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100. Introduction 

101. Purpose of Manual 

101 . 1 .  The  purpose of this manual is to enable the Del Norte Fairgrounds Recreation and Park 
District and district personnel to carry out the purpose and mission of the district within the guidelines 
set by the California Government Code, the State Controller's Office, and the United States Government. 

102. Amending the Financial and Accounting Policies & Procedures 

102.1. This manual will be reviewed by the finance committee on an annual 
basis. 

102.2. Amendments to this manual can be made at any time and any amendments require both 
:finance committee and Board of Directors approval. 

200. Internal Control Policies 



201. The Board of Directors 

201 .1 .  The Direc tors  are responsible for the oversight of management and to provide 
continuity to the district. Responsibilities of the Directors as they relate to financial operations are to: 

1) Hire/support/evaluate/discharge the CEO; ( after District assumes full responsibility for the 
operation of fair and the CEO becomes an employee of the District.) 

2) Safeguard the assets of the District by developing and implementing policies and procedures; 

3) 'Monitor the financial performance of the District; 

4) Create an environment for ethical behavior; 

5) Commit the financial and administrative resources for the prevention and detection of fraud and 
embezzlement; 

6) Review and approve the annual budgets and all budget revisions; 

7) Review and approve major organizational decisions, commitments, and plans including 
expenditures, contracts, loans, and leases; 

8) Evaluate progress toward program and financial goals; 

9) Ensure the continuity of the District through the development and recruitment of the CEO; 

10) Conduct affairs of the District including Dinx:tas development, transition and 
effectiveness; and 

11)  In conjunction with the CEO, provide leadership on organizational transition, structure and 
planning. 

201.2. The  Directors, as the governing body of the District, formulate financial policies. The 
Directors may choose to delegate some of the responsibility for administration of financial policies 
to staff or to the finance committee. 

201.3 .  The Directors will meet their specific responsibilities through: 

1) Director orientation; 

2) Information flow: financial statements, reporting regarding programs and operations, planning; 

3) Each Director exercise of informed, independent judgment; 

4) Appropriate Director organization and continuity; 

5) District meetings; agendas, minutes and documentation; 

6) Appropriate committee structure; and 



7) Determination of director-executive staff relationships and the extent of delegation of 
management authority. 

202. Finance Committee 

202.1. The District will establish a finance committee comprised of the following: 

1) All committee members should possess or obtain a basic understanding of governmental financial 
reporting and auditing. 

2) The committee should have access to the services of at least one financial expert, either a 
committee member or an outside party engaged by the committee for this purpose. 

3) The actual finance committee membership should be comprised of the District members. 

4) The minimum membership of the committee should be no fewer than two (2) members. 

202.2. The finance committee provides the highest level of management oversight related to financial 
operations. Responsibilities of the finance committee are: 

1) Recommend the choice of an auditor after completion of request for proposal (RFP) process; 
perform regular, in-depth reviews of the Districts financial activity; oversee the development of 
the annual budget and budget revisions; determine the allocation of assets and investments. 

2) Submit any financial policies it deems to be in the best interest of the District within the 
parameters of the bylaws or federal, state and local laws to the Directors for approval. 

3) Meet as needed or at least twice a year. 

4) Determine that all investigations of ethics violations, fraud or embezzlement have 
been adequately performed. 

5) Evaluate, on an annual basis, the performance of the Districts CEO related to the finances. 

6) Obtain informal training related to the understanding of financial statements and generally 
accepted accounting principles. 

7) Review financial policies and procedures on an annual basis. 

8) Meet with the independent auditor for a pre-audit meeting and post-audit meeting. 

9) Present a financial operations report to the District on a quarterly basis. 

203. General Business Conduct and Values 

203 .1 .  The members and employees of the District are required to observe the highest standards of 
business and personal ethics in the conduct of their duties and responsibilities. As representatives of the 



District, they will practice honesty and integrity in fulfilling their responsibilities and comply with all 
applicable laws and regulations. Management and employees are expected to communicate the 
District's ethical values by example. 

1) A code of ethics outlining broad ethical principles and values. The values of the District are: 

a) A commitment to the public good; 

b) Accountability to the public; 

c) Commitment beyond the law; 

d) Respect for the worth and dignity of individuals; 

e) Transparency, integrity and honesty; 

f) Responsible stewardship of resources; and 

g) Commitment to excellence and to maintaining the public trust. 

2) All staff and Board of Directors will act with honesty, integrity and openness in all 
dealings as representatives of the District. The District promotes a working environment that 
values respect, fairness and integrity. 

3) The District has a clearly stated mission and purpose, approved by the Directors,  in pursuit 
of the public good. All of its programs support that mission and all who work for or on behalf 
of the District understand and are loyal to that mission and purpose. The mission is responsive 
to the constituency and communities served by the District and of value to society at large. 

