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Significant Changes to Policies Presented

Capitalization Policy:
o Updated the Guidance document referenced per the TML
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City of Corsicana, Texas

Capitalization Policy

CORSICANA

T E X A S

Preserving Yesterday. Building Tomorrow.

December 169, 2024



Capitalization

The City shall maintain an inventory of all fixed assets held and/or owned by the City of
Corsicana. Fixed Assets shall be recognized in accordance with the following—three—(3)
categories:

1) Non-capitalized Acquisitions — minor asset acquisitions valued at less than $500, and a
useful life of one year or less; are not capitalized and shall be expensed, and no asset
record will be maintained; However, it is the responsibility of each department to
maintain a listing of all inventory purchased, for tracking and protecting all city
acquisitions.

3)2) Capitalized Assets — major assets valued at $10,000 or more, whose acquisition
cost is capitalized (is not expensed), whose value is depreciated over the useful life of
the asset, for which an "Asset Number" is issued and records are maintained. This
inventory shall contain all the fixed assets owned by the City, and shall be listed by fund
and department.

Purpose

To ensure that consistent and proper procedures are followed in the recognition of assets held
and/or owned by the City of Corsicana; and to establish a written requirement that the
responsible authority of the City maintain financial and other records that contain sufficient
quantitative information that the asset records and inventories be complete and accurate. The
fixed asset records and inventory shall be maintained in such a manner as to sufficiently serve
to safeguard these items as public investments and to assure stewardship of all such assets
held in public trust.

Responsibility and Authority

The Director of Finance shall be responsible for ensuring the principles and policies set forth in
this Capitalization Policy are followed. As such, the Director of Finance shall assure that this
policy is carried out in conformity with the financial policies and goals established by the City
Manager, the Mayor and the City Council.

Overview

Costs expended to obtain tangible assets with lives greater than one year are called capital
expenditures, and such expenditures are commonly said to be capitalized. Then these
expenditures are treated as an expense of the current period, they are called operating
expenses. There are several factors involved in determining whether an expenditure is to be
classified as a capital expenditure or as an operating expense. Following is a synopsis of the
rules and guidelines to be used to determine whether or not an item is to be capitalized or not.

Capitalization Threshold
For purposes of budgeting and accounting classification, the following must be met for an
expenditure to be considered a capital asset:
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A. For asset acquisitions by purchase, lease-purchase, donation or dedication, the asset
must have a per unit cost of $10,000 or more;

1)

2)

Should an asset be assembled from parts whose individual costs are less than
$10,000, but whose total unit cost (value) exceeds $10,000, the item should NOT be
capitalized for the sum of the cost of its components, unless the parts are
permanently affixed to the structure, and will not be dismantled upon sale of the
asset. An example of this would be the outfitting of a police car, after purchase. The
car itself will be capitalized, but costs of detailing the car (including light bar and
other fixtures that will be removed from the vehicle prior to sale or disposal will not be

capitalized);

Any asset acquired through donation, dedication, etc., shall be capitalized at its fair
market value, if it is determined that the asset is valued at $10,000 or more;

B. For asset acquisitions by construction (to include major repairs), an expenditure must be
capitalized if it meets the following criteria:

1)

2)

For major construction related repairs, the total cost of repairs must exceed ten
percent (10%) of the original acquisition cost of the asset in order to be considered
for capitalization in addition to the following two criteria:

Expenditures that result in SIGNIFICANT additional asset services, more valuable
asset services, or extension of the life of the asset, should be capitalized.

Expenditures to maintain assets in good operating condition are viewed as expenses
of the period in which they are incurred and are not to be capitalized.

Any constructed assets with major repairs or construction having total cumulative
costs in excess of $75,000 may be accounted for as a capital expenditure if they in
essence meet the criteria of SIGNIFICANT additional asset services, or extension of
the life of the asset.

C. For expenditures related to major equipment overhauls, the total cost of repairs must
exceed twenty percent (20%) of the original acquisition cost of the asset and be greater in
amount than $10,000 before capitalization of expenditures would be considered.

D. The asset must have an expected useful life greater than one year, or must extend the life
of an existing capitalized asset for a period of time greater than one year.

E. The asset must be owned by the City, and must be of a tangible nature, with the exception
of water rights.

Fixed Assets, Accounting for
All fixed assets, including infrastructure assets, should be accounted for through their respective
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funds. Should the time required to construct an asset extend past the close of any accounting
period it will be necessary to capitalize the cost of construction in progress at the end of that
period (i.e. the end of the fiscal year). It is not permissible in that case to wait to capitalize the
total value of the asset at its completion.

