MINUTES OF A REGULAR MEETING OF THE MAYOR AND COUNCIL, TOWN OF
SORRENTO, TUESDAY, JULY 14, 2020 6:00 P.M., VIRTUAL MEETING, SORRENTO
TOWN HALL, SORRENTO, LOUISIANA )
Members Present:
Councilmen: Christopher Guidry, Wanda Bourgeois, Randy Anny, Donald Schexnaydre
Mayor: Michael Lambert
Town Clerk: Paige Robert
Absent: Patti Poche

Motion by Councilman Christopher Guidry and seconded by Councilman Donald
Schexnaydre to approve the minutes of the regular meeting of the mayor and council taken
Thursday, June 11, 2020. Motion carried. Vote as follows:
YEAS: Wanda Bourgeois, Christopher Guidry, Randy Anny, Donald Schexnaydre
NAYS: None ABSENT: Patti Poche

Motion by Councilman Randy Anny and seconded by Councilman Wanda Bourgeois to
adopt the CEA with the Parish of Ascension to purchase a SOKW Portable Generator for the
Guedry Street Sewer Lift Station Site with FEMA Hazard Mitigation Funding which is a 75%
federal and 25% local match. Estimated Total amount $5 8,374.03. Motion carried. Vote as
follows:
YEAS: Christopher Guidry, Randy Anny, Donald Schexnaydre, Wanda Bourgeois
NAYS: None

Motion by Councilman Randy Anny and seconded by Councilman Donald Schexnaydre
to place the revote on the reappointment of planning and zoning member Juanita Tillison on next
meeting agenda of the Mayor and Council on Tuesday, August 4, 2020 and to have applications
for the position turned in by Wednesday July 28, 2020 at 4:30 pm., pending town attorney
research on whether or not the appointed planning and zoning member, Chad Dominque has a
challenge to retain his seat. Motion carried. Vote as follows:
YEAS: Wanda Bourgeois, Christopher Guidry, Randy Anny, Donald Schexnaydre
NAYS: None ABSENT: Patti Poche

Motion by Councilman Don Schexnaydre and seconded by Councilman Randy Anny to
approve the quote from Louisiana Pond Management for oxidation pond repairs — Kasco Surface
Aeration with Subsurface Sentinel Aeration System: $19,952.00
a. Includes 2, 2HP surface aeration units in each cell.
b. Includes subsurface diffused air system through 6, %” weighted tubes
c. 1 HP Compressor, 13.5 CFM.
Motion carried. Vote as follows:
YEAS: Wanda Bourgeois, Christopher Guidry, Randy Anny, Donald Schexnaydre
NAYS: None ABSENT: Patti Poche

Mayor Lambert opened public hearing to discuss ordinance 20-01 amending the 2020
Budget and adopting the 2021 Operating Budget of Revenues and Expenditures.

Mayor Lambert closed the public hearing.

Motion by Councilman Donald Schexnaydre and seconded by Councilman Randy Anny
to adopt ordinance 20-01. Motion carried. Vote as follows:
YEAS: Wanda Bourgeois, Donald Schexnaydre, Randy Anny
NAYS: Christopher Guidry ABSENT: Patti Poche







BUDGET ADOPTION
ORDINANCE 20-01
An ordinance amending the 2020 Budget and adopting the 2021 Operating Budget of Revenues and
Expenditures.
SECTION 1. The 2020 Operating Budget for the year ending June 30, 2020 (as attached) is amended, as
summarized for all funds and the 2021 Operating Budget for the year then ending (as attached) is adopted,
as follows:

2020 2021
Original Adjustment Budget Budget
Revenues:
Taxes $ 802,000 2,500 $ 804,500 $ 817,100
Intergovernmental 33,000 9,500 42,500 8,000
Charges for services 214,500 4,750 219,250 222,000
License and permits 96,300 5,000 101,300 101,300
Fines 1,500 3,100 4,600 4,600
Other 4,100 1,100 5,200 4,700
Total revenues & other sources $ 1,151,600 $ 25950 § 1,177,350 $ 1,157,700
Expenditures:

General government $ 298200 $ (24,800) $ 273400 $ 299,600

Public safety:
Police 366,700 (200) 366,500 366,500
Fire 32,000 20,000 52,000 32,500
Highway and streets 286,300 38,700 325,000 267,200
Recreation 29,800 31,200 61,000 25,800
Senior citizens 30,000 - 30,000 30,000
Utility operations 270,700 (12,100) 258,600 277,750
Total expenditures $ 1,313,700 $52,800 $ 1,366,500 $ 1,299,350

SECTION 2. The amendment of the 2020 and the adoption of the 2021 operating budget of expenditures
is declared to be an appropriation of funds a set forth in the budget classifications and that all appropriations
lapse at each year end. )

SECTION 3. Amounts are available for expenditure only to the extent included within this budget.
SECTION 4. The Mayor is hereby authorized to make line item adjustments during fiscal year 2021 of
expenditures within a functional department. Such adjustments are to be reported to the Town Council. To
the extent actual expenditures exceed the amount appropriated by 5% or more in an individual fund, the
Mayor will recommend a budget amendment to the Town Council for approval as required by the Louisiana
Local Government Budget Act, La. R.S. 39:1311.

Whereas, said proposed budget was duly set, after proper notice to the public, for public hearing which was
held on July 14, 2020 as required by the revised statutes of the State of Louisiana.

Whereas, the Sorrento Town Council has reviewed and considered such proposed budget and made
revisions of same,

This ordinance was introduced on June 11, 2020, by Councilman Donald Schexnaydre. A public hearing
having been duly held, the title read, and the ordinance considered, on motion by Councilman Don
Schexnaydre, seconded by Councilman Randy Anny, a record vote was had as follows:

YEAS: Wanda Bourgeois, Don Schexnaydre, Randy Anny

NAYS: Christopher Guidry

ABSTAINED:

ABSENT: Patti Poche

And this ordinance was passed on the 14" day of July 2020.







Mayor Lambert opened public hearing to discuss ordinance 19-12, An Ordinance
Amending the Code of Ordinances for the Town of Sorrento, to add Chapter 3-- Financial Policies
and Procedures.

Mayor Lambert closed the public hearing.

Motion by Councilman Donald Schexnaydre and seconded by Councilman Randy Anny
to adopt ordinance 19-12. Motion carried. Vote as follows:

YEAS: Wanda Bourgeois, Christopher Guidry, Donald Schexnaydre, Randy Anny
NAYS: None ABSENT: Patti Poche
A complete copy of the ordinance is available at the town hall for review.

Mayor Lambert opened public hearing to discuss ordinance 19-13, An Ordinance to Amend
Sec. 69-28 of the Code of Ordinances with Respect to “Sewer user charges; collections”

Mayor Lambert closed the public hearing.

No action was taken due to lack of a motion.

Motion by Councilman Randy Anny and seconded by Councilman Christopher Guidry to
condemn the structure located at 8168 Main St. Motion carried. Vote as follows:
YEAS: Wanda Bourgeois, Christopher Guidry, Randy Anny, Donald Schexnaydre
NAYS: None

There being no further business to be brought before the Mayor and Council, on motion
duly made and seconded, the meeting was adjourned.