4) The Board of Directors are a responsible steward of the funds received and ensures all spending 
practices and policies are fair, reasonable, and appropriate to fulfill the mission of the District 
and all financial reports are factually accurate and complete in all material respects. 

204. Compliance with all Laws, Rules and Regulations 

204.1. All Directors, employees and consultants involved with daily operations of the District will 
comply with all laws, rules and regulation prescribed by a government in law, code, policy and 
procedure manuals, contracts and grant agreements. 

204.2. The D i s t r  i  c  t  will not enter into any agreement that creates a risk that all laws, rules and 
regulations cannot be followed. 

204.3. The District will terminate any grant agreements or vendor contracts in which the grantor or 
vendor requests or instructs the District to perform an illegal or unethical act. 

205. Conflict of Interest 



Introduction: Conflicts of interest occur when a conflict exists between the public interest and the 
private monetary interest of the public official or employee. 

205 . 1 .  The following policy ensures that any conflicts of interest or the appearance thereof are avoided 
or appropriately managed through disclosure, recuse or other means. No Director ,  employee or 
consultant involved with daily operations of the District may: 

1) Engage or participate in a business or transaction, including outside employment, or have a direct 
or indirect interest that is incompatible with, or that would tend to impair their independent 
judgment in the proper discharge of their responsibilities; 

2) Solicit or accept a gift from anyone who has an interest in any project within the Directors or 
employee's responsibility; 

3) Use information about the Districts affairs for his/her own or others' financial interests. 

4) Ask or permit District-owned vehicles, equipment, facilities, materials, or property to be used 
for his/her own personal convenience or profit, except when this property is permitted for the 
employee's or Directors use when conducting District business; 

5) Contract with the District, unless the contract is awarded through a public notice, competitive 
bidding process, or noted in writing why a competitive bidding process was not used; 

. 6 )  

Use his/her position for personal financial benefit or that of an immediate family member 
(spouse, child or dependent relative living in his/her household) or . associated business (business 
owned by a director, employee or member of one's immediate family or where any one of them 
works or serves as a commissioner, director or compensated agent); 

7) . Accept a fee or honorarium for an article written, appearance or speech made, or participation at 
an event, in one's official disrict capacity; 

8) Engage in any political activity while on duty or during any time one is paid to be on duty for the 
District that violates the conditions of any grant contract in effect with the District; 

9) Solicit or accept anything of value, including a gift, loan, political contribution, reward or 
promise of future employment based on any understanding that the D irec tors  or 
employee's official action or judgment would be or had been influenced by it. A "gift" is 
generally anything of value given for less than its value. The exceptions include items valued at 
$10 or less; certificates or ceremonial awards valued at less than $100; In addition, a gift is not 
received by a Director or employee who refuses it, returns it, pays the donor the full value of it, 
accepts it on behalf of the District (i.e., the gift is intended to remain in the permanent possession 
of the D i s t r  i  c t  ), or donates it to a nonprofit organization. If donated, the D i r e c t  o r  
or employee may not take a tax deduction or credit for it. 

10) Vote on, or otherwise participating in, any matter on behalf of the District if he/she has an 
associated business, or an immediate family member has a financial or personal interest in the 
matter greater than that of any other segment of the population, including the sale of real estate, 
material, supplies, or services to the District. If the participation is within the scope of the 
Directors or employee's official responsibility, he/she must give the District a written 



explanation of the nature and extent of one's interest. This policy prohibits immediate 
families and associated businesses from entering into private contractual agreements with the 
District. 

11)  Employees and former employees should not knowingly use confidential information for actual 
or anticipated personal gain or for the gain of any other person 

205.2. Former Directors or employees are prohibited from: 

1) Accepting compensation from the District to appear before the Board of Directors for the first 
year after terminating employment or office; 

2) Representing anyone, other than the District, in any matter in which they participated personally 
and substantially while in District service; 

3) Disclosing or using confidential information gained in their position at the District for their own 
financial gain or that of others; or 

4) Working for a party under contract, other than the District, for one year after the contract is 
signed, if they participated substantially in the contract negotiations or award and the contract 
obligates the District to pay $25,000 or more. 

5) Employees who participate in selection, review or approval or who have influence over 
selection or approval in the purchasing process should not become employees of a firm 
contracting with the District. An employee should not act as a principal or as an agent for a 
firm that · does business with the District for six months after the termination with the District. 
This section also has a release provision. 

