
Silverton Fire District 
Board Manual 

 

POLICY 301: FIXED ASSETS & INVENTORY CONTROL  35

 

POLICY 301: FIXED ASSETS & INVENTORY CONTROL 
Originated: December 11, 1984 

Revised: November 14, 2017  
Reviewed: November 10, 2020 

 
 

PURPOSE 
 
The purpose of the fixed asset and inventory control policy is to provide control and accountability over 
property owned by the Fire District if said property meets or exceeds the monetary and/or useful life 
threshold.    
 

PROPERTY MONETARY AND USEFUL LIFE  
 

All items, either owned by the District, or loaned or furnished to the District, having an individual unit 
value of $5000.00 or more and/or a useful life of 10 years or more are to be covered by this policy as 
Fixed Assets. Such assets shall be categorized as indicated below: 
 
TEN (10) YEARS: Staff Vehicles, Misc. Equipment 
 
TWENTY FIVE (25) YEARS: Brush, Rescue, Engine 
 
THIRTY (30) YEARS: Ladder, Tenders 
 
FIFTY (50) YEARS: All stations and buildings 
 
Other items which have a useful life of 10 years or more and have an individual unit value of less than 
$5000.00 may be grouped by like item, and the group may be accounted for as inventory. 

 

PROPERTY IDENTIFICATION 
 
A District identification number shall be assigned and if possible, affixed or engraved, to each item. If an 
item or group of items cannot be effectively tagged, because of size, material, incompatibility, etc., then a 
number shall be assigned to those items without affixing an identification tag or engraving. 
 
When a property item or group of items is received by the District, before the item(s) is placed in service, 
the following will occur: proper identification number shall be assigned, the item(s) tagged or engraved, 
the item(s) recorded by location, classification, description, acquisition cost, replacement cost and date. 
This information will be known as the Fixed Asset and Inventory Control.  The item(s) will then be 
entered into the fixed asset and inventory control and placed into service. 

 

PROPERTY ACCOUNTABILITY 
 

Accountability shall be maintained by records kept by the Fire Chief or his/her designee. The records 
shall be verified at least once each budget year by physical inventory of all property in the District's 
possession. This inventory shall be completed by June 30th of each year. Each year the Fire Chief shall 
report the status of the District fixed assets to the Board of Directors in writing during the report of the 
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annual independent audit. This report shall include all new additions, any deletions and any missing 
items. 
 
If any items are found to be missing during the yearly inventory, the Fire Chief shall be notified of the 
loss in writing and shall undertake appropriate action to determine the location or disposition of the item. 
 
If any item of property is disposed of, the Fire Chief shall be notified and provide the following 
information for the inventory accounting system: 
 

• Disposition of the property and reason, 
• Date disposed of 
• Dollar amount of revenue from the disposal action. 

 
If any property items are located which are not tagged or properly inventoried, these items shall be tagged 
immediately and the appropriate entries made in the fixed asset program. 
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POLICY 302: PURCHASING 
Originated: December 15, 1987 

Revised: November 11, 2003  
Reviewed: November 10, 2020  

 
 
PURPOSE 
  
In order for the District to continue to provide a high level of service to our taxpayers, it is imperative that 
we continually strive for lower costs in every area of our operation.  
 
Purchasing is an important activity where it is mandatory that the responsibility for buying materials and 
services be assigned to staff skilled in negotiating, cost reduction and other purchasing techniques. 
 

SCOPE 
 
This policy applies to all purchase and purchase-related documents prepared or processed within the 
District. 
 

RESPONSIBILITIES 
 

The Fire Chief has the responsibility for the procurement of all goods and services, the processing and 
sale of goods and services, and to either provide the services for such procurement and processing or give 
functional directions to others delegated the authority to perform such services. 
 
Only those persons delegated by the Chief are authorized to commit the District for materials, equipment, 
supplies and services. 
 