Paige K. Robert, Town Clerk Michael Lambert, 1\7Iay0r







Mayor and City Council Report

City Calls and Arrest

Sorrento, Loulsiana

January Febuary March April May June July August
2020 2020 2020 2020 2020 2020 2020 2020
Veh. Accidents 19 10 11 8 10 10
Burglaries 0 3 4 2 1 2
Thefts 3 3 2 6 6 8
Armed Robbery 0 0 0 0 0 0
Simple Robbeny 0 0 0 0 0 0
Alarms 13 7 11 14 9 11
Narcotics 0 2 0 0 0 0
Shooting 1 0 1 0 0 0
Total Service Q 114 103 110 73 79 89
SCO/MLoudMus{ O 0 0 0 0 0
Traffic Citations] 56 27 9 5 23 9
Adult Arrests 1 1 0 0 4 6

C?t. Rosevelt Hampton







Row Labels Count of Incident Number

911 Investigation 2
Accident 10
Alarm 11
Assist 13
Burglary 2
Check on Welfare 6
Civil Dispute 3
Damage to Property 1
Disturbance 10
Missing/Runaway 1
Narcotics 1
Sex Offense 1
Suicide Investigation 1
Suspicious Person/Vehicle 11
Theft 8
Traffic Incident 7
Weapons Violations 1
Grand Total 89







BUDGET ADOPTION

ORDINANCE 20-01

An ordinance amending the 2020 Budget and adopting the 2021 Operating Budget of Revenues and
Expenditures.

SECTION 1. The 2020 Operating Budget for the year ending June 30, 2020 (as attached) is amended,
as summarized for all funds and the 2021 Operating Budget for the year then ending (as attached) is

adopted, as follows:

2020 2021
Original Adjustment Budget Budget
Revenues:
Taxes $ 802,000 2,500 $ 804,500 $ 817,100
Intergovernmental 33,000 9,500 42,500 8,000
Charges for services 214,500 4,750 219,250 222,000
License and permits 96,300 5,000 101,300 101,300
Fines 1,500 3,100 4,600 4,600
Other 4,100 1,100 5,200 4,700
Total revenues & other sources $1,151,600 $ 25950 $ 1,177,350 $1,157,700
Expenditures:

General government $ 298200 $ (24,800) $ 273400 $ 299,600

Public safety:
Police 366,700 (200) 366,500 366,500
Fire 32,000 20,000 52,000 32,500
Highway and streets 286,300 38,700 325,000 267,200
Recreation 29,800 31,200 61,000 25,800
Senior citizens 30,000 - 30,000 30,000
Utility operations 270,700 (12,100} 258,600 277,750
Total expenditures $1,313,700 $52,800 $ 1,366,500 $ 1,299,350

SECTION 2. The amendment of the 2020 and the adoption of the 2021 operating budget of
expenditures is declared to be an appropriation of funds a set forth in the budget classifications and
that all appropriations lapse at each year end.

SECTION 3. Amounts are available for expenditure only to the extent included within this budget.

SECTION 4. The Mayor is hereby authorized to make line item adjustments during fiscal year 2021
of expenditures within a functional department. Such adjustments are to be reported to the Town
Council. To the extent actual expenditures exceed the amount appropriated by 5% or more in an
individual fund, the Mayor will recommend a budget amendment to the Town Council for approval
as required by the Louisiana Local Government Budget Act, La. R.S. 39:1311.

Whereas, said proposed budget was duly set, after proper notice to the public, for public hearing

which was held on July 14, 2020 as required by the revised statutes of the State of Louisiana.







Whereas, the Sorrento Town Council has reviewed and considered such proposed budget and made
revisions of same,

This ordinance was introduced on June 11, 2020, by Councilman Donald Schexnaydre. A public
hearing having been duly held, the title read, and the ordinance considered, on motion by Councilman
Don Schexnaydre, seconded by Councilman Randy Anny, a record vote was had as follows:

YEAS: Wanda Bourgeois, Don Schexnaydre, Randy Anny

NAYS: Christopher Guidry

ABSTAINED:

ABSENT: Patti Poche

And this ordinance was passed on the 14t day of July 2020.

Prisi K Lok \ Qt\DU(

Town ClerK Maj}o}’







dorrenio”

LOUISIANA

2021 OPERATING BUDGET
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Town of Sorrento
Capital outlay budget - 2020/2021

General fund:

Admin:

Maintenance shed - roof repair (LGAP)
Timeclock system

Laptops, Public Monitors & Wifi Upgrades

Streets:
Utility trailer

Restricted - Recreation:
Zero turn mower

Sewer:
Lift station pump replacement

Pump replacement
Aerator replacement

Total capital outlay expenses

Net paid by the Town

Mayor's Grant

Proposed Budget Funding
$ 35,000 -
5,000 -
$ 40,000 -
$ - -
$ - -
$ 6,000 -
8,000 -
12,000 -
26,000 -
$ 66,000 -
66,000
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ORDINANCE #19-12

An Ordinance Amending the Code of Ordinances for the Town of Sorrento, to add Chapter 3--
Financial Policies and Procedures.

BE IT ORDAINED BY THE TOWN COUNCIL, TOWN OF SORRENTO, THAT:

Previously Reserved Chapter 3 of the Code of Ordinances for the Town of Sorrento is hereby set
forth as Chapter 3--Financial Policies and Procedures. All sections set forth in this newly amended
and restated Chapter 3 shall supersede any conflicting section of The Code of Ordinances for The
Town of Sorrento, existing prior to this Ordinance becoming effective.

The Code of Ordinances for the Town of Sorrento is hereby amended to add this newly re-stated
Chapter 3--Financial Policies and Procedures and shall read as follows:

Chapter 3.
FINANCIAL POLICIES AND PROCEDURES
ARTICLE 1. IN GENERAL
Sec. 3-1. Town of Sorrento, Louisiana Policy Statement

The Town of Sorrento, Louisiana (Town) is committed to responsible financial management.
The entire organization including the Town council, the Mayor, supervisors, and staff will work
together to make certain that all financial matters of the Town are addressed with care, integrity,
and in the best interest of the Town.

The financial policies and procedural guidelines contained in this handbook are designed to:

A) Provide a stable financial framework of operating standards and behavioral expectations
that allows for the Town mission to be followed;

B) Protect the assets of the Town;
C) Ensure the maintenance of accurate records of the Town’s financial activities; and
D) Ensure compliance with federal, state, and local legal and reporting requirements.

The Mayor of the Town has the responsibility for administering these policies and ensuring
compliance with procedures that have been approved by the Town council. Changes or
amendments to these policies may be approved by the council at any time.

Every council member, supervisor, and staff with financial related responsibility is expected
to be familiar with and operate within the parameters of these policies and procedures.
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Sec. 3-2. The Lawrason Act

Louisiana municipalities are governed, except those municipalities governed by a special
legislative charter or a home rule charter or plan of government adopted pursuant to Article VI of
the Constitution of Louisiana, by provisions of Louisiana Revised Statue (R.S.) 33:321.

The Town has not been granted any exceptions under Article VI of the Constitution of
Louisiana, and therefore will be governed by the R.S. 33:321, which is more commonly known as
the Lawrason Act.

Sec. 3-3. Financial Reporting Policy

An accounting system should be maintained to provide timely and accurate information in
regards to the Town’s financial condition. Accounting practices should be maintained in
accordance with generally accepted accounting principles (GAAP). Town management should
ensure, to the extent deemed economically feasible, that adequate separation of duties are
maintained to ensure assets are safeguarded and the potential for errors are minimized.

A) Monthly reporting: The Town clerk is responsible for the administration of monthly
financial statements, to include budget to actual comparisons, on all active funds of the
Town. The Town may contract with an external accounting professional or accounting firm
to assist in assurance that financial statement are prepared timely and accurate.

The Mayor is to formally present monthly financial statements to include budget to actual
comparisons to the Town council for all active funds of the Town. The Mayor should address any
corrective actions needed, such as budget amendments.