206. Ethical Standards in Bidding, Negotiation and Performance of Awards 

206.1. It is the intention of the District to maintain the highest level in ethics in the bidding, 
negotiation and performance of awards. At no time shall the District: 

1) Award or commit to any contracts with vendors or sub- consultants prior to an award without all 
competitive bidding procedures and guidelines being followed; 

2) Accept a grant where the act of a grantor specifying a particular vendor or sub- consultant in 
the award would violate the contract awarding policies of the District; 

3) Consider bids from vendors or consultants who were material participants in the proposal 
preparation; or · 

4) Consider bids from vendors and consultants who participated in strategic planning sessions 
(other than providing information). 



207. Fraud 

207.1. It is the intent of the District to provide the administrative and financial support for the 
detection and prevention of fraud and other financial abuse. The Board of Directors  and 
management recognize the need to maintain an atmosphere conducive to the highest ethical 
behavior. At no time will the Board of Directors or management create an environment encouraging 
unethical behavior. The Board of Directors are committed to protecting tax payer dollars and assets 
from fraud and recovering losses as a result of fraudulent activities. These policies establish steps to 
combat fraud and to provide procedures to follow when fraudulent acts are suspected. 

208. Reporting of Ethics Violations, Fraud or Embezzlement 

208.1. It is the responsibility of all members and employees to report all violations or suspected 
violations in accordance with this policy. 

208.2. No member or employee who, in good faith, reports a violation of the policy shall suffer 
harassment, retaliation or adverse employment consequence. An employee who retaliates against 
someone who has reported a violation in good faith is subject to discipline up to and including 
termination of employment. This policy is intended to encourage and enable employees and others to 
raise serious concerns within the District prior to seeking resolution outside the organization. 

208.3. The policy addresses the District's open door policy and suggests that employees share their 
questions, concerns, suggestions or complaints with someone who can address them properly. If an 
employee is not comfortable speaking to their direct supervisor or is not satisfied with the proposal, they 
are encouraged to speak with the CEO, who has the specific responsibility to investigate all reported 
violations. 

208.4. Any allegations concerning a specific employee should be brought to the attention of someone 
one level higher than the level of the employee being reported. 

208.5. The CEO is responsible for investigating and resolving all reported complaints and allegations 
concerning violations of the policy and, at his/her discretion, shall advise the finance committee. 
The CEO has direct access to the finance committee and is required to report to them on any 
compliance or suspicious activity. The CEO is an advisor (not a member) of the finance committee. 

208.6. The finance committee shall address all reported concerns or complaints regarding the 
District's accounting practices, internal controls or auditing. The CEO shall immediately notify the 
finance committee of any such complaint and work with the finance committee until the matter is 
resolved. 

208.7. Anyone filing a complaint concerning a violation or suspected violation of the policy must be 
acting in good faith and have reasonable grounds for believing the information disclosed indicates a 
violation of the policy. Any allegations that prove not to be substantiated and which prove to be made 
maliciously or knowingly to be false will be viewed as a serious disciplinary matter. 



208.8. Violations or suspected violations may be submitted on a confidential basis by the complainant 
or may be submitted anonymously. Reports will be kept confidential to the extent possible, consistent 
with the need to conduct an adequate investigation. 

208.9. The CEO will notify the sender and acknowledge receipt of the reported or suspected 
violation within five business days. All reports will be promptly investigated and appropriate action will 
be taken if warranted. 

209. Whistleblower Program 

209.1. The Whistleblower Program is established to provide a method for reporting fraud, waste and 
abuse within the District. Policy and procedures are established to facilitate the development of internal 
controls that will provide for the detection, prevention, and reporting of fraud, waste and abuse directed 
against the District. It is the intent of this policy to promote awareness of the potential for fraud, waste 
and abuse throughout the District, and to provide guidelines and assign responsibility for the 
development of adequate internal controls and systems of the whistleblower program. 

209.2. The law in California protects employees from retaliatory or adverse personnel action for 
disclosing certain information including, but not limited to, violations of laws and suspected acts of 
gross mismanagement or gross waste of public funds. 

209.3. The term fraud refers to, but is not limited to, any dishonest or fraudulent act to include forgery or 
alteration of any document; misappropriation of funds, supplies, etc.; improper handling or reporting of 
money or financial transactions; profiting by self or others as a result of inside knowledge; destruction or 
intentional disappearance of records, furniture, fixtures or equipment; accepting or seeking anything of 

. . 

material value from vendors or persons providing services or materials to the District for personal 
benefit; and/or any similar or related irregularity. 

209.4. Waste refers to the unnecessary incurring of costs as a result of inefficient practices, systems or 
controls. 

209.5. Abuse refers to violations and circumventions of departmental or district regulations which 
impair the effective and efficient execution of operations. 