Purchasing personnel are to seek to obtain and purchase all goods at the lowest possible total end-use 
cost, considering the guidelines of prices, service, quality and delivery. 
 

BIDS/REQUEST FOR PROPOSAL (RFP) 
 
The District reserves the right to reject any and all bids/RFP, waive informalities and to contract as the 
best interests of the District may require. In all cases State purchasing Law must be followed.  
  
When requesting bids/RFP, a minimum of three suppliers is acceptable, providing the purchaser is 
familiar with the market and prices of the material in question.  In the case of proprietary items, more than 
one price is often not possible and should be so noted. 

 

APPROVAL REQUIREMENTS 
 
At the request of the Board of Directors of the District, all designated purchasing personnel shall obtain 
Board approval prior to committing the District to Capital Outlay purchases in excess of $2,500.  In 
situations where Board action is not possible at a regular session, the purchaser shall poll as many of the 
Board as is possible for permission to make the purchase, and so note this action at the next regular Board 
session.  The Fire Chief is authorized to make all purchases as approved in the budget. 
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POLICY 303: REIMBURSEMENT FOR DISTRICT SERVICES 
Originated: June 14, 1988 

Revised: November 11, 2003  
Reviewed: November 10, 2020 

 
  

PURPOSE 
  
In order for the District to request cost recovery for services rendered under ORS 478.310.  

 

SCOPE 
 
The Silverton Fire District may be requested to provide firefighting or other public safety services outside 
the limits of the District, or within an area of the District where no taxes or assessments are levied by the 
District.  These services may include, but are not limited to, the following: 
 

• Incidents involving an aircraft crash; 
 

• Incidents on roadways, waterways or railroad right-of-ways against which no taxes or 
assessments for fire protection are levied by the District; 

 
• Incidents in areas of close proximity to the District for which no service is provided by any other 

fire protection district. 
 
Costs incurred in providing such services may be recovered from the responsible party in accordance with 
applicable State laws (ORS 478.310). 
 
The "Responsible Party" is the person(s), party or property receiving the direct fire or safety services as a 
result of the incident. 
 
The District, when responding apparatus, equipment and/or Staff pursuant to paragraph I of this policy, 
shall be paid the reasonable charge for the service, including repairs and depreciation, as well as the 
hourly equipment and Staff charge used in accordance with a State Fire Service Mobilization Plan.   
 

COST RECOVERY AND RELATED CHARGES 
 
Cost Recovery for service may be waived if the responsible party is, at the time of the incident, a resident 
of the District, or owner of taxable real property within the District that is currently being taxed. 
 
Charges assessed pursuant to paragraph I shall be separate of any charges for services provided by any 
ambulance service involved in the same incident. 
 
No charges shall be submitted for Mutual Aid or Automatic Aid provided to another District, City or Fire 
Department, or to the Oregon Department of Forestry, pursuant to the agreements where the District has 
agreed not to make charges for such services, or where the District has agreed cost recovery to another or 
different charge for such services.  
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RELATED INFORMATION 
 
The District shall make every possible attempt to gather pertinent information regarding each incident for 
timely cost recovery purposes.  All information shall be considered confidential under Policy # 104. 
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POLICY 304: PUBLIC CONTRACTING 
Originated: July 12, 2005 

Revised:  
Reviewed: November 10, 2020 

 
PURPOSE 
  
It is the policy of the Silverton Fire District in adopting the Public Contracting Regulations to utilize 
public contracting practices and methods that maximize the efficient use of public resources and the 
purchasing power of public funds by promoting impartial and open competition. The District will use 
clear and complete solicitation methods denoting contract specifications and requirements. These 
practices and methods will be in full compliance of the contracting authorities described in ORS 
Chapters 279A, 2798, and 279C. 
 