B) Annual reporting: The Town council shall approve the engagement of an independent
certified public accountant to perform an audit of the Town’s accounting books and
records, which must be approved by the Louisiana Legislative auditor. The audit of the
Town must be completed within six months of the Town’s fiscal year end of June 30™ of
each calendar year. An extension may be granted by the Louisiana Legislative Auditor in
the event of a natural disaster or other emergency that may prevent the Town from
completing the annual audit on a timely basis.

The Town shall adhere to all aspects of the Louisiana Audit Law.

Secs. 3-4 through 3-12. Reserved.

ARTICLEII. ETHICS POLICY
Sec. 3-13. Ethics
Purpose

The purpose of this policy is to certify all employees of the Town safeguard public confidence in
the integrity of government, the independence and impartiality of elected officials and public
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employees, that governmental decisions and policy are made in the proper channel of the
government structure, and that public office and employment are not used for private gain.

Scope/Limits
This policy applies to all Town employees, including elected officials.

Policy Statements

1. All Town employees are required to not violate the Louisiana Code of Governmental Ethics
(LaR.S. 42:1101, et seq.)

2. Public servants and elected officials are required to take one hour of training per calendar
year on the Code of Governmental Ethics. Upon completion of the online ethics training
through the Louisiana Board of Ethics, the completion certificate is to be printed and
provided to the Town Clerk.

3. The Town Clerk collects all completion certificates and annual ethics attestation forms and
matches certificates to the payroll form to ensure that all Town employees have completed
the required training. Training certificates should be saved in employee personnel files.

4. Any potential violation of the Louisiana Code of Governmental Ethics should be brought
to the Town Clerk’s attention immediately who will set up a meeting with the mayor. This
does not prevent any employee from contacting the mayor directly to set an immediate
meeting. Upon the conclusion of the meeting, the mayor will determine the appropriate
steps such as consulting with the Town’s general counsel, investigating the potential ethics
violation further, taking corrective action, seeking guidance from the Louisiana Board of
Ethics, and making sure any action complies with the Town’s ethics policy.

5. All Town employees are required to annually attest through signature verification that they
have read the Town’s ethics policy. (Attachment A)

ARTICLE I1II. BUDGETARY POLICY
Sec. 3-14. Budgetary Policies and Procedures

The Mayor has the responsibility for preparing, presenting and administering the Town’s
annual budget for the Town’s general fund and all special revenue funds under R.S. 39:1301-13 15,
the Local Governmental Budget Act, and the Lawrason Act.

Additionally, the Mayor is also responsible for preparing, presenting and administering the
Town’s annual budget for the Town’s active debt service, capital projects, enterprise, and internal
service funds, if applicable.

The Town council is responsible for adopting and amending budgets on a timely basis.
Certified copies of adopted budgets, budget adoption instruments, budget amendments, supporting
schedules and other correspondence related to the budgets are to be retained by the Mayor’s office.
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The Mayor is to prepare a comprehensive budget presenting a complete financial plan for each
fiscal year for all active funds of the Town. Each fund budget must include the following:

A) Revenue projections — Each fund shall present revenues by type based on historical data,
known trends and other related data available;

B) Expenditure projections — Each fund shall present expenditures by department, by type
based on historical data, known trends, and other related data available; and

C) Fund balance — Each fund shall maintain a surplus fund balance.

The budget must include a detailed comparison of information for the current year, including
beginning and projected ending fund balance, itemized year to date actual revenues and estimates
of remaining revenues for the fiscal year, itemized year to date actual expenditures and estimates
of remaining expenditures for the fiscal year, and a percentage change for each item of information
as required by R.S. 39:105(C) (2) (a).

The Mayor shall present the proposed annual budget related adoption instrument by ordinance
to the Town council no later than fifteen (15) days prior to the beginning for the fiscal year. The
proposed budget must be made available for public inspection no later than fifteen (15) days prior
to the beginning for the fiscal year in accordance with R.S. 39:1308 and R.S. 39:1308.

If the Town has a total proposed budget exceeding $500,000 or more in general fund and
special revenue funds in a fiscal year, the public must be provided the opportunity to participate in
the budgetary process in accordance with state law. No proposed budget shall be considered for
adoption or finalized until at least one (1) public hearing has been conducted on the proposal. The
Town must comply with the notice, publication and public hearing in accordance with R.S.
39:1307.

If, at the end of any fiscal year, the budgetary appropriations necessary for rte support for the
Town for the ensuing fiscal year have not been made, then 50% of the amounts appropriated in the
appropriation ordinance for the last legally adopted budget shall be deemed re-appropriated for the
items and purposes specified in such ordinance in accordance with R.S. 39:1312.

The Mayor must advise the Town council when the following conditions are present:

A) Actual revenues and other sources plus projected revenues for the remainder of any fiscal
year, within a fund, are failing to meet total budgeted revenues and other sources by 5% or more;

B) Actual expenditures and other uses plus projected expenditures for the remainder of any
fiscal year, within a fund, are exceeding total budgeted expenditures and other uses by 5% or more;
and

C) Actual beginning fund balance, within a fund, fails to meet estimated beginning fund
balance by 5% or more when fund balance is being used to fund current year expenditures.

Secs. 3-15 through 3-20. Reserved.
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ARTICLE IIV. RECEIPT AND DEPOSIT POLICIES
Sec. 3-21. Receipt and Deposits Policies and Procedures

Collection of revenues are not centralized and are received from three primary avenues:
electronic funds transfer (sales tax and ad valorem tax), through the mail (insurance licenses,
business licenses and permits, fine and traffic citations), and over the counter (utility payments
and fines and traffic citations). The receipt and deposit procedures shall incorporate controls, to
the extent economically feasible, to ensure that revenues budgeted are collected, documented and
timely available for the public purpose or function of the Town.

A) Receipt by Mail:

1. All mail is to be opened by the administrative assistant of the Town, or the Town
clerk in their absence, unless marked confidential whereas that item should be forwarded to
the specified party.

2.  All mail is stamped with date received.

3. All payments received in the mail shall be stamped immediately with a “for deposit
only” stamp; the stamp should include the Town’s name and bank account number and specify
which bank account the deposit shall be made.

4.  Receipts collected by mail will then be distributed to either the Town clerk or police
department clerk (police department related receipts only).

B) Fines and Traffic Citation Counter Receipts:

1. All receipts should be compiled on a daily collection report notating the following
information;:

a) Payor;

b) Type of receipts (cash, check, money order);
¢) Amount;

d) Ticket number;

€) Check or money order number, if applicable;

f) General ledger account title; and,

g) All checks received will be endorsed by the Police clerk with a “for deposit only”
stamp; the stamp should include the Town’s name and bank account number and
specify which bank account (General Account) the deposit shall be made.

2. Collections are to be credited to payor accounts in police department’s ticket and
citations tracking software on the date of payment.
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3. A daily receipt report will be printed at the conclusion of each business day and
attached to the collection report.

4.  The collection report and the daily receipt report from the ticket and citation tracking
software should be reconciled before the department closes for business each day.

5. Bank deposits will be made on a daily basis, when practical, by the Town clerk.

6. In no circumstances shall cash or personal checks be accepted as payment for fines
and citations, except for court ordered payments.

C) Utility Counter Receipts:

1. All receipts should be compiled on a daily collection report notating the following
information:

a) Customer;

b) Type of receipts (check or money order);

¢) Amount;

d) Account number;

e) Check or money order number, if applicable;
f) General ledger account title; and,

g) All checks received will be endorsed by the Town clerk with a “for deposit only”
stamp; the stamp should include the Town’s name and bank account number and
specify which bank account (Utility Account) the deposit shall be made.

2. Collections are to be credited to customer accounts in Town utility billing software on
the date of payment.

3. A daily receipt report will be printed at the conclusion of each business day and
attached to the collection report.

4. The collection report and the daily receipt report from the utility billing software
should be reconciled before the Town closes for business each day.

