf the Couneil.

h. Sole Source and Emergencies. The City Council may determine that there is only
one vendor reasonably available for goods or services (compatibility with existing equipment,
copyrighted material such as books and movies, public utility services, etc). The city will
publish notice of intent to proceed with sole source procurement in the official newspaper,
pursuant to 1.C. 67-2808 (if less than $50,000, the department will simply document it’s inability
to obtain three quotes, attach that to the invoice to be paid and the procurement will proceed
without public notice). The City Council may also declare an emergency and any sum required
in the emergency may be expended without compliance with formal bidding procedures per LC.

67-2808.

3. Public Works Contracts. City policy is to procure in accordance with 1.C. 67-2805,
summarized below:

a. Exception to requirement to use licensed publics work contractor. For
construction projects less than an estimated cost of $50,000 and where the city believes there
may be a lack of available licensed contractors, the city may publish a notice of intent to procure
in the official newspaper and concurrently send notice to the public works contractors licensing
board, in an attempt to solicit interest from one or more licensed contractors. If no licensed
public works contractor submits a statement of interest, the city may purchase public works
construction from other than a licensed public works confractor.

b. For public works projects less than $25,000: the city may procure the construction
work from a licensed public works contractor judged by the procuring department head as
demonstrating good business sense and being in. the best interest of the city. If the contractor is
not a licensed public works contractor, the city will apply the exception process noted above.



¢. For public works projects greater than $25,000 but less than $100,00¢:

Solicit bids from no fewer than three licensed public works contractors.

The Director of Public Works will approve the lowest responsive bid
proposing the lowest procurement price or reject all bids and start over.
Documentation describing the ¢ity’s selicitation effort and selection shall be
attached to the invoice that the city will pay (this enables the city to readily
access the documentation)

Ifit is inpractical to obtain 3 bids, the city will document its attempts to
obtain bids and may procure the work from a licensed public works contractor
quoting the lowest price. The eity shall comply with state requirements tc
maintain documentation of our efforts to obtain 3 hids for at least 6 months
after the procurement is made. This is done by attaching relevant
documentation to the invoice that the ¢ity will pay.

The city will use a licensed public works contractor unless the project is less
than $50,000 and the city has complied with the exception process cutlined in
paragraph a.

d. For public works prejects greater than $1€}G}00(}:

Purchase pursuant to a competitive sealed bid process with the putchase made
from the qualified public works contractor submitting the lowest price,
complying with the bidding procedures and meeiing the pre-qualifications (if
any) established by the bid documents,

The city may elect not to pre~qualify bidders. The city shall proceed with
“category A” procurement, per IC 67-2805 (3) (a).

The city may elect to pre-qualify bidders. The city shall proceed with
“category B” procurement, per IC 67-2805 (3} (b).

[11 either case, the procuring department will attach evidence of the bid
process to the tavoice which is to be paid. The same sumimary of the bids
received, prices quoted and the selection that is provided to the Council in
their agenda packets will normally be sulficient.

4. Processing for payment. The city processes claims as follows:

Invoices for goods & services are received by the department or fund
manager.

Invoices are coded against the proper line ifem by the department finance
administrative assistant and initialed by the department head as approved for
payment.

The departmeni-coded and department-approved invoices are grouped in
batches and submitted to the Chief Financial Officer for his/ber initials and
review for proper accounting,

The double-approved invoices are entered for paytment in the city’s
accounting gystem in a group.



o The group report and related invoices are submitted to city finance staff for
verification.

o The groups are processed in a check run, Finance staff prepares reports for
Couneil and presents for approval at a regular Council meeting. If approved,
then checks are available the next day for either mail-out or distribution to the
departments if they had indicated that they wanted the check routed to them.

e Finance establishes cut-off days for each month. Groups that miss the cut-off
will be processed in the next cycle.

5. Purchase Card System.

o Purchase cards utilizing a major credit card (Visa/MasterCard) are the preferred
method of payment for small purchases (less than $500 for a single transaction) and
may be used for any amount that a vendor will accept.

e Purchase cards are issued by the Finance department upon approval of the
Department Head or Fund Manager and concurrence of the CFO.

o Transaction limits and credit limits are established by the CFO upon coordination
with the Department Head or Fund Manager.

o Purchase card users will retain receipts for each transaction. They will code the
purchase according to the city chart of financial accounts on the card vendor website
and enter a description,

e Cardholders will participate in a monthly statement reconciliation in which they code
and describe their final purchases for the period, print their statement, attach receipts
and forward the packet to their designated approver. After review, the file will then
be sent to Finance for final review.

o All personnel in Finance are designated as purchase card program administrators and
can re-set passwords, resolve declines, change credit limits etc. but will keep the CFO
informed of their actions.

e The city’s purchase card policy contains additional detail.