DEFINITIONS 
 
Formal competitive selection procedure; procedures for public contracting as required by ORS 2798 
.050(1) (competitive sealed bids or competitive sealed proposals for goods and services), or ORS 
279C.335(1) (competitive bids for public improvements) or, for personal service contracts, the same 
formal procedures required for the selection of goods and services pursuant to ORS 2798.060 
(competitive sealed proposals). 
 
Formal competitive selections process; the process of using formal competitive selection 
procedures for the procurement of goods and services or for public improvements contracts. 
 
Personal service contracts; include contracts for services that require specialized technical, artistic, 
creative, professional or communication skills or talent, unique and specialized knowledge, or the 
exercise of discretionary judgment skills, and for which the service depends on attributes that are 
unique to the service provider, other than contracts for an architect, engineer, land surveyor or provider 
of related services as defined in ORS279C.100. 

 

LOCAL CONTRACT REVIEW BOARD 
 

The Silverton Fire District Board of Directors are designated as the Local Contract Review Board 
under the Oregon Public Contracting Code. The Local Contract Review Board may delegate its 
powers and responsibilities consistent with the Oregon Public Contracting Code, the Model Rules, 
and through Resolution. 

 

CONTRACTING AGENCY 
 

The Fire Chief or his/her designee is designated as the Board of Director's "Contracting Agency'' for 
purposes of contracting powers and duties assigned to the Silverton Fire District. 

 

MODEL RULES 
 
Except as modified herein, or by subsequent resolution, the Model Rules, Divisions 46, 47, 48 and 49, 
adopted by the Attorney General under ORS279A, 2798, and 279C, as they now exist, and as they may 
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be amended in the future, are hereby adopted as the Silverton Fire Districts public contracting rules. 
Words and phrases used by these rules that are defined in ORS sub-chapters 279A, 2798, and 279C 
and in the Model Rules, has the same meaning as defined in ORS sub-chapters 279A, 2798, and 
279C and the Model Rules. 

 

PUBLIC CONTRACTING AUTHORITY 
 
The Fire Chief or his/her designee has the contracting authority and responsibilities as follows: 
 
 The Fire Chief or his/her designee is authorized to: 
 

 Enter into agency contracts not to exceed $25,000 without additional authorization of the 
Local Contract Review Board. Contracts exceeding $25,000 for public improvements 
identified and that has been approved by the Board through the budgetary process, will be 
deemed to be approved by the Local Contract Review Board. 
 

 Recommend that the Local Contract Review Board approve or disapprove contract 
awards in excess of $25,000 or to change orders or amendments to contracts of more than 
$25,000. 
 

 Adopt forms, computer software, procedures, and administrative policies for all purchases 
consistent with this policy. 

 
All contracting will conform to approved purchasing procedures adopted by the Board of 
Director's / Local Contract Review Board. 
 
The Fire District will plan purchase requirements sufficiently in advance so that orders that apply 
can be placed in economical quantities. 
 
The Fire Chief or his/her designee will process requisition forms and negotiate purchases on the 
most favorable terms in accordance with adopted resolutions, state laws (including the Oregon 
Public Contracting Code), policies and procedures. 

 

FORMAL COMPETITIVE SELECTION PROCEDURES-EXEMPTIONS 
 
All public contracts will be based upon formal competitive selection requirements of ORS 2798/050(1) or 
ORS 279C.335(1), except as expressly provided in this subsection, or by subsequent resolution. The 
following classes of public contracts are hereby exempted from the formal competitive selection or 
requirements of ORS 2798.050(1) and ORS 279C.335(1): 
 

 Any contract exempted by the State of Oregon Public Contracting Code or Model Rules, 
 

 Any contract expressly exempted from formal competitive selection procedures adopted by 
ordinance or resolution of the Local Contract Review Board pursuant to ORS 279B.085, 
 