209.6. The District treats all information received confidentially, to the extent allowed by law. Any 
employee, citizen, consultant, vendor, or other interested party who has observed or suspect's dishonest 
or fraudulent activity should notify the finance committee or Districts counsel immediately. Persons 
observing or suspecting dishonest or fraudulent activity should not attempt to personally conduct an 
investigation related to such activity. 

209.7. All documents and/or information obtained in the investigation of complaints received shall be 
considered in draft form until the official completion of the investigation. At that time the supporting 
information will be used to prepare the final report on the "Whistleblower Complaint Resolution Form." 
Upon completion of the form, the draft documents will be returned to the department from which they 



came, or distributed to the appropriate law enforcement officials for use in further investigation or legal 
matters. All documents with the exception of the "Whistleblower Complaint Resolution Form" are 
considered confidential and shall not be disclosed, except as required by law. All public record requests 
for information should be coordinated with the assistance of Districts counsel. 

209.8. Procedures for Receiving Complaints: 

1) A current or former district employee or other party who suspects fraud, waste, or abuse, and 
does not desire anonymity, should: 

a) Contact the finance committee or district counsel and provide as much detailed 
information as possible regarding the suspected conduct. 

b) If requested by the finance committee or district counsel, furnish a detailed written 
statement, outlining the suspected conduct. 

c) Cooperate with the investigative audit process by providing written statements, 
interviews, etc. 

2) A current or former district employee who suspects fraud, waste, or abuse, and wishes to 
remain anonymous, should: 

a) Contact the finance. committee or district counsel and provide as much detailed 
information as possible regarding the suspected conduct. 

b) The caller, though anonymous, must be willing to share specific information regarding 
the suspected conduct. 

3) A member of the public suspecting fraud, waste, or abuse, is encouraged to contact the finance 
committee or counsel with specific and detailed information regarding the suspected conduct. 

4) Individuals are not required to leave personal information, but they are encouraged to leave a 
means of contact in order for the whistleblower program to gather additional information about 
the matter, if necessary. 

5) The District will: 

a) Maintain a whistleblower notification process, and attempt to secure as much 
information as possible from the reporting individual. 

b) Complete an independent review of all claims received. 

c) Contact law enforcement, as appropriate under the circumstances, for consideration as to 
their involvement in the case. Determination of the appropriate commission will be 
considered with the assistance of counsel. 



d) Evaluate reported conduct pertaining to any and all departments of the district, and such 
other activities/entities engaged in the expenditure of district _funds. 

e) Report findings in accordance with the whistleblower policy herein. 

f) Work with law enforcement authorities as necessary during the course of the 
investigative review, and refer applicable findings to appropriate authorities upon 
completion. 

209.9. An individual who reports suspected fraud, waste or abuse who becomes material to a criminal 
investigation may not be able to remain anonymous. In the event anonymity cannot be maintained an 
individual reporting fraud, waste, or abuse in good faith will be protected from retaliation. 

209 .1  O. In the event of a complaint regarding the executive director or counsel, the finance committee 
will engage outside counsel 

209 . 1 1 .  In the event of a complaint regarding the finance committee or Directors, the district counsel 
will be contacted. 

209.12. At the discretion of the finance committee, complaint resolutions may be presented to the Board 
of Directors. 

210. Continuing Education 

210 . 1 .  The education goals of the District are: 

1) Employees are encouraged to attend training as approved by management and in alignment with 
the budget at the expense of the District. The training will consist of technical information 
related to that employee's assignment as well as training in supervision, management, budgeting 
and accounting. 

2) Continuing education specifically related to an employee's interest and with prior approval from 
management is acceptable and may be subject to partial or complete reimbursement by the 
District. 

211. Risk 

21 1 . 1 .  The District is subject to reporting for financial statements purposes, liability and claims from 
a variety of risks arising from torts, property damage, errors and omissions, injury to employees 
arising from unsafe conditions or hazards in the workplace, and natural disasters. Risk can also be 
associated with grantees and vendors. 



Risk management for financial statement purposes encompasses identifying risks, evaluating potential 
losses, and ultimately planning and developing a program to mitigate these risks to an acceptable level 
or record the liability associated with a program. 

The Disctrict's risk management program will identify risks to understand the sources, types, and 
likelihood of risk. At a minimum, exposure to risks should be identified in the following areas: 

Economic environment- the ability to be paid by governmental agencies on a timely basis and 
the ability to pay vendors on a timely basis. 

Internal environment- the amount of financial risk that is taken by staff and management. Often 
associated with an attitude towards rules and regulations. 

Legal environment- any liabilities associated with non-compliance of rules and regulations. 

Ooerational en.vil'.onmcntal- the abilitv to ....12roviile sufficl· ent internal controls and appropriate sta.mng. Tfie aouuy or me organization LO piovide aoequa e s1:an-ano resource� 

Political environment- influence or pressure from other governing 
bodies. Social environment (socio-economic composition of the 
community). 