6. Demand Checks.

o Standard policy is to pay all claims in a single run once per month.

o Out of cycle checks are sometimes required. We call these “demand checks”.

e Demand checks are approved by the CFO for out of cycle processing. Requesting
departments should note on the invoice when it is that they need the check. Finance
will normally group the demand checks and do a run for the week, ete. unless they are
informed otherwise. Because we have adopted electronic security measures, issuing a
check involves some processing with the bank. Thus, “I need it today™ is
discouraged, although Finance can do it if the sitvation demands. The Treasurer or
Deputy Treasurer may also approve demand processing if the CFO is unavailable.

o Requesting departments should consider the reasons for the out of cycle payment and
the time until the next cycle occurs. Good reasons for demand processing include:
Jarge payments for which the cash flow implications for the vendor are material;
lower fees for early training registration; special opportunity such as rehab property



acquisition at auction; travel advances to avoid hardship on employees and missed
payments or anything where delay would put the city in a bad light.

7. Capital Expenses or other large dollar purchases.

o Our general policy is to delay large dollar purchases during the budget year until
February 1 or later if that is consistent with depattment needs and common sense.

e The reason we prefer delay is because the city is generally cash-poor by December.
We want to delay large expenses until after we receive our semi-annual property tax
money in late January (several million dollars). Money we spend October — January
detracts from our ability to earn interest on longer term investments and could force
the city to sell some investments at a poor time, just to raise the cash necessary to
cover large purchases.

e The CFO approves exceptions, if that saves the city money or is necessary for
operations.

8., Miscellaneous Guidance

e Purchase from employees or immediate family members discouraged. The city
will not normally buy goods or services from employees or family members because
it may create a perception of favoritism or difficulty in proving adequate value. The
CFO will approve all exceptions and will normally do so only after receiving an
opinion from the legal department that the proposed purchase is defendable.

e  Petty cash used for payments less than $10. If the department has a petty cash

fund established, it is the preferred method to pay expenses less than $10

Sl




CITY OF POCATELLO -~ PURCHASE CARD POLICY
Article |. Purpose

Section 1.01 To establish a Citywide policy for the use of City issued
procurement cards (City Cards) and establish guidelines for administration of the

procurement card program. The procurement card program is targeted at
increasing efficiencies in obtaining low dollar goods and services.

Article ll. Policy

Section 2.01 The Chief Financial Officer will administer the City's procurement
card program. : .

Section 2.02 Procurement cards will be issued to employees designated by
department directors for purchasing goods and services necessary to conduct

their daily work activities. :

Section 2,03 Procurement cards will be primarily utilized for expenditures less
than $1,000 and readily available for immediate purchase and/or shipment.

Section 2.04 All purchases must be conducted in compliance with applicable
State Laws governing procurement and City policies.

Section 2.05 The Chief Financial Officer shall have the authority to increase the
card/transaction limit upon examination of the buying patterns and expenditure
budgets of the cardholder's department.

Section 2.06 In no case will the City Card be used for cash advances unless it is
an emergency situation. The Chief Financial Officer must obtain written
authorization from the Mayar to declare an emergency.

Section 2.07 All parties involved in the use of a procurement card will be
required to comply with the procurement card program procedures and manuals
as established by the Chief Financial Officer to ensure that expenditures are
reviewed and managed in accordance with sound financial practices.

Issued - 8/13/20
Page | of 4
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CITY OF POCATELLO - PURCHASE CARD POLICY

Article 111, Program Levels

Section 3.01 Program Administrator(s)

()

(b)

()

(d)

The Chief Financial Officer of the City will be the primary program
administrator, in his/her absence or at his/her direction the following
personnel may act in the capacity of administrator; the City Treasurer, The
Deputy Treasurer, or the [T Director.

The Program Administrator(s) will function as the primary contact(s) with
the City’s Department Directors, Division Managers, Approvers and
Cardholders.

