DRAFT – Proposed Municipal Financial Administration Code
Lake Point (July 2026)
PART 1: REVISED MUNICIPAL FINANCIAL ADMINISTRATION CODE	Comment by Lori Chigbrow: Missing: 

Bid Protest Procedure
IF a vendor loses and RFP and wants to Protest, how and to whom?
Protest filed within 5 business days - how, where, and to whom.
Procurement Official issues decision – within what timeframe, and communicated how.
Appeal to Council (timeframe and how)
Council is final decision.

Vendor Debarment/Suspension
Allow City to prohibit vendors who
 commit fraud
 default
 repeated poor performance
 unethical conduct

Procurement Records Retention
Procurement records are retained 6 years according to GRAMA retentions schedules, or the schedule as GRAMA may update. Utah Code §63A-12

Do we need to include Construction contracts should require 
Insurance
Indemnification
Workers Compensation

Performance evaluation for vendors after major projects to assist with selection for future procurements


4.XX.1 General Financial Administration Policies	Comment by Lori Chigbrow: Should we reference in compliance with 51-2a Public Funds and Accounts
4.XX.1 Annual Disclosure of Conflicts of Interest and Ethics. Officials and staff must sign an annual Conflict of Interest Agreement and publicly disclose conflicts prior to deliberating or voting, strictly adhering to Utah Code Title 10, Chapter 3, Part 13. 
4.XX.2 Fraud Reporting. Suspected fraud or abuse must be reported to the City Recorder, Treasurer, Council, or the fraud reporting hotline maintained by the City. The City shall maintain confidential reporting channels and comply with the requirements outlined with respect to the Utah Fraud Risk Assessment and Utah State Auditor’s Office.	Comment by Kathleen VonHatten: Do we have this and would it be the normal line or should it be a separate recorded line just for reporting?	Comment by Info Lakepoint: Yes we have this set up already. We have the link even on the city website.
4.XX.3 Donations. The City has established a formal process for acceptance and documentation of donations made to the City that are not capital assets or dedications required by the City, including cash, services, or personal property. 
4.XX.3.1 Donations Generally. Donations of cash, services, or personal property require acceptance by two authorized City representatives, including at least one Council Member. Each prospective donation must be evaluated for City interest and liability to the City prior to acceptance. The City has no obligation to accept any donation and reserves the right to deny any donation without comment or cause. Donations do not become the property of the City until they are accepted consistent with this policy. Upon acceptance, if accepted, a receipt will be provided to the donor, and a copy for the City records for all donations. Cash shall be distributed to the appropriate city fund, and all other donations shall be placed under the authority of the appropriate City department.	Comment by Kathleen VonHatten: I know this is our policy, but what do you see in other cities' policies?	Comment by Info Lakepoint: I have a question on this, like for example with the chairs that were donated. What does "acceptance" mean, is an email from a councilc member and staff or two council members saying it is okay to accept - acceptable? or does it mean when something is donated two people have to be present when collecting the donation? so if I get a mailed check from a comapany donating to the America250 or Health Fair- how does that work? if it is a donation check- and Kathleen is aware and Chaelea and I are remote depositing it- is that okay? The chairs- I had council members tell me it was okay  . But I didnt take a second person with me to get them (accept them). So to avoid any issues, I had them donated to me, and then I donated them to the city, so I think this needs some clarification from Council as to what is desired and make it clear. 
4.XX.3.1 Donations of Real Property. Donations of real property require action and acceptance by the City Council. 	Comment by Lori Chigbrow: # is repeated
4.XX.3.2 Donations to Individuals. Donations to individual City employees, officers, or elected or appointed officials are governed by the applicable Utah state code.
4.XX.3.3 The City does not provide legal, accounting, tax, or other such advice to donors. Each donor is ultimately responsible for ensuring the donor’s proposed donation meets and furthers the donor’s charitable, tax, and financial goals.
4.XX.4 Cash Handling. The City may not accept physical cash. Payments must be via check, credit/debit card, ACH, or approved electronic methods. Checks must be verified by two authorized individuals before remote deposit and shredded after two months.	Comment by Lori Chigbrow: I know this is difficult because we do not have a physical office, however we could establish a method of taking cash such as have the person deposit the cash in our bank account and provide the receipt as proof of the deposit.  The treasurer and recorder/or other designated person could verify the cash was received and then the payment can be posted to the customer’s permit, utility, or other account.