Fixed Assets, Valuation:

Fixed assets should be accounted for at cost or, if the cost is not practically determinable, at
estimated cost. Donated fixed assets should be recorded at their estimated fair value at the time
received.

All fixed assets should be reported based on the consideration given or received, including
ancillary charges. Normal ancillary charges beyond the construction costs for certain assets
reported in the proprietary or trust funds must include capitalized interest.

Note:  Ancillary costs would include freight, site preparation costs, professional fees,
legal claims directly attributable to asset acquisition, installation and testing costs,
construction related insurance, and all other costs associated with the purchase,
installation and bringing an asset to an operable and productive state.

Fixed Assets, Capital Leases

Lease-purchase agreements are contractual agreements that are, in substance, a method of
financing the acquisition of fixed assets. For authoritative information relating to accounting and
financial reporting procedures to be followed by governmental units that enter into lease-
purchase agreements, see NCGA -Statement 5SGASB Statement 87.

Acquiring of assets through the use of a lease arrangement shall be considered to be of a
capital nature if at least one of the following criteria should be met in the lease agreement
provisions for the agreement to be classified as a capital lease:

A. The lease transfers ownership of the property to the lessee by the end of the lease term;
B. The lease contains a bargain purchase option;

C. The lease term is equal to seventy-five percent (75%) or more of the estimated economic
life of the leased property. However, if the beginning of the lease term falls within the last
twenty-five percent (25%) of the total estimated economic life of the leased property
(including earlier years of use) this criterion shall not be used for purposes of classifying
the lease.

D. The present value at the beginning of the lease term of the minimum lease payments,
excluding that portion of the payments representing executory costs to be paid by the
lessor, including any profit thereon equals or exceeds ninety percent (90%) of the excess
of the fair value of the leased property to the inception of the lease.

Fixed Assets, Components
A. Additions — An addition is a new and separate asset or an extension of an existing asset.
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The construction of a new wing on an existing building is an addition to buildings. The
installation of two-way radios in City vehicles is an addition to equipment. When the
addition involves an enlargement or extension of an existing asset questions may be
asked as to whether or not the purchased asset retains its separate identity, i.e. whether
the item is separately capitalized) or will be a component of another asset, separately
unidentifiable from it. If the asset retains its separate identity, even if it is a part or
component of a larger asset (i.e. an expenditure of $60,000 for a new roof on City Hall), it
must be capitalized as an expenditure which is to be capitalized as a separate asset IF it
meets the criteria set forth in sections A, B, or C of the Capitalization Threshold portion of
this document.

Improvements (or betterments), renewals, and replacements — nonrecurring expenditures
that in some way add to the service potential of an asset. The additional value may be the
result of extending the life of the asset, increasing the rate of output, or lowering the cost
of operating the unit. Such expenditures are therefore properly able to have value
associated with future periods of time. This is more clearly seen when viewed from the
standpoint of a for-profit enterprise, but this principal can be seen at work as it is applied in
the governmental sector as well. To the extent that renovation or modernization involves
the substitution of new parts for old, the proper accounting is to remove the cost of the old
part from the asset account (and the appropriate amount from the related accumulated
depreciation account) and enter the cost of the new part. If renovation or modernization
does not involve a substitution but results in some modification of the asset, the costs
incurred should be added to the carrying value of the asset.

Fixed Assets, Inventories

The City has a computerized perpetual inventory system to maintain effective control over
tangible capital assets. Additions, and changes are updated monthly in order to provide direct
access throughout the year with reliable information for tangible capital assets. Once every five
years a tangible capital asset inventory, at least on a test basis, will be performed.

IR EREZE I
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Tangible Fixed Asset Inventory Last Performed:
June, 2023.

Policy Revision:

December 17, 2018, Resolution #4107
December 9, 2019, Resolution #4187
December 14, 2020, Resolution #4283
December 13, 2021, Resolution #4370
November 28, 2022, Resolution #4431
December 18, 2023, Resolution #4478
December 169, 2024, Resolution #XXXX

City Manager
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City of Corsicana, Texas

Credit Card Data
Security Policy

Y.

CORSICANA

T E X A S

Preserving Yesterday. Building Tomorrow.

December 916, 2024



. Purpose

The purpose of this policy is to continue the City of Corsicana’s credit card security
requirements as required by the Payment Card Industry Data Security Standard (“PCI-
DSS”) Program. The City of Corsicana (“City”) is committed to these security policies to
protect information utilized by the City. All employees are required to adhere to the policies
described within this policy. Failure to comply with the terms of this policy may result in
disciplinary action up to and including termination.