Among the Program Administrator(s)’ responsibilities will be to issue and
deactivate procurement cards, monitor program transactions, create and
maintain administrative recordkeeping in accordance with approved record
retention schedules, reconcile monthly billings from the card provider to
financial records, perform fact-finding inquires, conduct compliance
reviews, and function as the program training instructor(s). '

The Program Administrator(s) will be required to comply with the
procurement card program policy, procedures, and manuals.

Section 3.02 Department Directors and Division Managers

(@)

(b)

Department directors and/or division managers will designate the
employees who require a City Card.

Department directors will authorize all requests for activation/deactivation
of program accounts, assignment of credit limits and single transaction
limits, and issuance of City Cards.

(c) Among department director(s)’ and division managers’ responsibilities will

(d)

Tssued - 8/13/2

be the review, monitoring, and approval of procurement card transactions
made on behalf of the City by department/division employees.

Department directors must perform the approval of their department
procurement card transactions however, in their absence, designate an
Approver(s) to perform this role. An Approver(s} may be designated to
review and monitor card transactions.

Page 2 of 4



CITY OF POCATELLO -~ PURCHASE CARD POLICY

{(e) When an Approver(s) is designated, the department director will provide
the Approver(s) with the necessary information for initiation of
procurement card accounts for the department.

(f} The department directors and division managers will be required to
comply with the procurement card program policy, procedures, and
manuals,

Section 3.03 Approver

(a} Department director(s} may perform the role of Approver or can cdesignate
an Approver(s) for department-wide administration of procurement cards,

(b) Among the Approver(s) responsibilities will be the review and monitoring
of the department personnel's procurement card transactions,
reconciliation of department procurement card transactions fo transaction
documentation, and maintenance of department program records in
accordance with approved city policy. Approver(s) will only have approver
authority in the absence of the department director and at the department

directors’ direction,

(c) The Approver(s) will be responsible for enforcing the procurement card
program’s policies and procedures as they apply to the Approver(s)
functions.

Article IV. Definitions

Saction 4.01 City — The City of Pocatello, a munisipality, is referred to as the
City.

Section 4.02 Card Provider — A card provider is a financial institution that issues
procurement cards (City Cards) used by the City's employees,

Section 4.03 Progcurement Card — A procurement card is a commercial credit
card with restricted dollar amount limitations and assignment of restricied
categories of goods and services, A procurement card is referred to as the City

Card for the City procurement card prograrm.

Section 4.04 Program Administrator(s) — The Chief Financial Officer has the
responsibility and authority to overses and regulate the City Card program as the
Program Administrator. He or she can designate additional program
administrators to facilitate the oversight of the program.

Issued - 8/13/20
Page 3 of 4



CITY OF POCATELLO -~ PURCHASE CARD POLICY

Section 4.058 Approver — The approver is a departmental employes(s), who is
the department director or an employee(s) designated by the department director
to monitor, review and reconcile department personnel’'s City Card transactions.
fn addition, the approver is responsible for the submission of required
documentation to the department director for approval and then to the Program
Administrator(s) and maintenance of departmental records.

Section 4.06 Cardholder ~ A cardholder is a city employee who has been
authorized and approved to utilize the City Card for City purchases of goeds and
services necessary {o perform work activities. No city employee may be &
cardholder unless said employee has access to online edit functions for ¢ard

transactions.
Section 4.07 Transaction — A purchase made by means of the City Card.

Section 4.08 Transaction Document - Transaction documents consists of, but
not limited to, a sales or charge ticket/slip, sales invoice, credit memo/slip, cash
register receipt, arder form, ete. Cardholders are required to provide
documentation for all transactions made with the City Card,

Section 4.09 Departmental Records — Department records will consist of
records as specified in the program'’s procedures and operations manuals.
Examples of such records are approver agreement, cardholder agreement,
employee profile, account maintenance form, transaction documentation,
 cardholder activity statements, approver’s validation of cardholder activity
statements, department transaction sumrnary rapot, reconcilialions,
procurement card policy, approver's program manual, cardholder's program

manual, efc,

Tasued - 8/13/20
Page 4 of 4



CITY OF POCATELLO, IDAHO
CITY CARD PROGRAM POLICY
Acknowledgement Form

I have received a copy of the City of Pocatello’s City Card Program Policy,
and T understand that compliance with this Policy is a condition of being a
participant of this program.

I have carefully heard and/or read this Policy and understand its content.
have been given an opportunity to ask questions about this policy and have
received satisfactory explanations concerning my questions.