 Purchases through federal programs pursuant to ORS 279A.180, 
 

 In the event of an emergency involving an immediate hazard to the public health, safety or 
welfare, the Fire Chief or his/her designee may secure necessary goods and/or services without a 
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formal competitive selection process, provided that the Local Contract Review Board, at a 
regularly scheduled meeting within 30 days of the procurement, is furnished with a full report of the 
circumstances and costs of the materials and/or services secured; 
 

 Contracts for goods or services, or a class of goods or services which are available from only one 
source. To the extent reasonably practical, the Fire Chief or his/her designee with the sole source 
to obtain contract terms advantageous to the Fire District. Sole source contracts for goods or 
services, or classes or goods or services, which are available from only one source which exceeds 
$5,000, but do not exceed $25,000, must be approved by the Fire Chief or his/her designee. Sole 
source contracts for goods or services, or classes of goods or services, which are available from 
only one source, which exceeds $25,000 must be approved by the Local Contract Review Board. 
The determination of a sole source must be based on written findings that may include: 

 
o That the efficient utilization of existing goods requires the acquisition of compatible goods 

or services; 
 

o That the goods or services required for the exchange of software or data with other public 
or private agencies are available from only one source; 

 

o That the goods or services are for use in a pilot or experimental project; 
 

o Other findings that support the conclusion that the goods or services are available from 
only one source, 

 

o Sole source contracts for goods or services, or classes of goods or services, which are 
available from only one source which exceeds $5,000, but do not exceed $25,000, must be 
approved by the Fire Chief or his/her designee. Sole source contracts for goods or services, 
or classes of goods or services, which are available from only one source which exceeds 
$25,000 must be approved by the Local Contract Review Board. 

 
 Contracts for products, services or supplies if the value of the contract does not exceed 

$5,000. Any procurement of goods or services not exceeding $5,000 per item may be 
awarded in any manner deemed practical or convenient by the Fire Chief or his/her designee, 
including by direct selection or award. A contract awarded under this section may be amended 
to exceed $5,000 only upon approval of the Board and in no case may exceed $6,000. A 
procurement may not be artificially divided or fragmented so as to constitute a small 
procurement under this selection; 

 
 Contracts of the purchase of copyrighted materials where there is only one supplier available 

within a reasonable purchase area for such goods, 
 

 Contracts for the purchase of advertising, including that intended for the purpose of giving 
public or legal notice. 

 
 Contracts for the procurement of banking services, 

 
 Contracts for the purchase of services, equipment or supplies for maintenance, repair or 

conversion of existing equipment if required for efficient utilization of such equipment, 
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 Contracts for the purpose of investment of public funds for the borrowing of funds, 
 

 Contracts for the purchase of goods or services, where the rate or price for the goods or 
services being purchased is established by federal, state or local regulating authority, 

 
 Contracts that do not to exceed $25,000 for the purchase of goods, materials, supplies and 

services. For contracts for the purchase of goods, materials, supplies and services that are more 
than $5,000, but that does not exceed $25,000, a minimum of three competitive written quotes 
will be obtained. The Fire Chief or his/her designee will keep a written record of the source and 
amount of quotes received. If three quotes are not available, a lesser number will suffice, 
provided that a written record is made of the effort to obtain the quotes. 

 
 Contracts not to exceed $25,000 for public improvements, including contracts for services of 

architects, engineers, land surveyors and related services, if the following conditions are met: 
 

o The contract is for a single project and is not a component of or related to any other project; 
 

o When the amount of the public improvement contract is more than $5,000, but does not exceed 
$25,000, a minimum of three competitive written quotes will be obtained. The Fire Chief or 
his/her designee will keep a written record of the source and amount of quotes received. If three 
quotes are not available, a lesser number will suffice, provided that a written record is made of the 
effort to obtain the quotes; 

 
o The Fire Chief or his/her designee will award the contract to the prospective contractor whose 

quote will best serve the interests of the Agency, taking into account price and other applicable 
factors, such as experience, specific expertise, availability, project understanding, contractor 
capacity and contractor responsibility. If the contract is not awarded on basis of lowest price, 
the Fire Chief or his/her designee will make a written finding of the basis for the award. 