should we say - City discourages cash and may refuse cash except where otherwise required by law?	Comment by Lori Chigbrow: Why do checks have to be verified by two authorized individuals BEFORE a remote deposit.  The Remote deposit process should provide a copy of each check, a list of the amounts and a total that can be reviewed AFTER the remote deposit is submitted to the bank.  This allows for timely deposits which are required to be daily where practicable, but no later than 3 banking days. 51-4-2 
10-6-141 also requires that funds must reach the city treasurer within 3 business days of collection.  
4.XX.5 Depositing checks. Checks shall be deposited to the City’s financial institution or through remote deposit, following these procedures:	Comment by Kathleen VonHatten: Should we have a time limit on when checks are deposited? Example: within 3 or 5 days of receipt. Then is the receipt issued when it's opened or when it arrives in the mail?  Does that need to be identified? Does this code apply to us?  https://le.utah.gov/xcode/Title51/Chapter4/51-4-S2.html
1. Payment shall be credited to the appropriate account before depositing.
2. Checks shall be scanned and made available to the Treasurer.
3. Checks that are being deposited remotely shall be counted and totaled by the City Recorder and a second authorized city staff member or Council Member to ensure accuracy before depositing. The Treasurer shall be informed after deposits are made.	Comment by Lori Chigbrow: This is making remote deposits delayed beyond the maximum 3 days.  The remote deposit process takes a picture of each check being scanned, provided a list and a total.  If the person depositing the checks uses a calculator to ensure they match the total then they should be able to detect any errors.  Make corrections and make the deposits to ensure deposits are made timely – which should be at the end of every day.  
The report can be reviewed by a second person to confirm accuracy, identify any issues, and make any corrections that may be necessary.  The bank will also catch any issues with the number of checks and total of deposit.  

The more likely place for errors is the correct posting of the funds to customer accounts whether that be trash billing or permits or other reasons we take payments.

If this is separation of duties and you do not want the person receiving the check and posting to customer accounts, that person can pass the check to another person who performs the deposits, along with a report from the system the payments were posted in and the 2nd person can run the deposit.  Two people do not need to be present to make the deposit, this is not feasible, economical, or efficient.

What is the current process and reasoning behind it?

Where this is the Procurement chapter, why are we covering financial administration policies?  Should they be separate?
Procurement is covered under Utah Procurement code
Financial Administration is covered under the State’s Uniform Fiscal Procedures Act.
4. Checks that have been deposited remotely shall be placed securely in the city’s locked safe.
5. Checks shall be shredded no less than two months after they are deposited.
6. Checks physically deposited at the city's financial institution shall be verified by at least one other staff member and/or the Treasurer before and after deposit to ensure all funds are properly recorded.	Comment by Lori Chigbrow: How is this currently being performed?
To ensure all funds are properly recorded – Where?
4.XX.6 The City may not loan any city funds or assets to any Council member, Commission member, Staff, or citizens.
4.XX.7 Refund, Uncollectable Debt, Billing Adjustment, Overcharge Policy.
1. Refunds. The City shall process refunds only in cases where payment errors, duplicate payments, or overpayments are identified and as established by City code. Refunds may only be issued to the original payor and in the original form of payment, where feasible. Deviations shall be documented in writing and identified specifically to the Treasurer.
2. Uncollectable Debts:
1. A report shall be provided to the Council annually on any doubtful or uncollectible accounts, including the account holder's name, remaining unpaid balance, duration of delinquency, and collection methods used.	Comment by Lori Chigbrow: We need a list and/or calendar that keeps track of all items to review such as this.  We should also be reviewing the lien list as it would be part of uncollected debts.  There is more we can do to decrease the number of accounts that go to lien.
2. The Council may write off any or all of the doubtful or uncollectible accounts, in whole or in part if;
1. the debts have been outstanding past their due date for a period of more than 5 years; and	Comment by Lori Chigbrow: When All reasonable collection efforts have been exhausted, the statute of limitations has expired, or the cost of further collections exceeds the outstanding balance.  
Generally deemed doubtful after 90-180 days of non-payment, but should only be written off after documented notices, phone calls, and referral to collection agency failed (liens in lieu of collection agency for trash).  
Statute of limitations – Utah law sets strict time limits on how long a creditor can legally sue to collect a debt:  4 years unwritten oral contracts, and open accounts (like store or utility)
6 years for signed written contracts.
Immediate write off: Bankruptcy or debtor’s documented decease without an estate to settle the claim.
Cost-Benefit Analysis
Cities must establish a formal write-off policy.  Department heads or finance director’s should prepare a request for write-off documenting all collections steps taken.  For larger amounts usually requires official City Council authorization, whereas minor, nominal balances can typically be cleared by the city finance director.
Writing off a debt is an accounting action meant to accurately reflect a city’s realistic assets on its financial statements (accounts receivable is an important part of the balance sheet).  It does not legally forgive the debt, and the city can still accept payments should the debtor decide to pay later.
2. there is no reasonable expectation that further collection efforts will produce a return.
3. Billing Adjustment Policy:
1. Billing adjustments may be made in cases of clerical errors or verifiable billing disputes.
2. All adjustments shall be documented for audit purposes.	Comment by Lori Chigbrow: Where do we define the requirement and method of documentation – where is it stored.  Also the customer’s account must contain detailed notes where applicable.
4. Overcharge Policy:	Comment by Lori Chigbrow: All examples should include detailed documentation.  Do we have an administrative manual that provides the details of what is required in documentation and where to store said documentation?
1. If a customer is overcharged due to a billing error, the City shall refund or credit the overpaid amount within 30 days of discovery.
2. The City shall notify affected customers of the overcharge and available resolution options.
5. Committed, Restricted, and Assigned Fund Policy	Comment by Lori Chigbrow: I think this should be a new section as it is a new type of financial policy.
1. When an expenditure is incurred and restricted, committed, assigned, and unrestricted fund balance/net position is available, the City will apply the most restricted funds first.	Comment by Lori Chigbrow: Should there be an ‘a’ here?	Comment by Lori Chigbrow: Should this somehow reference the fund applied must be applicable to the expense incurred?
Maybe at the end add ‘which are applicable to the expense incurred’.