S.  Separate bank deposits slips should be prepared daily for each collection report.
6.  Each bank deposit slip should reconcile in total to related collection report.

7.  Bank deposits will be made on a daily basis, as practical, by the Town clerk.

8.  Any cash or other deposit held overnight should be secured in the Town vault.

9. NSF Policy:
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a) The fiscal agent bank shall forward any returned NSF checks to Town Hall,
b) All NSF checks shall be provided to the Town Clerk,
©) The payor will be contacted by phone for notification of the NSF , if possible.

d) If no phone contact can be made within three (3) days, a certified letter will be
mailed to the payor allowing for 10 days for the payor to respond upon
confirmation of receipt of certified letter.

e) Ifthe payor has not responded to certified letter within 10 days upon confirmation
of receipt of certified letter, the Town may elect to remit request for payment to
the District Attorney’s office for collection.

f) Ifno response is made by payor within 25 days, the NSF collections efforts will
then be turned over to the District Attorney’s office.

g) Once NSF collection is turned over to the District Attorney’s office, no
subsequent payments should be accepted from said payor. Any payments
remitted should be returned to the payor by certified mail.

h) For NSF payments previously posted, the Town Clerk will make and adjustment
to the customer account to remove the payment and add an NSF fee to the

account.
Sec. 3-22. Receipt and Collections Policies and Procedures
General Receipts

All receipts must be made at the Town. No employee is authorized to accept payments of any type
outside of the Town.

A) Receipts/Banking

1. All checks shall be endorsed “For Deposit - Town of Sorrento, Louisiana” upon
receipt.

2. Alisting of all receipts is to be produced daily.

3. All monies received shall be recorded by an entry for each daily collection report to
ensure that revenues are recorded in the financial statement are complete.

4. When necessary, the payer shall be issued a receipt on request.
S. The receipt record shall indicate the mode of payment.

6. The original of every cancelled receipt shall be retained.

7. Daily receipts shall be reconciled to deposits.

CD3:7







8. Deposits is to occur on a daily basis, when practicable, as required by state law.

B) Reconciliations

1. All bank/investment accounts are to be reconciled monthly by the Town Clerk. The
reconciliation is to be reviewed by the Mayor (or his designee) to ensure transactions
recorded in the financial statements have occurred and are complete.

2. Any unusual/irregular reconciling items (old outstanding checks or deposits in transit)
are to be immediately investigated.

Secs. 3-23 through 3-27. Reserved.
ARTICLE V. PURCHASING AND DISBURSEMENT POLICIES
Sec. 3-28. Purchasing and Disbursements Policies and Procedures

The purchasing and disbursement function shall be centralized by the Town clerk. The
purchasing and disbursement procedures shall incorporate controls, to the extent economically
feasible, to ensure that purchases are reasonable and necessary, budgeted, documented and
approved, and used solely for the public purpose or function of the Town.

A) Purchasing:

1. All departments of the Town shall use a purchase order system which requires
documentation to be generated before any purchase and disbursement can be made.
Applicable documentation includes:

a) Purchase requisition — the purchase requisition is generated by an employee to
notify the purchasing department of items it needs to order, their quantity, and the
time frame that will be given in the future.

b) Purchase order — the purchase order (PO) must clearly describe the item(s) and
quantities to be purchased and must be signed by the departmental supervisor
making the request.

¢) Invoice - the invoice provides documentation from the vendor that the services or
items were provided to the Town. Town personnel shall submit a Vendor Approval
Form to the Mayor (or Mayor Pro-Tem) for approval. All Vendor Approval Forms
shall be accompanied by an IRS Form W-9 which must be completed by the
potential vendor. The Vendor Approval Form shall be authorized by the Mayor
before the vendor is added into the Town’s accounting system. Upon vendor
approval, the Town Clerk shall setup the vendor information in the Town’s
accounting system.

d) Approval — Approval consist of verification of by the Town clerk and Mayor that
all documentation has been generated to support the payment and the amount due
to the vendor is correct. The invoice must be attached to the purchase order and
provided to the Mayor for this process before any disbursement is made. Town
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personnel shall submit a Vendor Approval Form to the Mayor (or Mayor Pro-Tem)
for approval. All Vendor Approval Forms shall be accompanied by an IRS Form

-9 which must be completed by the potential vendor. The Vendor Approval Form
shall be authorized by the Mayor before the vendor is added into the Town’s
accounting system. Upon vendor approval, the Town Clerk shall setup the vendor
information in the Town’s accounting system.

A) Disbursements:

1. All disbursements are to be made by check. Any payment in the form of cash is
prohibited.

2. The disbursement function is to be centralized in Town hall and administered by the
Town clerk.

3. The check stock of blank/unused checks is to be stored in the Town vault which is to
be locked and access restricted to only authorize Town personnel.

4.  The Mayor is to sign all checks of the Town; however a designated council member is
to be given this authority in the event that the Mayor is absent. The Town clerk is
prohibited from signing check disbursements.

5. Disbursements can only be made from an original invoice; copies of invoices are not
acceptable.

6.  All supporting documentation (PO, invoice, or reimbursement and/or travel control
sheet) supporting all disbursements should be attached together and maintained in
Town hall.

B) Related party transactions are strictly prohibited.

1. Related party transactions are defined as transactions “with any individual or business
that is an immediate family member to any council member, Mayor, employee or other
elected official” of the Town. An “immediate family member” is considered a child,
stepchild, parent, stepparent, spouse, sibling, mother-in-law, father-in-law, son-in-law,
daughter-in-law, brother-in-law, or sister-in-law of such council member, Mayor,
employee or other elected official, and any person (other than a tenant or employee)

sharing the household of such council member, Mayor, employee or other elected
official.

2. Any known or suspected related party transaction should be reported to the Mayor. If
the Mayor suspected or known to be in any related party transactions with the Town, a
council member should be notified.

C) Compliance with Louisiana Public Bid Law:

1. Management shall always provide an open and competitive atmosphere and ensure that
written bids or quotes are solicited for purchases, including recurring purchases, which
exceed the applicable dollar thresholds provided by the Louisiana Public Bid Law.
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2. Bid or quote documentation should consist of the following items:
a) Solicitation letters or public advertisements;
b) All bids or quotes submitted,;
¢) Bid or quote tabulation sheets; and
d) Minutes to the public meeting in which bid or quotes were opened.

Sec. 3-29, Contracting Policies and Procedures

A) Types of services requiring written contracts

1. Formal written contracts should be prepared for public works and professional services.

2. Prior to entering into a contract or renewing a contract, a needs assessment should be
performed that includes:

a) Identifying the goals and objectives;

b) The exploration of possible alternatives to contracting to meet the identified
goals and objectives; and

¢) The comparison of costs and benefits associated with alternatives to contracting
against the costs and benefits of contracting in order to determine whether
contracting is he most cost-effective way of obtaining the necessary goods and
services.

3. For public works and material/supplies, the Town will follow the provisions of
Louisiana Public Bid Law, as applicable. All documentation related to compliance
with these provisions should be documented in writing and maintained in the
contract/vendor file.

4. At times, the Town may seek to contract services from a third-party when it is
considered to be a more cost-effective solution than to perform the service internally.
In those cases where it has been determined that a service contract should be entered
into, good business practices dictate that written contracts be executed for any
arrangement entered into by the Town for services (professional and otherwise)
performed by a third-party.

S. The Town will assess whether contracts may be amended by change orders. If change
orders are within the scope of the contract (i.e. allowed under the original contract), the
change orders are to be documented in writing and maintained in the contract file.

B) Standard terms and conditions

Contract terms and conditions are to be clearly stated and in the best interests of the Town,
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and must include the following:

1.