211 .2 .  It is the intent of the District to maintain accounting and financial reporting risks at an acceptable 
level. The District shall minimize liability and control risk by the following: 

1) Adhere to all laws, rules and regulations. 

2) Prepare proposals that follow the District's policies. 

3) Avoid changes to grants or contracts that do not follow Distrct policy. 

4) Prepare budgets that are reasonable. 

5) Enter into agreements with those agencies that have the ability to amend the agreement, those 
willing to pay a fair price for the District's services and those that will pay for the agreed upon 
share of the District's costs. 

6) Setting challenging but reasonable goals for employees, to emphasize ethical behavior instead of 
creating situations that result in fraudulent financial reporting or other unethical actions. 

211 .3 .  The District shall minimize business and inherent risk by the following: 

1) Ensure that all contracts recover all agreed upon costs and that the risk of partial or complete 
project failure can be covered. 

2) Accept grants with insufficient or incomplete funding if the District reasonably believes it can 
receive matching grants or otherwise complete the proposed work using other funding sources. 



3) Ensure that the District can achieve the results projected. 

4) Accept projects with appropriate cost analysis or feasibility studies completed. 

212. Financial Personnel 

212 . 1 .  Employees· and consultants involved with financial records shall be bondable. 

212.2 All employees involved with financial records shall possess sufficient training and have 
knowledge of generally accepted accounting principles. 

300. Financial Management 

301. Basis of Accounting 

301 . 1 .  The District will maintain the accounting records and prepare financial statements using the 
accrual method following Generally Accepted Accounting Principles (GAAP). 

301.2. ·  The District will maintain the records under. the provisions of Governmental Accounting 
Standards Board (GASB) 34 related to reporting under full accrual. 

301.3. The  District will follow the guidelines as found in the State of California Accounting Standards 
and Procedures. 

301.4. Governmental resources are allocated to and accounted for in separate entities, called funds, 
based upon purposes for which they are to be spent and controlled. A fund is defined as a fiscal and 
accounting entity with a self- balancing set of accounts recording cash and other financial resources, 
together with all related liabilities and equities, and changes therein, which are segregated for the 
purpose of carrying on specific activities or attaining certain objectives in accordance with special 
regulations, restrictions, or limitations. 

Governmental Funds focus primarily on the sources, uses and balance of current financial resources and 
often have a budgetary orientation. They employ the flow of current financial resources measurement 
focus and the modified accrual basis of accounting: 

Revenues are recognized in the accounting period in which they become measurable and available. 
Sixty (60) days shall be considered a reasonable period. 

Expenditures are recognized when incurred, if measurable, except for un-matured interest on 
general long-term obligations, which is recognized when due. 

Prepayments and capital expenditures are not recorded as deferred costs to be allocated over future 
period, but rather as current expenditures 

Assets and liabilities reported on the financial statements are limited to those representing current 
available resources or requiring expenditure of said resources. 



The general fund is used to account for all financial resources except those required to be accounted for 
in another fund. 

The capital projects fund is used to account for financial resources to be used for the acquisition and 
construction of major capital expenditures. 

Special revenue funds are used to account for revenue to be used for a specific 
purpose. 

302. Financial Statements 

302.1. Financial Statements will consist of a balance sheet, statement of revenues, expenditures and 
changes in fund balance, and actual vs. budget comparison. The CEO will also receive the :financial s for 
each work element monthly. 

302.2. The financial statements are to be submitted to the District, CEO, and finance committee by the 
accountant no later than 72 hours prior to D i s t r i c t meetings. 

303. Insurance and Bonding 

303.1 .  When possible, the term of a policy shall be identical to the District's fiscal 
year. 

304. Audits 

304.1. The District is required to have an independent audit of their financial statements performed in 

accordance with appropriate professional auditing standards. The audit shall be completed within one 
hundred eighty days (180) days after the end of its fiscal year. The annual audited financial report could 
also be required to include a "single audit" in accordance with OMB Circular A-133. 

304.2. The audit shall be performed by an independent certified public 
accountant. 

304.3. The District shall follow the recommendations of the Government Finance Officers Association 
of the United States and Canada (GFOA) in recommending that a consolidated annual financial report 
(CAFR) be issued as a best practice for financial reporting. The CAFR expands upon the basic financial 
statements that are required by generally accepted accounting principles by including additional 
financial information broken down into three sections: introductory, financial, and statistical. 

The introductory section provides general information on the government's structure, services and 
environment. 

The financial section includes the basic financial statements and notes as well as additional information 
on all individual funds not reported in the basic financial statements. 

The statistical section provides trend data and non-financial information that assists in the assessment of 
the government's financial condition. 