As a participant of the City’s procurement program, I understand that I must
comply with all policies, procedures, and manuals established for this
program. I also understand that all purchases that I make with the City Card
must be in compliance with Idaho State law governing procurement and City
Policies. I understand T am the only authorized person to use my assigned
purchase card.

I agree to comply with this Policy. I understand that failure to do soorifl
am found to have misused the City Card in any manner will result in my
being in violation of this Policy. Violation of this policy will subject me to
any or all of the following:

1. Revocation of the privilege of card usage

2. Disciplinary action

3. Termination of employment

4. Criminal charges being filed against me

Employee’s Name (print) Employee’s Signature

Department Name Date

Program Administrator’s Signature Date

#d)
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January 5, 2018

MEMORANDUM

TO:

All Department Heads

FROM: Mayor Brian Blad W

SUBJECT!  Administrative Matter Policy

There ate regulatly questions about what I can mgn as an administrative matter and what you should
take to the City Council for approval, While we've discussed this previously, nothing has been get
out it 2 policy, Since May 3, 2016, we have utilized the Administeative Matters Policy, Iam
updating the policy due to changes in the law Legsudmg bid thresholds. Therefore, below is the City’s
Administrative Matter Policy updated, which will be it effect beginning Januasy 8, 2018,

- Administrative Matters e
Does not meet the informal biddmg thteaholds, itis $49 999 ot less. Plo]ccis or putclmes
cantiot be split in ottler to keep them below the dollar amount for bid requiements.

o Already authotized and in-a depattment’s budget. Must have Ene detail for the expenditure,

¢ Recurring and has previously been approved by the City Council.

Council Approval

City Council should approve putchases/contracts/agtedments /etc, is:

L]

New and has never been considered before.

$50,000 or more 1Lgsudleas of whethes ot not it is authorized and inchided in a depzitment’s
budget for services, equipment, and public wotks construction prajects (beginning of bid

thresholds),

Not budgeted, even if the department’s overali budget will not be exceeded.

Beyond what is authorized in depattment’s budget.
All grant applications/agteements.

All resclutions and ordinances,

AN EQUAL OPPORTUNITY EMPLOYER.

VETERAN'S PREFERENCE




Administrative Matter Policy
January 5, 2018
Page Two

Thete will be unique circumstances I'm sute, These citcumstances will be reviewed on a case-by-
case basis and routed appropriately,

Regardless of whether it’s an administrative matter or for Council approval; all documents must be
sent to the Legal Depaitment for review. Please include the account line number which provides
the budget authotization for the expense. Iwill not sign any document that has not been approved

for signature.

/js
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Capital Improvement
Planning Manual

FORMS AND INSTRUCTIONS




PREPARED BY:

City of Pocatello Finance Department



Introduction

The Finance department has produced this manual to provide City departments with information,
instructions, and forms that can be used for the annual capital improvement program (CIP).

I.  Preparation of the Capital Improvement Plan (CIP):

A. The purpose of the capital improvement plan (CIP) is to forecast and match projected
revenues and major capital needs over a five-year period. Long-range capital planning is
an important management tool, which strengthens the linkages between community
infrastructure needs and the financial capacity of the City.

B. All proposals for capital investment shall go through the capital planning process.

C. Definition of appropriate capital items for inclusion on the CIP:

1. Definition of a CIP capital expenditure — Expenditure of major value that recurs
irregularly, results in the acquisition of a fixed asset, and that has a useful life greater
than one year.

2. As atule of thumb, items to be included in the CIP include those which:

(a) Involve the acquisition, renovation, and/or construction of a single fixed asset
greater than $100,000

(b) Involve any land purchases not associated with or included in another CIP project

(¢) Involve capital road maintenance or construction greater than $100,000 —
excluding recurring or routine maintenance projects

D. The difference between departmental capital outlay items (in operating budget) and
capital project outlay items (in CIP):

1. Deparimental capital items shall not be submitted as part of the CIP. Departmental
capital items include: '

(a) Equipment/tools, furniture, office equipment such as computers and fax machines,
minor remodeling or other construction projects below $100,000 (such items
should be outlined in the “Capital Outlay™ section of the operating budget request)

(b) All vehicles/machinery below $100,000

E. Inclusion of expenditures for maintenance and/or staffing in the CIP:

1. All operating, maintenance, and personnel budget expenditures associated with the
purchase of a CIP item shall be included and noted in the annual operating budget.
However, for reporting and [uture expenditure forecasting purposes, the estimated
additional expenditures on operating, maintenance, and personnel shall be included
on all CIP requests.