2.

7.

Specific goods/services to be performed and costs

Timing of service delivery

Period covered by the contract

Clearly defined performance standards and measurable outcomes
How vendor performance will be evaluated/monitored

If and how the contract may be amended (change orders) within the scope of the
contract or terminated

Consequences for failure to meet contract requirements

C) Legal review

Prior to execution, the mayor will determine if the Town’s general counsel should review
the contract and change order to ensure compliance with applicable laws and Town
policies. Evidence of legal review should be documented and maintained in the
contract/vendor file.

D) Approval

Contract documents should be reviewed, signed, and dated by the mayor and other
appropriate parties, and maintained on file. Any amendments to the contract should be
allowable under the original contract terms and should also be in writing and signed by the
applicable parties.

E) Monitoring

1.

The Town has established a centralized oversight of contracts, including maintaining a
master list of all active contracts that includes the following for each contract (multiple
contracts with the same vendor should be treated as separate contracts):

a) Vendor's name and contact information
i. Starting date of contract
ii. Ending date of contract Type of services to be received
iii. Cost of the services
iv. Employee responsible for monitoring the contract terms and conditions (i.e.
v. contract manager
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2. For each contract (including change orders), a contract manager will be desi gnated with
the authority and knowledge to monitor the contract and related project/service.
The contract manager should be accountable for:

a) Tracking budgets
i.  Comparing invoices and charges to contract terms
ii. Verifying and accepting/rejecting deliverables
iii. Withholding vendor payment until deliverables are met
iv. Approving invoices
v. Maintaining all documentation supporting payments to the vendor
vi. Closing out the contract
vii. Communicate the status of contract to the appropriate personnel so the master
viii. Contract list can be updated

3. A periodic review will be done of all contract documentation maintained by the
contract manager to ensure that the contract manager is following the policies and
procedures set forth by the Town.

4. Payments to vendors should only be made by the Accounts Payable after verifying
with the contract manager that the related goods or services have been received or
performed in accordance with the terms of the contract. Payments should be files by
contract (rather than by vendor in the case of multiple contracts with the same vendor).

3. Once a contract has been closed, a post-contract evaluation will be done by
management to assess compliance with laws and applicable policies. Any deficiencies
will be addressed with the contract manager and remedied.

Secs. 3-30 through 3-34. Reserved.

ARTICLE VI. UTILITY BILLING POLICIES
Sec. 3-35. Utility billings
A) Establishing a Utility Service Account

1. The individual or company may establish an account in person at Town hall. The
following is required to set up an account:

a) Valid picture identification (Driver's License),
b) Service deposit by cash, check or money order,
¢) Application is required to be completed.

2.  The Town provides utility services and charges a user fee for the following;
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a) Wastewater treatment,

b) Solid waste disposal,

¢) Water distribution, through Ascension Water Company
B) Customer deposits

1. Each utility customer is charged a deposit. A customer deposit equal to the amount of
three months service fees charged for sewer customers. In addition to the sewer utility
deposit, a customer deposit is collected for solid waste customers in the amount of
three months service fees.

2. A deposit will be collected for a new customer from the date of the policy is effective,
July 1, 2014.

C) Trash can delivery
1. For all options, a trash can is delivered on Wednesday of each week.

2. Ifaresident moves within Town limits, the resident is responsible to notify Town Hall
that the trash can is being moved to the new address and provide Town Hall with that
address.

3. Ifaresident moves outside of Town limits, the resident is responsible to notify Town
Hall that the trash can needs to be picked up and any customer deposit and customer
account balances will be settled at the time of this notification.

D) Billing procedures
1.  Billings:

a) Billing cycles are from the 26th of each month. Utility bills are mailed on or about
the 27th day of the month and are due by the 26th of the following month. Bills
are prepared from the Utility Billing System software billing system used by the
Town.

b) Flat rates are charges for sewer and solid waste disposal. Metered service is
provided from water distribution system, which is leased to Ascension Water
Company, a subsidiary of Baton Rouge Water Company.

¢) Utility rates are set by ordinance adopted by the Town in accordance with
Louisiana law. Rates are periodically increased to operate the activity in a fiscally
responsible manner. However, such rate increases are adopted during a public
hearing after advertisement is made satisfying Louisiana law.

2.  Late payments and cutoff procedures:
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a) If payment is not made by the 26™ of the month following service billing, a late
fee of $2 of the outstanding balance will be added for all statements. If payment
is still not received after 90 days from billing, the service will be cut-off. After
120 days, if payment is not collected, the account balance will be sent to either:
a) a collection service, b) Town legal counsel or ¢) Parish constables in small
claims court for collection.

b) A $25 service fee will be charged to restore service for each non-payment offense.

¢) A fee of $25 will be charged on all returned checks with notification made via
certified mail. If the check is not paid, the information will be sent directly to the
District Attorney Office for collection. No subsequent checks will be accepted.

3. Interim reporting
a) An aged receivable report will be provided monthly to the Town Council.

b) A quarterly delinquency report shall be provided to the Town Council along with
a report on collection efforts for all accounts with balances in excess of 90 days.

4.  Collection efforts and account write-offs.
The Town’s order of collection procedures is as follows:
a) Monthly statement is presented to customer for payment.

b) If collection is not made within 90 days, service is cut-off where possible and the customer
deposit is applied to the utility customer’s account.

¢) If a customer pays a late fee, service fee and outstanding balance to account, the customer
may reconnect and receive future utility services. Also, the customer must maintain the proper
amount of deposit on hand to resume services.

d) If a customer has an outstanding balance after applying the customer deposit and has
service discontinued, the claim by the Town should be turned over, in no particular order, to either:
(a) a collection service, (b) Parish Justice of the Peace in small claims court, or (c¢) Town legal
counsel.

¢) After six months of seeking outside professional assistance, a listing of accounts should be
presented to the Town Council for review. The Town Council may recommend further collection
efforts or recommend to the Town full write-off of the customer account as worthless. The Town
Council should review potentially worthless accounts quarterly.

f) The Town should review the customer listing of bad debts for any required action.

Secs. 3-36 through 3-41. Reserved.

CD3:14







ARTICLE VII. BANK RECONCILIATION AND CAPITAL ASSET POLICIES
Sec. 3-42. Bank Reconciliation Policy

a) The Mayor, or other individual designated by the Mayor who is independent of the
reconciliation process, is to receive monthly bank statements, unopened, directly from the bank
and review them for any unusual or unexpected deposit and disbursement activity. Any unusual or
unexpected activity noted will be investigated immediately. The Mayor will initial that bank
statement at the conclusion of his review.

b) Upon the Mayor’s review, the bank statements are to be given to the Town clerk. The
Town clerk is responsible for ensuring that all bank account reconciliations are completed within
seven (7) business days after the Mayor receives the bank statements,

¢) All bank account reconciliations will be prepared by the Town clerk.

d) The monthly bank reconciliations will be signed and dated by the preparer and the Mayor,
or other individual designated by the Mayor who is independent of the reconciliation process and
maintained on file for subsequent review and audit.

¢) Bank account balances are to be reviewed, at minimum, on a quarterly basis to ensure they
are fully secured and that securities pledged by the financial institution in which they are secured
by are in accordance with R.S. 39:1221 and R.S. 39:1225.

Sec. 3-43, Capital Assets Policy and Procedures

Capital assets are defined as tangible assets of the Town with a cost greater than $1,000 and
useful lives greater than one year. Examples include land, buildings and improvements,
equipment, and infrastructure used in the operations of the Town.

