RESOLUTION NO. R11-2023

City of Green River
RESOLUTION NO. R11-2023
A RESOLUTION ADOPTING A PERSONAL USE OF ENTITY ASSETS POLICY
WHEREAS, the City of Green River wishes to improve its Fraud Risk Assessment score; and
WHEREAS, the City of Green River wants to provide the well managed use of city assets to its employees; 
NOW THEREFORE, be it resolved by the City Council of the City of Green River:
This policy replaces what is currently Section VI.8. of the personnel policy.
This policy will be formatted as needed to fit the personnel policy. (I.e., numbering may be changed, etc.)
The personnel policy will be formatted as needed to accommodate this policy. (I.e., numbering may be changed, etc.
8. Personal use of Entity Assets
A. Personal Use of City Computers and Internet
(1) Refer to Section XX.C.(3) and XX.D.  
B. Personal Use of Printers, Photocopy and Fax Machines
(1) Photocopiers and printers are primarily reserved for City of Green River use; however, personal copies and printed materials can be made at a cost set by the mayor or the mayor’s designee. 
C. Postage Meters.  
(1) No employee shall be allowed to use City of Green River owned postage metering machines at any time for posting and mailing of any material of a personal nature.
D. Telephone Calls 
(1) Employees are expressly prohibited from making long distance telephone calls of a personal nature on City of Green River owned telephones.
(2) All employees will use City of Green River owned telephones for local personal calls judicially.  Local telephone calls will be limited to necessity and must not disrupt the carrying out of employee responsibilities.
E. Use of City Equipment
(1) City of Green River equipment may only be used for official purposes except when approved for personal use by the department head, city manager, or the mayor. Equipment may only be used if its use does not interrupt the workflows of the City. The employee will top off the fuel of the equipment on City time and at the City’s cost before personal use. Then the employee will top off the fuel/and or batteries of the equipment before returning at the cost of the employee. (Batteries are referenced for the use of power tools. Employees may charge batteries at the City before borrowing for personal use.)
(2) The cost of repairing/replacing equipment due to damage caused by an employee during personal use of the equipment shall be paid for by the employee.
a. This does not include damage that cannot be proven was the employee’s fault.
i. E.g., the transmission fails (unless employee did some specific damaging act), a hydraulic hose blows due to age and not the employee damaging it during use, etc.
F. Use of The City of Green River’s Vehicles 
(1) Vehicles are provided to enable employees to complete required tasks efficiently and effectively. As a general rule vehicles should remain locked in a secure location when not in use. In general City vehicles should not be used for non-City purposes or to transport non-City persons. However, City vehicles can be used minimally for personal purposes and to transport non-City persons if the reason is documented and approved by the Mayor, City manager, or Department Head. More than minimal personal use of vehicles will be treated as a taxable fringe benefit consistent with IRS Publication 15-B.
G. Administrative or staff time
(1) Employees should not ask administrative or clerical staff to use City of Green River time to work on assignments or perform tasks which are not City of Green River-related or are for personal use or gain.
Effective Date:
This Resolution shall take effect upon passage.
Approved by the City Council of the City of Green River on the 12th day of September 2023.





__________________________
Mayor, Ren Hatt

ATTEST:

__________________________
City Recorder, Julie Spadafora
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