II.  Organizational Tssues:
A. Departments are responsible for identifying, documenting, and justifying CIP requests.
Departments are also responsible for obtaining project cost estimates and identifying



appropriate revenue sources for the project (the Finance department ghall assist in

identifying costs and appropriate revenue sources).

B. The CFO, in conjunction with Budget staff, shall be responsible for coordinating the CIP
process and submission of the CIP to the Mayor and City Coungil.
C. Council review, recommendation, and adoption of CIP:

1. The CFO’s recommended CIP shall be submitted to the Mayor and City Council for
their review and recommendation during the department presentation portion of the
annual budget process, NOTE: Governing Body recommendation of the CIP does
not authorize money for any of the projeets in the plan, but recommendation by the
Governing Body shall provide the CFO direction to proceed with formulating the
annual CIP and inclusion of first year CIP items in the recommended budget.

2. A Capital Projects Ordinance will be adopted by the City Council with the City’s
Annual Budget,

III. Evaluatiom of Project Merit:
A. Proposed CIP items will be evaluated and ranked according to merit.
B. Projects should generally be foreseen ahead of the time {preferable 5+ years) of need to
allow time for planning long-term financing strategies or financing methods.

IV. Funding Sources:
A. The following types or combination of financing may be considered under the following
circumstances:
1. Debt methods:

(a) General Obligation Bonds (G.O. Bonds) — The capital item is used for a public
facility or equipment that is a public good and that has no revenue-producing
capability (e.g. streets and municipal buildings or structures). Generally, G.O.
Bonds are only used for major Tax fund projects.

(b) Revenue Bonds — The capital item is used for a non-public good in which a
revenue stream is associated with the capital item (e.g. sanitation, water, and
wastewater),

2. Non-Debi methods (Also referred io as Pay-as-you-go)

(a) Current revenues — The capital item can be acquired through existing revenues.

(b) Capital reserves — The capital item can be funded from City Council designated
taxes or revenue streams that are set aside in a separate fund.

(¢) Reserve balance — The capital item can be funded with available fund reserve
balance.

(d) Grants — Funding of the capital item may be secured upon application of a grant.

(e) Gifis — The capital item may be purchased or acquired with restricted or non-
restricted donations by cilizens ot corporations.



B, Dsht Limits

I.

The City will follow the State code concerning legal debt margins,

C. Course of action in the event that the costs of a capital project are under or overestimated

1.

Underestimated —

(a) Review project scope and performance of contractot,

(b) Analyze need for more funding — i.e. cost overruns, unforeseen circumstances,
new legal requirements,

(¢) Develop and present options with recommended action to the Governing Body.

Overestimated -

(a} Analyze reasons for overestimation.

(b) Savings are transferred into the capital improvement fund for futire capital needs.



CIP Request Form Instructions

When completing the CIP submission forms, please do your best to fully complete each section
because more detail makes the review process easier. Feel free to attach any helpful
supplementary information. If possible, complete the forms electronically.

Date submitted: Record the date this project was first submitted.

Project Title: Give the project a sufficiently descriptive title.

Department: Department originating the request and responsible for the project.

Contact: Name and contact information of the person overseeing the project.

Department/Prioxity: Check the appropriate checkbox based on the definitions below:
Urgent/Legally Required — Completing this project will address an imminent risk to the
safety of the public or municipal personnel, and/or it will prevent the imminent
destruction or collapse of public infrastructure and loss of assets. Alternatively, this

project is required to bring the community into compliance with federal or state safety,
environmental, accessibility, or other regulations and legal requirements.

Maintain Service — Completing the project is necessary to ensure level of service for the
npcoming fiscal year. This priority type may include projects that replace old or worn-
out equipment, dramatically rehabilitate aging facilities, or facilitate a department’s
ability to meet increased service demands.

Enhancement — Completing this project will provide a benefit to the community over and
above the existing service level, or it will result in cost savings or other efficiencies.

New, Recurring, and Multiyear Projects:
New — This is a first-time submission

Recurring — This is a routine project that must be completed annually or periodically,
such as upgrading a pumping station’s infrastructure or rehabilitating athletic fields.
Update the submission text and financing information with any relevant changes for the

upcoming year.



Multiyear — This project will span a number of phases over multiple fiscal years before
being completed. Indicate the project phase for the forthcoming year and the total
number of project phases. Multiyear projects are distinet from Recurring ones in that
they have end dates. If this is the first submission of a Multiyear project, also select New.