Does it seem odd to have an expenditure statement at the beginning before the funds are identified?  Should there be 2 sections – one identifying the funds and then a 2nd section for allocating expenditures?  

I am trying to wrap my head around this item, All expenditures will NOT be applicable to the ‘most restricted funds first’ 
Typically an expenditure will be found within a specific budget which is already tied to a fund type. 
What is an example of an expenditure that would cross multiple fund types?
Seems like this bullet needs to be better defined as to when an expenditure would be found across multiple budgets and/or fund types.
2. Committed Funds. The City Council shall designate funds for specific purposes by resolution or ordinance, requiring Council action to modify the designation.
3. Restricted Funds. The restricted fund balance category includes amounts that can be spent only for the specific purposes stipulated by the constitution, external resource providers, or through enabling legislation.
4. Assigned Funds. Amounts in the assigned fund balance classification are intended to be used by the government for specific purposes but do not meet the criteria to be classified as restricted or committed.
4.XX.8 Claims For Payments Or Damages	Comment by Lori Chigbrow: Should there be some identification of how such claims are processed and remedied?  Or is it found elsewhere.  Is there a timeframe to respond?
The City Council and Recorder shall examine and consider all Notices of Claim for payments or damages properly submitted to the City in accordance with governing law.
4.XX.9 - Monthly Reporting	Comment by Lori Chigbrow: We should develop more detail here, but should it be in an administrative manual?  Does this already exist?
The City Treasurer shall present to the City Council, at least monthly, a report of all invoices, checks, and other payments made, issued, or approved by Lake Point.

4.XX.2 Property Management and Disposal	Comment by Lori Chigbrow: #?	Comment by Lori Chigbrow: What about Personal Property
We do have computer equipment, printers, office furniture, microphones, furniture, etc.  We could also add signage, speed related equipment, mowers, and possibly vehicle, trailer etc.  We should go ahead and cover here so it is in place if and when needed.

4.XX.2.1 Significant Real Property. The City may not sell a significant parcel of real property, defined as capable of development or equal to or greater than 0.10 acres, without providing 14 days advance public notice and holding a public hearing, strictly complying with Utah Code § 10-8-2.
4.XX.2.2 General Property. For property with an expected value of $100,000 or more, the Council shall obtain an appraisal prior to transaction approval. The City must receive at least fair market value for any disposed property.