 

EXCEPTIONS FOR CONTRACTS PROVIDED BY STATUTE 
 
The following types of contracts are not required to be competitively bid under ORS 279A.025: 
 

 Contracts for purchase of real estate (ORS 273 and 276), 
 

 Contracts made with other contracting agencies or federal government (ORS 279A.200-279A.225 
and OAR 137.046.0400), 

 
 Contracts made with qualified nonprofit agencies providing employment opportunities to the 

disabled, 
 

 Grants, 
 

 Contracts between Fire Districts/Departments for fire protection equipment if the following 
requirements are met: 

 
o Recipient make a written request for the equipment, 

 
o Equipment is surplus, 
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o Total fair market value received does not exceed $50,000 per year, 
 

o Transfer holds a public hearing, with 14 days written notice published in a newspaper of 
general circulation, 
 

o Transfer is in writing in the public interest. 
 

 Contracts between $5,000 and $75,000 for a single project if the results would be a cost 
savings to the District (OAR 125-301-0012). 

 

NOTICE OF PUBLIC CONTRACTS 
 

Notice of public improvement contracts or contracts for the purchase of goods or services with cost of 
more than $25,000 will be published in a general local publication and may be published electronically 
where the Fire Chief or his/her designee finds that such publication is likely to be cost effective as 
provided in ORS 279C.360 

 

DISPOSAL OF SURPLUS PROPERTY 
 

The Fire Chief or his/her designee will have the authority to dispose of surplus property owned by the 
Fire District by any means determined to be in the best interests of the Agency, including but not 
limited to, transfer to other departments, government agencies, nonprofit organizations, sale, trade, 
auction, or destruction, provided however, that disposal of personal property having residual value of 
more than $5,000 will be subject to authorization by the Local Contract Review Board. 
 

PERSONAL SERVICE CONTRACTS 
 
Personal service contracts will be used to retain the services of independent contractors (other than 
contracts for an architect, engineer, land surveyor or provider of related services as defined in ORS 
279C.100). Nothing in this section will apply to the employment of regular Agency employees. 

 

PROCEDURES FOR PERSONAL SERVICES CONTRACTS 
 
Personal service contracts are subject to the rules established by this section: 
 

 Unless otherwise approved by the Fire Chief or his/her designee, all personal service 
contracts will require the contractor to defend, indemnify, and hold harmless the Fire District, 
its officers, agents and employees against and from any and all claims or demands for 
damages of any kind arising out of or connected in any way with the contractor's performance 
there under and will include a waiver of contractors' right to ORS 30.285 and ORS 30.287 
indemnification and defense. 
 

 Unless otherwise approved by the Fire Chief or his/her designee, personal service contracts 
will contain a provision requiring the person or entity providing the service to obtain and 
maintain liability insurance coverage in at least the amount of the Fire Districts tort liability 
limits, naming the Fire District as an additional named insured, during the life of the contract. 
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 All personal service contracts will contain all contract provisions mandated by state law. These 
provisions may be incorporated in the personal service contract by reference unless 
otherwise provided by law. 
 

 The formal competitive selection procedures described in this section may be waived by the Fire 
Chief or his/her designee when an emergency exists that could not have been reasonably 
foreseen and requires prompt execution of a contract to remedy the situation that there is not 
sufficient time to permit utilization of the formal competitive selection procedures 
 

 Personal service contract proposals may be modified or withdrawn at any time prior to the 
conclusion of discussions with an offeror. 
 

 For personal service contracts that are anticipated to cost $5,000 or less, such contracts must 
be memorialized by a formal purchase order. 
 

 For personal service contracts that are anticipated to exceed $5,000, but not exceed $25,000, at 
least three competitive written quotes from prospective contractors who will appear to have at 
least minimum qualifications for the proposed assignment, will be solicited. Each solicited 
contractor will be notified in reasonable detail of the proposed assignment. Any or all 
interested prospective contractors may be interviewed for the assignment by the Fire Chief 
or his/her designee or by an interview committee. 
 