304.4. At the conclusion of the audit, the auditor shall discuss all comments that will be included in the 
audit report with management, each member of the governing body, and each member of the finance 
committee charged with governance. In addition, the auditor shall notify each member of the local 
government's governing body if there is deteriorating :financial conditions that may cause a :financial 
emergency condition. 

304.5. The District's proposal to the audit :findings, including corrective action to be taken, must be filed 
with the District's governing body within sixty (60) days after delivery of the audit :findings. In 
addition, the audit :findings and proposals must be incorporated in the audit report package. 

304.6. The auditor selection process shall follow the regular procurement process and bid requirements 
including: 

Establish factors to be used in the evaluation of audit 

services. Publicly announce requests for proposals. 

Provide interested firms with requests for proposals. 

Evaluate proposals provided by qualified firms. 

305. Final Audit Adjustments 

305.1 . The District will record agreed-upon audit adjustments and reconcile net assets on the 
accounting records to the audited :financial statements. 

306. Chart of Accounts 

306.1. The District's chart of accounts will comply with the guidelines in the State of California 
Accounting Standards and Procedures. An account number shall be assigned to each account category 
to provide a specific identification of all :financial transactions. 

306.2. Separate ledger accounts for specific projects will be maintained as required by the funding 
source regulations. 

307. Journal Entries 

307 .1 . The accountant will prepare monthly journal entries, when necessary, for the District. 

308. Fiscal Year 

308 . 1 .  The District's fiscal year is July 1 to June 30. 



309. Account Maintenance 

309.1. The accountant shall maintain the detail and documentation on all general ledger accounts on a 
monthly basis. 

400. Assets, Liabilities and Fund Balance (Net Assets) 

401. BankAccounts 

401 . 1 .  The District shall maintain all bank accounts in accordance with Section 404: Investment 
Policies. 

401.2. Cash shall be presented on the statement of net assets as unrestricted or 
restricted. 

402. Bank Reconciliations 

402.1. The accountant shall reconcile the bank statement and verify all deposits/checks posted on the 
District's account against the computer generated check register. 

403. Cash Management and Forecasting 

403 . 1 .  The accountant is responsible for maintaining a cash flow forecast and monitoring the flow of 
cash into and out of the District's bank accounts in order to assure all checks clear the account and the 
account is not overdrawn. 

403.2. The accountant shall maintain a minimum daily balance in the District's checking account of 
three thousand dollars ($3,000) and make the determination to transfer funds into this account. 

403.3. If for any reason it appears that the checking account may be overdrawn or the daily balance has 
gone below $3,000 the CEO and the finance committee will be notified immediately. 

404. Accounts Receivable 

404.1. It is the intent of the District to bill receivables by the 5th and 25th of the month, or as defined 
by the grant. 

404.2. The CEO will ensure invoices are prepared for all contracts, grants, service and mitigation 
agreements. 

405. Inter-fund Transactions and Balances 

405 .1 .  Inter-fund transactions and balances must reconcile at all 
times. 

406. Equipment 



406.1. Capitalization of equipment by the District will: 

1) Be defined as all items with a unit cost of $5,000 or more and a useful life of more than one year. 

2) If leased, and the total cost over a 3-year period or less exceeds the purchase price, the equipment 
should generally be purchased, if allowable, by the funding source. Leased equipment will be 
capitalized under generally accepted accounting principles. 

3) Be pre-approved by the District unless it is necessary for the project/grant for which it is 
purchased and allowable by the funding source. 

4) Be notified to the Board of Directors by the CEO of all cases of loss, damage, or destruction 
of equipment or other property in a timely manner. 

407. Depreciation 

407 . 1 .  The Disrict shall record depreciation monthly. 

407.2. The accountant shall maintain property and equipment schedules for depreciation on a monthly 
basis. 

407.3. Depreciation shall approximate the useful life of the asset and be recorded on a straight line basis. 

408. Accounts Payable 

408.1. The accountant will maintain a detail of accounts payable on a monthly basis. 

408.2. Payables will be recorded for the prior month up to the close date for each month. 

409. Accrued Expenses 

409.1. The accountant will accrue material payables at the end of each month that can be reasonably 
estimated for which actual invoices have not yet been received from vendors. 

410. Assets/Funds Held for Others 

410.1 .  Any assets or funds held for other agencies or organizations will be recorded in this liability 
account. 

410.2. The accountant will maintain a detail of this liability account on a monthly 
basis. 



411. Deferred Revenue 

41 1 . 1 .  Any funds paid to the District in excess of revenue earned will be recorded in the liability 
account. 

411.2. The accountant will maintain a detail of this account on a monthly 
basis. 

412. Notes Payable and Line of Credit 

412.1 .  Third party loans or Line of Credit {LOC) loans from outside sources (other agencies, banks, 
etc.) or the use of a LOC shall be approved by the Board of Directors. 