Resubmission — This project was submitted in a previous year buy not approved. For this
submission, make any necessary updates to the description and cost estimates.

Description: Provide a basic description of the proposed project or equipment purchase,
including:

u  Location (if a building)

n Type of building

»  Intended use(s)

®  Whether land acquisition will be necessary (if a building)

" Project timeline, including expected date for breaking ground

¥ Discussion of primary cost drivers

¥ Stakeholders involved

»  Expected useful life

Benefits of the Project and Iinpact if not Completed: Provide your justification for the
project in this box. Highlight the specific benefits that will directly result from completing the
project. These details may depend on the chosen priority level. For instance, if the priority level
is “Enhancement,” you should fully describe any and all new benefits the project offers,
including any cost savings or efficiencies. Just as importantly, state how the project will benefit
the commumity and administrative stakeholders. You should also explain what will happen if the
project is not approved by fully describing the potential consequences to the community. This
information is particularly important for projects classified as “Urgent/Legally Required” and
“Maintain Service.”

Discuss Operating Budget Impact: Explain the project’s temporary and/or long-term impact
on the operating budget. Oftentimes, capital projects (especiaily construction ones) can result in
increased operating costs. Some may only be necessary for the project’s duration (e.g., increased
use of one building while another is demolished and reconstructed). Others may be longer
lasting, such as a new building resulting in increased utility costs or the hiring of additional
maintenance personnel. In addition to a narrative description of the project’s operating budget
impact, put the dollar estimates into the appropriate boxes in the Operating Budger Impaci table
in the Recommended Financing section at the bottom of the form [the choices are: During
Project, Post-Project Annual, and Post-Project One-Time].



Funding Category: Input figures for cost estimates into the appropriate detail line item box(s)
only. The sheet will automatically calculate the totals of each category.

Study/Design ~ feasibility studies, engineering, or design work required for the project
Land Acquisition — purchase of land or property necossary for the project

Construction — new building construction or capital improvement to existing
infrastructure ‘

Egulpment/Furnishings — heavy equipment, vehicles, or major building fixtures
Construction Contingency — This information is necessary (o ensure adequacy of funds if
project costs fluctuate from submission to project start, This should come from an

informed, defensible analysis of potential future cost increases.

Other — another funding category not listed above. The project description should
adequately explain why this category was chosen.

Funding Souree(s): For the given project, put a checkmark next to all applicable sources:
Teax Levy — funded with cash from standard tax fund revenues, including property taxes.

Debt - financed through the issnance of standard, general obligation bonds or revenue
bonds (enterprise funds),

Grani(s) ~ Check this box if you anticipate that the project will be elipible for partial or
full grant funding. ,

Denation(s) — funded through restricted or non-restricted donations by citizens or
corporations,

Capital Contingency — funded by an appropriation from the Capital Savings fund.
Reserves — finded through appropriation of available fund reserve balance.

Fees - funded through nse of fee income, or increase in foes,

&



Afier your projects are submiited, they will be evalualed baséd on the criteria below:

Public Safety and Health: What 18 the project’s impact on existing public health and
safety conditions? Doeg it address an existing concern, or is there an increased rigk for

unforeseen consequences?

Legual Requirements: Is the project necessery o bring the community into compliance
with a legal requirement or regulation mandated by the state or federal government?

Infrastructure: How does the request address the commmunity’s needs within the confext
of existing infragtructure problems, and how well does it integrate with that

infrastructure?

Impact on Service and/or Personnel. Is the project necessary to support a new or
expanded service the City is offering? An example might be the purchase of equipment
needed to support and maintain a new park or recreational area. Or, if a department has
recently increased staff, is the request necessary for equipment for the new staff to

perform their work?