 For personal service contracts that are anticipated to cost in excess of $25,000, the Fire Chief or 
his/her designee will make the following determinations: 

 
o That the services to be acquired are personal services; 

 
o That a reasonable inquiry has been conducted as to the availability of Fire District personnel 

and resources to perform the services required under the proposed contract. 
 

o All personal service contracts exceeding $25,000 will be based upon formal competitive 
selection procedures, except as expressly provide in this subsection, or by subsequent 
resolution. For personal service contracts that are anticipated to cost in excess of $25,000 per 
year, the Fire Chief or his/her designee will follow the formal competitive selection procedures 
for formal competitive sealed proposals as found in the Model Rules, OAR 1377-047- 0260. 

 

PERSONAL SERVICES CONTRACTS, EXEMPTIONS FROM FORMAL COMPETITIVE 
SELECTION PROCEDURES 

 
Contracts for personal services are exempt from formal competitive selection procedures if any of the 
following conditions exist: 
 

 The contract amount is anticipated to be $25,000 or less. 
 

 Contract amendments, which in the aggregate change the original contract price or alters the work to 
be performed, may be made with the contractor if such change or alternation is less than twenty-
five percent (25%) of the initial contract, and are subject to the following conditions: 
 

 The original contract imposes binding obligation on the parties covering the terms and conditions 
regarding changes in the work; or 
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 The amended contract does not substantially alter the scope or nature of the project. 

 
 The Fire Chief or his/her designee finds that there is only one person or entity within a reasonable 

area that can provide services of the type and quality required. 
 

 The contract for service is subject to selection procedures established by the State or Federal 
Government. 
 

 The contract is for non-routing or non-repetitive type legal services provided by attorneys 
outside of the normal Agency legal representation. 

 

PERSONAL SERVICES CONTRACTS-SCREENING CRITERIA 
 

The following criteria will be considered in the evaluation and selection of a personal service contractor 
for personal service contracts: 

 

 Specialized experience in the type of work to be performed. 

 Capacity and capability to perform the work, including any specialized services within the time 
limitations for the work. 

 Educational and professional records, including past records of performance on contracts with 
governmental agencies and private parties with respect to cost control, quality of work, ability to 
meet schedules, and contract administration, where applicable. 

 Availability to perform the assignment and familiarity with the area in which the specific work is 
located, including knowledge of designing or techniques peculiar to it, where applicable. 

 Cost of the services. 

 Any other factors relevantly to the particular contract. 
 

PERSONAL SERVICES CONTRACTS-SELECTION PROCESS 
 

The following rules will be followed in selecting a contractor for personal services: 
 

 Personal service contracts less than $5,000 may be awarded in any manner deemed practical 
including by direct selection or award by the Fire Chief or his/her designee. A personal service 
contract awarded under this section may be amended to exceed $5,000 only upon approval of the 
Fire Chief or his/her designee and in no case may exceed $6,000. A personal service contract may 
not be artificially divided or fragmented 

 
 For personal service contracts that exceed $5,000, but do not exceed $25,000, the Fire Chief or 

his/her designee will award the contract to the offeror whose quote or proposal will best serve the 
interest of the Fire District, taking into account the relevant criteria found in this resolution. The 
Fire Chief or his/her designee will make written findings justifying the basis for the award. 
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 For personal service contracts that will cost $25,000 or more, the Fire Chief or his/her designee 
will award the contract based upon the formal competitive selection processes found in the Model 
Rules. The Fire Chief or his/her designee will make written findings justifying the basis of the 
award. 

 
 The Fire Chief or his/her designee conducting the selection of a personal service contract 

will negotiate a contract with the best-qualified offeror for the required services at a 
compensation determined in writing to be fair and reasonable. 