413. Unrestricted, Restricted and Designated Net Assets 

413 . 1 .  The District will follow GASB 34 and GASB 54 as follows: 

1) All net assets are unrestricted except those legally restricted by outside third parties. 

2) Net asset designations, done at the discretion of the commission, will appear as a footnote only 
in any financial statements. 

500. Revenue 

501. Revenue Recognition 

501 . 1 .  Revenue will be recognized under GAAP using exchange transaction and non-exchange 
transaction criteria. 

502. Fees for Service 

502.1 . The District is permitted, under California Government Code, to perform fees for service as 
long as all of the District's costs are recovered. 

600. Purchasing and Contracting 

601. Intent 

601 . 1 .  The intent of the District is to establish procedures for the purchase of goods and services at the 
lowest possible cost and of good quality. Under California Government Code, the District will obtain 
goods and services using the competitive bid process. It is imperative that the purchasing function be 
open to all qualified bidders and that the processes not impair or discourage competition. The 
procurement procedures are designed to: 



1) Instill public confidence in the procurement process of the District. 

2) Ensure fair and equitable treatment for all vendors who seek to deal with the District. 

3) Ensure maximum open and free competition in the expenditure of public funds. 

4) Provide the safeguards to maintain a procurement system of quality and integrity. 

601.2. Open Competition Required- All procurement transactions will be conducted in a manner 
providing · full and open competition. Some of the situations considered to be restrictive of 
competition include, but are not limited to: 

1) Unreasonable requirements placed on firms in order for them to qualify to do business; 

2) Unnecessary experience and excessive bonding 
requirements; 

3) Noncompetitive pricing practices between firms or between affiliated 
companies; 

4) Noncompetitive award to any person or firm on retainer contracts; 

5) Organizational conflicts of interest. An organizational conflict of interest means that because of 
other activities, relationships, or contracts, a consultant is unable or potentially unable, to 'render 
impartial assistance or advice to District; a consultant's objectivity in performing the contract work 
is or might be otherwise impaired; or a consultant has an unfair competitive advantage. 

6) The specification of only a brand name product without listing its salient characteristics and not 
allowing an equal product to be offered; 

7) Exclusionary or discriminatory specifications; and 

8) Any arbitrary action in the procurement process. 

601.3 .  The following definitions shall apply: 

Fixed Price Contracts - A Fixed Price Contract provides for performance of specified work or supply of 
goods in consideration of a fixed price, and the consultant bears the risks of uncertainty. Such contracts 
provide maximum incentive for the consultant to control costs and perform effectively and imposes 
minimum administrative burden upon contracting parties. A fixed price contract type is recommended 
for materials, equipment, and construction. 

Cost-plus-fixed-fee: This cost-reimbursement contract provides for payment to the consultant of a 
negotiated fee that is fixed at the inception of the contract. The fixed fee does not vary with actual cost, 
but may be adjusted because of changes in the work to be performed under the contract. This contract 
type permits contracting for efforts that might otherwise present too great a risk to consultants, but ii 
provides the consultant only a minimum incentive to control costs. 



Time-and-material {T &M): contract is used to procure supplies and services at specified fixed hourly or 
unit rates (fully burdened) and/or material at cost. The labor hour (LH) contracts are a variation of the 
T &M excluding materials supplied by the consultant. The common grant rule for government recipients 
permits the use of time and material contracts only when it is not possible to estimate the extent or 
duration of the effort or cost involved and the contract provides a not-to-exceed ceiling price that the 
consultant may not exceed except at its own risk. Both T &M and LH provide no incentive for 
consultants' cost control or labor efficiency; therefore, the District shall monitor that the consultant is 
performing efficiently and using effective cost control measures. The contract shall specify a ceiling 
price that the consultant shall not exceed except at its own risk. 

Period of Performance: The time of delivery or performance is an essential contract element and shall be 
clearly stated in solicitations. The D i s t r i c t  shall ensure that delivery or performance schedules 
are realistic and meet the requirements of the procurement. Periodic re-competition of contracts 
preserves competition and keeps prices competitive. 

601.4 . Federal Acquisition Regulations (FAR) Part 16 requires the factors that should be considered in 
determining appropriate contract types are: price competition, realistic pricing standard, degree of 
uncertainty and impact on cost evaluation, type and complexity of the work, urgency, period of 
performance, consultant's technical qualification, consultant's financial responsibility, past performance, 
concurrent contract work load, extent of subcontracting, availability of procurement history, and 
contract administration. 

601.5 .  The Federal Common Grant Rules expressly prohibit the use of the cost plus a percentage of cost 
and cost plus a percentage of construction cost methods of contracting. 