The Town is required to maintain records of its capital assets. The Town clerk is responsible
for recording, tagging, and coordinating an annual inventory count of all capital assets. The capital
asset listing is to be updated each year for capital assets acquired and disposed. Failure to identify
and periodically account for capital assets exposes the Town to possible loss, theft, and misuse of
its assets. Missing assets shall be addressed and appropriately resolved by notifying the applicable
department supervisor and the Mayor.

Capital assets are reported in the Town’s financial statements at cost. Capital assets received
as donations are reported at their estimated fair market value at the time of donation.

Capital assets are depreciated over their estimated useful lives using the straight-line method
of depreciation. Asset classes are assigned the following estimated useful lives:

Asset Class Estimated Useful Life
Land Not depreciated
Buildings 40 years

Building Improvements 15 years

Machinery and Equipment 5 years
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Vehicles 7 years

Computers 3 years
Office Equipment 7 years
Furniture , 7 years
Roads - Concrete 40 years
Roads - Asphalt 25 years
Bridges 20 years
Water System 40 years

Water System Improvements | Remaining estimated

useful life of original system
Sewer System 40 years

Sewer System Improvements | Remaining estimated

useful life of original system

a) Additions

1) Department heads shall notify the Town clerk when a capital asset is purchased and
received by notation on purchase orders submitted.

2) The Town clerk is to obtain the supporting documentation (purchase order, invoice,
etc.) to record the asset information on the capital asset listing. Information recorded should
include the tag number, asset description, cost, salvage value, estimated useful life, date of
acquisition, and the department to which it belongs. Notation as to if the capital assets was
purchased with grant funds should be noted to include the name of the grant and grant number.

3) The Town clerk is to assign an identification number to the asset on the capital asset
listing. A tag or sticker should be placed on the asset displaying the identification number and
the department to which the asset belongs. The Town Clerk shall maintain a log of all capital
outlay purchases.

b) Deletions/Disposals

1) Department heads shall notify the Mayor when a capital asset is no longer useful in
operations and is available for disposal.

2)  The Mayor shall consult with legal counsel to ensure compliance with state laws that
pertain to the disposal of Town assets.

3) All documentation related to the disposal shall be maintained by the Town clerk.

4)  The Town clerk shall identify the asset as disposed on the Town’s capital asset listing
and document the disposal details (date of sale, proceeds from sale, etc.).

5)  Sale of Town assets deemed surplus property by the Mayor and approved by Town
council shall follow R.S. 4712, “Sale, exchange, or lease of property by a municipality”

¢) Annual physical inventory count of capital assets
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1)  The Mayor shall be responsible for ensuring that a physical inventory count of capital
assets is performed at or near the end of each fiscal year.

2)  Department heads shall be provided with a complete listing of the capital assets that
belong to their respective department and for which they are responsible.

3)  Department heads shall conduct a physical inventory count by touring the department
and/or premises and locate each asset listed. Every effort shall be made to locate all assets of
the Town.

i. The Mayor shall notify the district attorney and Legislative Auditor of any
misappropriation of assets.

ii. Upon completion of the physical inventory count, department heads shall sign and
date their inventory lists and return to the Town clerk.

iii. The Town clerk shall review the inventory lists for completeness and for any notes
made by department heads. The Town clerk shall then update the capital asset listing for
any changes and print a final listing.

4)  The capital asset listing shall be reconciled with the asset account balances recorded
in the accounting system on an annual basis.

5)  The final capital asset listing shall be made available to the auditor upon request.
Secs. 3-44 through 3-49. Reserved.
ARTICLE VIIL--TRAVEL AND FUEL POLICIES
Sec. 3-50. Travel Policy

Expense will be reimbursed to Town council members, officer, and employees who are
required to travel in the course and scope of their employment with the Town. Any travel or
attendance at a conference, convention, or seminar must be submitted to the Mayor or Town
Council for approval prior to the employee registering for the travel or attending the event and
subject to budgetary considerations. All travel is subject to approval by the Mayor.

A conference, convention or seminar is defined herein as a meeting, other than routine, for a
specific purpose and/or objective. No reimbursement will be allowed for functions not relating the
conference, convention or seminar such as: tours, dances, golf tournaments, or other forms of
entertainment.

Within seven days upon conclusion of an employee’s travel, the employee shall submit a
Travel and Reimbursement Request Form documenting the cost incurred and supported by actual
receipts.

All travel expenditures are required to satisfy Article VII, Section 14 of the Louisiana
Constitution, more specifically as follows:
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a) There is a legal obligation to pay for a particular service or material;
b) There is a public benefit from this purchase; and
¢) The benefit is at least equivalent to the amount expended.

Advances: No advances of funds shall be made to Town Council members, officers, or
employees of the Town in lieu of future reimbursement related to Town related travel expenditures.

Registration Costs: Costs are reimbursable in full with a copy of the registration form, receipt
and with evidence that payment was made by the registrant.

Transportation: The most cost-effective method of transportation that will accomplish the
purpose of the travel shall be selected. Among the factors to be considered should be length of
travel time, cost of operation of a vehicle, cost and availability of common carrier services, etc.

If the employee’s private vehicle is used, mileage will be reimbursed at the rate consistent with
the Internal Revenue Service (IRS) published standard mileage rate per mile for business travel.

If a commercial airline is used, a receipt will be required for reimbursement and will only be
reimbursed at the cost of the coach/economy class rates, unless such rates are not available. The
difference between the coach/economy class rates and first class or business class rates will be
paid by the traveler. Additionally, the Town may pay for the airline travel directly for official
Town business.

A Town-owned automobile may be used when available under appropriate circumstances,
although personal use of a Town vehicle is strictly prohibited. Any fuel purchases made during
travels must follow the Town’s Fuel Policy, if the Town’s credit card is used to purchase the fuel.

Hotel/Lodging: For a hotel to qualify as conference/convention/seminar lodging, the hotel
must be hosting, in “conjunction with hosting” the meeting or within the general vicinity of the
conference. Actual cost directly related to the hotel room will be reimbursed to the employee upon
paid receipt or paid directly by the Town. Direct cost is defined as the hotel room and any
applicable fees & taxes. Each case must be fully documented as to necessity (e.g. proximity to
meeting place) and cost effectiveness of alternative options. Charges for room service, movies,
games, personal phone calls, and other ancillary charges will not be covered as part of the room
cost.

Meals: Meals purchased during a single day travel are not eligible for reimbursement. Meals
purchased during overnight travel will be reimbursed based upon actual cost and must be verified
by a detailed receipt. No meals will be reimbursed in instances in which meals are provided at the
conference, convention, or seminar as these meals are considered part of the cost of registration.

Other food and beverage expenses must be reasonable, supported by detailed receipt and
associated with business travel of the Town. Reimbursement for purchases of alcoholic beverages
is strictly prohibited.
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Unsubstantiated expenses: To the extent an employee fails to submit an expense actual receipt,
the expense will be ineligible for reimbursement. Ag such, the employee will be expected to
reimburse the Town for any such instance.

Waivers: The Mayor or Town Council may waive in writing any provision in this policy when
the best interest of the Town will be served.

All travel reimbursements are subject to approval by the Mayor. At the Mayor’s discretion,
certain travel reimbursements may be denied.

Sec. 3-51. Fuel Policies and Procedures

Fuel can either be purchased in bulk and inventoried/stored in tanks on-site for usage or be
purchased from vendors that use a suitable fleet manager system. If fuel purchases are estimated
to total more than $30,000 in one year, management will publicly bid the fuel in accordance with
the Public Bid Law (Louisiana Revised Statute 38:221 1, et. seq.).