 

DECLARATION OF EMERGENCY 
 
This resolution being necessary for the immediate preservation of the public peace, health and safety for 
the reason that the Oregon Public Contracting code is effective on March 1, 2005, and this resolution is 
needed to implement its provisions, an emergency is declared to exist and this resolution will take 
effect immediately upon passage and approval of the Board of Directors. 
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POLICY 305: INTERNAL FINANCIAL CONTROLS 
Originated: February 12, 2008 

Revised:  
Reviewed: November 10, 2020  

 
 

PURPOSE 
  
Internal Financial Controls are absolutely necessary for maintaining a secure and reliable accounting 
system.  Internal Financial Controls, when strictly followed, can protect the financial integrity of the 
District records and protect against mismanagement of District funds. 

 

AUTHORIZATION 
 
Each of the five (5) members of the Board of Directors shall be authorized signers to allocate District 
funds.  The Board of Directors shall also elect by positive vote exempt District staff employee(s) as an 
authorized signer(s) to allocate District funds.  The District will not at any time allow any District 
employee who prepares District funds for disbursement to be an authorized signer of funds. 
 

MULTIPLE SIGNATURES 
 
A minimum of two authorized signatures will be required to sign all District checks. The common 
practice for signing District checks shall be one Board member and one staff employee.  Upon rare 
occasions it may be necessary for authorized staff signers to distribute District funds without a Directors 
signature for timely payment of invoices.  If this takes place a Director will be notified as soon as 
possible. In the event of rare occasions, if staff signers are unavailable, two Directors may authorize the 
Distribution of District funds.  
 

DIRECT DEPOSIT 
Direct Deposit is the District’s preferred method for issuing payroll payments to members. Direct deposit 
of paychecks via electronic transmittal is available through the District’s financial processing system. It is 
the intent of the District to make direct deposit of paychecks available to members as an added 
convenience. All payroll payments must have dual approval control and requires an authorized signer to 
release a transaction via the online banking portal. The Office Administrator will upload Payroll (PR) 
direct deposit information into the District’s online banking system. The Fire Chief or authorized signer 
will review and release the ACH transaction for processing. All precautions must be taken to ensure 
proper management of District funds and audit security controls.  
 

VERIFICATION OF RECEIPTS 
 
No invoices shall be paid without written proof that the goods or services stated on the invoice have been 
received by the District.  If no written proof exits, the District shall request written proof from the issuer 
of the invoice. 
 

ACCOUNTS PAYABLE (AP) 
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The District office managerAdministrative Assistant will manage and maintain accounts payable (AP) to 
take advantage of any discounts available and pay them in a timely manner.  The AP will be reviewed by 
at least one exempt District staff employee and one Director.  All precautions must be taken to ensure 
proper management of District funds and audit security controls. 
 

DEPOSITS  
 
All deposits of funds should be reviewed by an employee other than the depositor of funds to ensure that 
funds are placed in the proper District accounts. 
 

PETTY CASH/CASH TRANSACTIONS 
 
During office hours, petty cash funds will be kept in the District safe until needed.  It will be monitored 
always while in use and will not be left unattended.  Petty cash funds require full documentation including 
the purpose of the expenditure and who was present during the transaction.  All cash transactions, if 
possible, should always involve more than one individual to ensure that cash is properly recorded and 
deposited. 
 

CHECK STOCK 
 
All general, payroll and other checks will be locked in the District safe.  This includes both signed and 
un-signed checks.  Checks or cash will be secure at all times. 
  

BANK STATEMENT 
 
Bank Statements received will be reviewed by least one exempt District staff employee before 
reconciliation of accounts by the District Office ManagerOffice Administrator. 
 

REVIEW OF FUNDS AND EXPENDITURES 
 
The District Board of Directors shall at a minimum, at the regular monthly meeting, review the Districts 
funds and expenditures.  

 