601.6. The CEO will provide systematic instructions for acquisition planning, solicitation preparation, 
source selection, negotiations and contract award including the specific third party contract provisions 
and requirements to form a sound, complete, and compliant agreement consistent with federal laws and 
regulations. Each activity item in the list covers specific guidelines and procedures in detail. 

601.7. Conflict of Interest- In order to promote governmental integrity and to guard against even the 
appearance of impropriety, all District employees, Directors, and any consultants hired to assist in the 
procurement process who engage in any procurement related activity shall comply with the 
following standards of ethical conduct: 

1) District employees and Directors shall discharge their duties impartially so as to assure fair 
access to governmental procurement by responsible vendors and service providers and to foster 
public confidence in the integrity of the commission procurement system. 

2) D i s tr ict  employees and D irectors shall not solicit, demand, accept or agree to accept a 
gratuity or an offer of employment in connection with any decision, approval, disapproval, 
recommendation, or preparation of any part of a program requirement, specification, standard or 
contract. 

In cases where there may be a benefit, either direct or indirect, there is a responsibility to report in 
writing such benefit to the District. If anyone fails to report such benefit, he or she will be subject to 
any disciplinary proceeding deemed appropriate by the District, including possible dismissal. 
Members of the groups listed in item (a.) above shall be subject to the conflict of interest laws of the 
state of California. Anyone who violates the standards of the law shall be subject to the penalties, 
sanctions or other disciplinary actions. 



601.8. Gratuities, Kickbacks, and Contingent Fees- No member of the groups listed in item (a.) above 
shall solicit, demand or accept from any person, consultant, potential consultant, or potential sub 
consultants, anything of a monetary value, including gifts, gratuities, favors, etc. Anyone failing to 
adhere to the above will be subject to any disciplinary proceeding deemed appropriate by District, 
including possible dismissal. 

601.9. Confidential Information- No member of the groups listed in item (a.) above shall use 
confidential information for his or her actual or anticipated personal gain, or the actual or anticipated 
personal gain of any other person related to them by blood, marriage, or by common commercial or 
financial interest. Anyone failing to adhere to the above will be subject to any disciplinary proceeding 
deemed appropriate by District, including possible dismissal. 

601 . 10 .  Organizational Conflict of Interest- Each entity that enters into a contract with District is 
required, prior to entering into such contract, to inform commission of any real or apparent 
organizational conflict of interest. Such organizational conflict of interest exists when the nature of 
the work to be performed under a contract may, without some restriction on future activities, results in 
an unfair competitive advantage to the consultant, or may impact the consultant's objectivity in 
performing the contract work. 

700. Contract and Grant Management 

701. Contract and Grant Management Process 

701.1 Copies of all grants and contracts and modifications thereof shall be· maintained in the District in a 
form approved by the CEO. 

701.2 The CEO shall review each contract and/or amendment to ensure compliance with fiscal and legal 
provisions. 

701.3 All contracts and amendments shall be signed by the President or Vice President of the District or 
the CEO as delegated by the chair unless another signature is required by the granting commission 
(accountant or project manager). 

800. Cash Receipts and Deposits 

801. Cash Receipts and Deposit Policy 

801 . 1 .  The District receives cash and checks as a normal course of business. All employees will 
adhere to the following policy and procedures when handling these receipts. 

1) Receipts 

a) Records of accounts receivables shall be maintained by the accountant. 

b) All checks shall be made payable to the District. 



c) The District will use a standard pre-numbered receipt cash form, which will include all of 
the information necessary for a basic audit. All receipts will be in duplicate and include the 
District's name and address. 

d) When payments by check are received, the administrative assistant will record the 
payment in the receipt book. If requested, the original copy will be sent to the payer. The 
second copy will remain in the receipt book for audit purposes. A monthly deposit log will be 
sent to the accountant. 

e) If payment is received at a location other than the Districts office, the staff handling the 
transaction will complete the receipt in a timely manner. 

f) The receipt shall always include the project and/or account number to which it is credited. 

g) The accountant will make photo copies of the checks, stamp the District's endorsement on the 
checks, fills out a bank deposit slip, and the accountant or other designated personnel deposits 
the proceeds in the District's bank account on the same day the money is received: 

h) The accountant will post all receipts in the accounting software program by noting the 
payee's name, date; amount received, and grants number. 

i) The finance committee may perform random audits to ensure that the receipt process is 
being followed and that calculations are accurate. 

2) Deposits 

a) Deposit slips will include the bank number and amount of each check. Cash will be 
listed separately. Separate deposit slips per grantor check will be prepared. All deposit 
slips will be totaled, dated, and initialed by the preparer. A deposit log will be· maintain in 

the Districts office. 