Bulk purchases: A Fuel Tank Usage Log is to be maintained for each fuel tank owned by the Town.
Each log should be maintained to document monthly fuel activity. The log should contain the
following data:

a) Beginning monthly inventory in gallons;

b) Number of gallons purchased;

¢) Number of gallons dispensed;

d) Calculated ending inventory in gallons (=( D+(2)-(3));
€) Actual ending monthly inventory in gallons;

) Difference, if any, which should be investigated and resolved;
g) Date of distribution;

h) Name of employees receiving fuel;

i) Signature of employee receiving fuel;

J) Vehicle/equipment description;

k) Vehicle/equipment odometer reading; and

1) Number of gallons distributed.
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clerk, or other designated employee shall reconcile the total quantity of fuel used as recorded in
the log to the quantity dispensed. Any differences shall be investigated and reported to the Mayor
or Town council.

Fleet manager card purchases: The Town clerk shall maintain a listing of all fuel cards and the
department and/or person and/or vehicle that each card is assigned. The Town clerk shall
periodically conduct an inventory of all fuel cards and terminate any lost or stolen fuel cards
immediately.

It is the department head’s responsibility to keep all cards locked in a secure location when it
is not in use. All departments must maintain a fuel card sign-in and sign-out log that contains the
following information:

a) Date fuel card issued;
b) Fuel card number;
¢) Name of employee or vehicle/equipment in which card is issued;

d) Signature of employee fuel card issued to (department head for vehicle/equipment
issuances);

) Date fuel card returned; and
f) Signature of employee returning fuel card.

Employees shall enter accurate information (odometer reading) at the vendor pump, along with
verification of the purchase using his or her personal identification number (PIN). All purchase

The Town clerk shall maintain a log of all fuel card purchases for each month based upon
receipts obtained from employees. This fuel card purchase log should be maintained by the Town
clerk and reconciled to the monthly fuel card vendor invoices billing.

Sec. 3-52. Credit/ Credit Card Policies and Procedures

All credit card accounts must be formally approved by the Mayor before it is opened. Such
accounts should be opened, and cards jssued in the Town’s name using the Town’s tax
identification number and should not include accounts that require an annual fee.

a) The Town Clerk is responsible for preparing and maintaining a master listing of cards, to
include:
(1) Card issuer name and telephone number.

(2) Account name on card.

(3) Card account number.

(4) Card expiration date (if applicable).
(5) Credit limit.
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(6) Person responsible for securing the card.

(7) Status of the card (active or inactive)

(8) Cancellation date/documentation (if applicable).

(9) The master listing of cards will be updated throughout the year as needed.

b) Fuel cards are assigned to a vehicle or employee. Employees are to only use the card
assigned to them or their vehicle. Non-fuel cards are to be maintained in a locked location
under the control of the custodian. Employees will only be allowed to check out a card
after going through the normal purchasing process or if they are on the list of approved
employees. The custodian should maintain a written log for each card to account for the
issuance and returns of cards, including:

1) The business purpose for using the card

2) The purchase order number

3) Dates and times of issuance and return

4) Signatures of both the clerk and assistant clerk upon issuance and return of the card.
5) The card log should accurately reflect who is in possession of the card at all times.

¢) Employees are required to immediately notify the town clerk is a credit card is lot or stolen.
The town clerk will notify the Mayor. If a card is stolen, the Clerk is to ensure that proper
law enforcement is notified. The Mayor will be responsible for notifying the District
Attorney and the Legislative Auditor of any misappropriation of funds or assets of the
Town of Sorrento, as required by law.

d.) Allowable Business Uses
The following purchases are not allowed

1.) Any personal purchases (including purchases that are subsequently reimbursed)

2.) Cash advances

3.) Alcohol or tobacco.

4.) Prescriptions and drugs.
Credit Cards (continued)

5.) Donations.

Cards are not to be used for significant routine or recurring purchases or for purchases that are
subject to the requirements of the Louisiana Public Bid Law. Purchases must also not be split into
multiple transactions to avoid Bid Law Thresholds. Personal use of cards may constitute a violation
of Article 7, Section 14 of the Louisiana Constitution, which prohibits the loan, pledge, or donation
of public funds.

Documentation Requirement

A. For non-fuel cards, employees are responsible for obtaining itemized receipts and for
documenting the business/public purpose of the purchase on the receipt. Receipts for meals

and entertainment charges should contain the names of all persons participating and the
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business discussed. All documentation should be given to the Town clerk upon return of
the card, and the custodian should review and notify the employee if any documentation is
missing.

B. If an employee loses a receipt, he or she should attempt to obtain a duplicate receipt from
the vendor or otherwise demonstrate that the nature and amount of the purchase is proper.
The employee’s immediate supervisor should review the available documentation and
approve in writing.

C. For fuel card charges, a monthly summary report by vehicle/employee should be prepared
by an employee without access to fuel card to include
1. Total gallons of fuel purchased.

2. Total miles traveled based on odometer readings.

3. Calculated average number of miles driven per gallon.

4. Ifany vehicles are fueled more than once per day, the business necessity of the refueling
should be documented and retained with the monthly fuel statement.

D. All supporting documentation (e.g. purchasing requisitions, itemized receipts, fuel card
summary report) should be submitted with card statements to the required approvers.

Required Approvers of statements or monitoring card usage

A. An employee with no access to the card is to review and approve monthly card statements
prior to payment.

B. The approver should obtain supporting documentation from the custodian and compare
each transaction on the statement to the related credit card log, approved purchase order
and receipts/support noted under Documentation Requirements. This review should also
include evaluation the reasonableness of the charges and compliance with Town policy.

C. For fuel card statements, the approver should review the statements and monthly summary
reports for reasonableness, including the

Accuracy of odometer readings input.

Date and times of purchases.

Number of gallons purchased.

Octane rating of gasoline purchased for vehicle.

Number of miles traveled.

Miles per gallon information reported on the statements.

The disposition of all missing and/or erroneous odometer readings should be

documents on the statements.

For cards used in employee travel, the approver should review any related travel reimbursements

to verify that the employee did not have card charges for which the employee was also reimbursed

(i.e. double dipping). The approver should initial and date each monthly statement upon

completion of review. Also, the review and approval of card statements should be performed prior

to the payment due date to prevent late payments and related finance charges/late fees.

NowvwhwN -~

Secs. 3-53 through 3-56. Reserved.
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ARTICLE IX. PAYROLL/PAYROLL PROCESSING POLICIES

In compliance with Article VII, Section 14 of the 1974 Louisiana Constitution, LSA-RS 14:138,
and AG Opinion 79-729, the Town shall not advance wages or salaries to employees or pay
bonuses.

Sec. 3-57. Changes in Employee Details

(a) No employee shall be added to payroll records or paid without receipt of the appropriate
forms, including federal and state income tax withholding forms.

(b) Employee files are to be maintained for all employees. Files should contain (1)
employment application form; (2) a job description; (3) acceptance from employee of
receipt of personnel policy manual; (4) approved salary or rate of pay amount; (5)
completed Form I-9 for all employees hired after November 6, 1986; (6) completed
federal and state income tax withholding forms (Form W-4 and L-4).

(©) No adjustments are made to employee records, i.e., names, addresses, deduction details
without receipt of written authorization from the employee.

(d) No adjustments are made to salary or wage rates without written authorization from
Town Council Minutes or budget document.

(e) On termination employee files are to be immediately removed from current records and
filed in past employee records. Employee payment details should also be terminated in
the computer system.

Sec. 3-58. Time Recording

(a) All employees are to complete a time sheet, which must be signed by the employee and
their supervisor to verify time worked.

(b) The Mayor shall cause to be maintained records in respect of each employee showing gross
salary or wages and tax and details of all other deductions,

(c) A payroll report must be reviewed and signed by the Town Clerk to verify rates, time
worked, salary amounts and employee names.