Note: This page should provide, in plain language, an overview of the criteria decision markers
the Governing Body will use to evaluate and prioritize capital requests when building that year’s
capital budget. Including this information in the manual will help the department heads to write

cornplete and informative requests.
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RESOLUTION NO. 20/ (o™ '7

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF POCATELLO, A
MUNICIPAL CORPORATION OF IDAHO, ESTABLISHING A POLICY FOR RESERVES
WITHIN THE CITY’S FUNDS IN ORDER TO PROVIDE FINANCIAL STRENGTH,
FLEXIBILITY AND CASH FLOW MANAGEMENT WITHIN THE CITY OF

POCATELLO.
WHEREAS, the City Council and Mayor have determined that it is prudent to

establish a Reserve Poiicy that will enhance the City’s financial strength, flexibility, and cash
flow management for budgetary consistency and regulation; and

WEHEREAS, the institution of a reserve policy will:

1. provide the ability to insulate general fund programs and current service levels
from large and unanticipated one-time expenditure requirements, a revenue reduction due to a
change in State or Federal legislation, adverse litigation ot any similar unforeseen action; and

2. temporarily insulate g;aneral fund programs and cusrent service levels from
slower revenué growth that typically occurs during an economic recession; and

3. provide .for the Enterprise Funds to build reserves in accordance with the City
adoptgd Rate Study; |

NOW,.THBREFORE BE IT RESOLVED BY THE Mayor and Council of the
City of Pacatello hereby adopts a Reserve Policy as follows:

1. The adoftion of & Reserve Policy is a prudent practice that will enhance the
City of Pocatello’s financial strength, flexibility, and cash flow management.

2. The purpose of this Polioy is to establish consistent standards and guidelines
for the management of reserves.

3. This policy shall;

A. maintain and improve the City of Pécatello’s working capital

réquirements; and



[ —

B. provide for future operating and capital requirements; and

C. provide for offsetting of unanticipated fluctuations in operation and
capital activities which may be caused by unanticipated one-iime
expenditures, a revenue reduction due to a change in Stafe or Federal
legislation, adverse litigation or any similar unforeseen action; and

D. temporarily insulate general fund programs and current service levels
from slower revenue growth that typically occurs during an economic
recession; and

E. provide for the Enterprise Funds to build reserves in accordance with
the City’s adopted Rate Study.

4, All tax suppérted funds shall accumulate reserves equal to 25% of the ensuing
fiscal year’s expenditures. At the end of each fiscal year and after completion of the annual
audit, any amount remaining above the required 25% reserve balance shall be available for use
in the next fiscal yoar budget process for one-time capital needs or other improvements as

approved by the Mayor and City Council. (See Idaho Code §50-1005).

5. The Sanitation, Water, and Water Pollution Control department funds shall
accumulate reserves in accordance with their respective Financial Planning Study’s rates,

adopted by the City Council, in order to provide for planned operational and capital

expenditures.

6. Capital Project, Debt Service and Grant Funds are not required to maintain
reserves due to the expenditures being fulfilled with transfers and current grant monies unless

the funds are required to do so to comply with a bonding requirsment.

RESOLUTION 2.



7. The Retirement Payout, Capital Acquisition, Building Renovation, Fire
Apparatus and Street Capital funds shall build reserves for future needs as their budgetary

balance allows.

8. The Workman’s Compensation Fund Reserve Pund shall accumulate and
maintain a balance of $1,500,000.00 for the payment of potential worker’s compensation
claims covered by the City’s partially self-insured program.

9. All reserve accounts shall be represented in a report and presented to the
Council annually by the City’s Chief Financial Officer and/or his/her designee.

10. Use of reserves must be approved by the City Couneil and the Mayor through
the apnual budget process and/or semi-annual budget amendment process.

11. All reserve balances shall be reviewed by the Chief Financial Officer at the
end of each fiscal year and again at the completion of the annual audit to determine if the
reserve balance is in excess of 25% of the ensuing fiscal year’s expenditures. If an excess is
identified, the excess amount shall, through an appropriate review and approval process by the
City Council and Mayor, be either returned to surplus for said fund, be used for one time
expenditures, or adjusted through the budget process. (See Idaho Code §50-1033).

12. Any borrowing of reserves from one fund to another fund shall be effectuated
by a Resolution, adopted by the City Council, setting forth the amount to be borrowed and a
date-specific repayment schedule between funds. Said Resolution shall be adopted prior to the
transfer/borrowing of any monies.

13. The Mayor, City Council and Chief Financial Officer are responsible for
developing accounting procedures for reserve transactions, in accordance with applicable state
laws and current municipal policies and generally accepted accounting principles,l and shall

provide guidance to Departments in complying with the intent of this Policy.

RESOLUTION -3-
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14. This Resolution shall be effective ag of the date of its adoption.

RESOLVED this RQ day ofg: fone.. ,201s.

CITY OF POCATELLO, a municipal
corporation of Idaho

VA

BRIAN C. BLAD, Mayor

ATTEST:

RESOLUTION -4 -