(d) Employee time sheets must contain the following:

(1) Hours of work

(2) Allocation of time worked to jobs
(3) Sick leave taken

(4) Annual leave taken
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(e) Overtime policy

(f) Call-out policy
(1) Paid a minimum of one hour
(2) Time begins when employee clocks in using time keeping system
(3) Employee must clock out or only one hour will be paid out
(4) Employee must be in Town uniform
(5) Employees must use Town vehicles, machinery and equipment and the use of
personal vehicles, machinery and equipment is prohibited.

Sec. 3-59. Payroll Processing

(a) The town clerk will be responsible for editing approved pay rate adjustments for each
employee within the payroll system. Pay rate approvals should be approved, in writing,
by the mayor. Pay rate approvals shall be maintained in the employees’ personnel files.

(b) On a monthly basis, the mayor will receive the payroll bank statement (unopened) and
review the canceled checks to determine that the checks were paid to valid employees
and that the amounts paid appear reasonable, and that all checks include authorized
signatures.

(¢) Each pay period, the town clerk will generate a report showing all changes made to
payroll data (employees added/deleted and pay rate changes), including comparing the
changes made per the log with proper documentation such as approved pay rates, to be
approved and reviewed by the mayor. The mayor will document his/her review in writing
and investigate/resolve undocumented or improper changes to payroll data.

Sec. 3-60. Leave
(a) All employees applying for leave are to complete a Leave Application Form in advance.

This form is to be authorized by the appropriate responsible supervisor and passed on to
the Town clerk.

(b) Leave Application Forms are to be filed in the employee’s history file.
(c) Annual leave is not to be paid without receipt of the appropriate authorized form.
(d) Leave records are to be immediately updated to reflect annual and sick leave taken.
Sec. 3-61. Personnel Files
(a) The Town Clerk must ensure that employee personnel files are complete and up-to-date.

(b) Access to employee personnel files must be authorized by the Mayor.
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Secs. 3-62 through 3-69. Reserved.

ARTICLE X. DEBT SERVICE/DISASTER RECOVERY POLICIES

Sec. 3-70 Debt Service

Debt Issuance Approval:

1. The Town council should pass a resolution/ordinance to receive approval from the State
Bond Commission to incur debt.

2. The Town must receive State Bond Commission (SBC) approval when seeking to issue
debt. The Town submits an application to the SBC requesting the authority to incur debt
or levy related taxes. SBC staff review the application for compliance with applicable laws
and feasibility, including the ability to repay the debt. If the application is in order, SBC
staff place the Town’s application on the agenda for consideration by the SBC at a regular
or special meeting, at which the SBC can approve, reject, or defer action on the application.

3. Ifapproved by the SBC, the Town’s governing body should formally approve any external
financings (e.g., bonds, notes, leases) or refinancing arrangements, including the selection
and use of legal, accounting, and any other professional service providers that are needed.

Debt Reserve Requirements:

The Town must meet all debt reserve requirements, including establishing sinking fund
accounts, reserve accounts, and/or contingency accounts, if required by the debt
instrument. If the Town does not meet its debt reserve requirements, the chief executive
must notify the SBC, in writing. A failure to meet debt reserve requirements would likely
require a disclosure under Continuing Disclosure Requirements below, based on the terms
of the debt instrument.

Debt Service Requirements:

1. The Town must meet all debt service requirements, including principal, interest, premiums,
or other payments. If the Town does not meet its debt service requirements, the Town
council must notify the SBC, in writing. The Town council must also notify the Legislative
Auditor, in writing, either on or before 120 days before the due date of such payment, or
as soon as the Town’s governing authority knows, or has good reason to know, that such
failure is reasonably likely to occur, whichever occurs last. A failure to meet debt service
requirements would likely require a disclosure under Continuing Disclosure Requirements
below, based on the terms of the debt instrument.

2. If debt service is funded by a tax millage, the Town should not collect more in taxes than
is reasonable for debt service. As a best practice, the LLA suggests no more than one year
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of excess collections before the Town should reduce its millage to a more reasonable level.
If the related debt has been paid off, the Town must stop collecting the millage and the
over-collected amount may need to be refunded to taxpayers.

Continuing Disclosure Requirements:

1. For non-municipal securities, such as private placement bond issues (i.e., those
sold in a private sale to one or a few investors, such as a bank) and other types of
debt instruments, the Town must comply with all continuing disclosure
requirements included in the specific debt instrument (e.g., requirement for annual
audit report to be submitted to the bank).

2. For municipal securities, defined as any securities issued by a public Town that
are subject to continuing disclosure requirements under the Securities and
Exchange Commission (SEC) Rule 15¢2-12 (together with all corresponding
rules, updates, notices, and interpretations of the SEC and the Municipal
Securities Rulemaking Board, or MSRB), the Town must comply with both
federal and state law. The requirements of the SEC Rule generally apply to
all publicly offered bond issues (i.e. those sold to the public via an underwriter
using an official statement), generally excluding issuers who offer municipal
securities with an aggregate principal amount of $1 million or less.

3. The continuing disclosure requirements apply to “obligated persons” as defined
in the SEC Rule. An obligated person is generally the Town which is
responsible for the repayment of the bonds or has pledged its own revenues or
assets to the repayment of the bonds. The obligated person may or may not
be the issuer of the bonds (e.g. a conduit issuer which issues bonds on behalf
of another Town). Therefore, entities other than the bond issuer may be an
obligated person subject to continuing disclosure requirements.

4. The MSRB’s Electronic Municipal Market Access (EMMA) website publicly
displays continuing disclosures that are provided by municipal issuers, obligated
persons, and other parties. The official statement for a bond issue usually
includes an appendix (“Form of Continuing Disclosure Agreement”) which
sets forth the specific continuing disclosure reporting obligations for the
particular bond issue. The official statement for a bond issue may be obtained
either through EMMA or the bond issue transcript on file with the public Town.
An executed copy of the continuing disclosure agreement may also be found in
the bond issue transcript.

5. R.S. 39:1438(C) requires that public entities continuously maintain (1) a list of all
Louisiana municipal securities for which the public Town is the issuer or an
obligated person;:(2) a copy of all continuing disclosure agreements to which the
public Town is a party; and (3) if pursuant to a continuing disclosure agreement
to which the public Town is a party, the public Town is responsible for filing
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notices of changes in bond ratings and a list of current ratings for such securities,
if any.

6. All records required by R.S. 39:1438(C) are subject to inspection by the
public Town’s auditor, whether the Legislative Auditor or CPA.

7. R.S. 39:1438(D) requires the public Town’s auditor to (1) review the
public Town’s compliance with the recordkeeping requirements of R.S.
39:1438(C), and (2) review a sample of the public Town’s filings on EMMA
to determine if such filings are in compliance with the continuing disclosure
agreements to which the public Town is a party.

Sec. 3-71 Disaster Recovery/Business Continuity

The Town of Sorrento follows the Emergency Preparedness Plan drafted by the Ascension Parish
Council. The plan provides specific causes of action in an event on an emergency. Please see
attached copy.

Secs. 3-72 through 3-79. Reserved.

This ordinance was introduced on June 11, 2020, by Councilman Patti Poche. A public hearing
having been duly held, the title read, and the ordinance considered, on motion by Councilman
Donald Schexnaydre, seconded by Councilman Randy Anny, a record vote was had as follows:

YEAS: Wanda Bourgeois, Christopher Guidry, Donald Schexnaydre, Randy Anny
NAYS: None

ABSTAINED:

ABSENT: Patti Poche

Whereupon the presiding officer declared the ordinance duly adopted on the 14th day of July,

ML( Paiael Pshost

Michael Lambert, Mayor Paige®. Robert, Town Clerk
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