Il. Scope

The PCI-DSS requirements apply to all systems that store, process, or transmit cardholder
data. Currently, the City utilizes a secure, third party re-direct system for internet based
payment processing and stand alone, dial-up terminals for in-person or face-to-face credit
card transactions. Credit card transactions do not occur on any City server; as such,
physical or electronic storage of cardholder data is not conducted or permitted. Due to
the limited nature of the in-scope environment, this document is intended to meet the PCI-
DSS requirements as defined in Self-Assessment Questionnaire (PCl SAQ) B Version 3
44.0. Should the City implement additional acceptance channels, begin storing,
processing, or transmitting cardholder data in electronic format, or otherwise become
ineligible to validate compliance under SAQ B, it will be the responsibility of the City to
determine the appropriate compliance criteria and implement additional policies and
controls as needed.

ll. Credit Card Data and Security Policy

A. This policy shall be approved by City Council prior to implementation. Approval by
council shall be acknowledged in the policy revision history.

B. The Finance/City Secretary department will be responsible for maintaining this policy
document. This policy must be reviewed at least annually and updated as needed to
reflect changes to business objectives or the risk environment.

C. All card processing activities and related technologies must comply with PCI-DSS in
its entirety. No activity may be conducted nor any technology employed that might
obstruct compliance with any portion of the PCI-DSS program.

D. Alisting of all credit card terminals will be maintained by the Finance Department. This
listing will include the model and serial number for each terminal. All credit card
terminals will be periodically inspected for any evidence of tampering or substitution.
Employee training will include procedures for inspecting the credit card terminals.

E. City personnel within the Utility Billing (Centralized Cash Collections), Municipa!l Court
Airport, Landfill, Animal Shelter, and Library departments are authorized to receive
credit card payments on behalf of the City using the stand alone, dial-up terminals,
located in the Utility Billing, Landfill, Animal Shelter, Airport, Municipal Court, Library
offices, or any other added terminals for in-person or face-to-face credit card
transactions. These authorized personnel are restricted to the least privileges
necessary to perform their job responsibilities and are prohibited from taking credit
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card information by phone or without the cardholder present. No credit card numbers
should be written, transmitted, physically or electronically stored in any other file
system, personal computer, or e-mail account. Access to City of Corsicana cardholder
system components and reporting data is limited to only management personnel.
Under no circumstances will it be permissible to obtain credit card information
or transmit credit card information by e-mail, instant messaging, or chat.

F. A listing of employees who have been properly trained and authorized to accept in-
person credit card payments will be maintained by the | T Manager. This listing will
include the employee name, work location, the model and serial number of the credit
card terminal the employee uses to process credit card payments, and the date that
Credit Card Data Security Training was completed by the employee-threugh—ME.

G. Any hard copy material containing confidential or sensitive information is to be limited
to paper reports or merchant receipts that do not contain complete credit card numbers
or expiration dates. All reports and receipts are to be kept in a secure location with
access limited to authorized City personnel and are to be destroyed when no longer
needed for business or legal purposes. Acceptable methods of destruction include
shredding, incineration, or pulping so that the data cannot be reconstructed.

H. At no time is printed material containing cardholder data to be removed from any City
data center, computer room or secured storage area without prior authorization from
management.

I. Any receipt provided by the City to a cardholder at the point of sale or transaction will
not contain more than the last four (4) digits of the card number and will mask the
expiration date.

J. The Director of Finance, Assistant Director of Finance, Staff Accountant, Finance
Supervisor for Utility Billing, and any Utility Billing (Centralized Cash Collections),
Landfill, Animal Shelter, Airport, Municipal Court, Library department employees,
responsible for receiving credit card payments from customers will be required to
complete online Security Awareness Training through—Hvi on an annual basis. Itis
the employee’s responsibility to ensure that their training is completed annually. In
addition, a written Credit Card Data Security Policy and Credit/Debit Card Payment
Guidelines Acknowledgement_or other Qualifying Training Certificate must be
completed and kept on file in the Employee’s personnel file. If an employee has not
received the training-and-signed-the-acknewledgermentform, they may not take credit
card payments.

K. The IT department manager maintains a list of all third party providers and will
periodically, at least annually, monitor the service providers' PCI-DSS compliance
status by obtaining a Certificate of Compliance or other written evidence of the service
providers’ compliance with the PCI-DSS program. In the event the service
provider(s) fail to maintain compliance with the PCI-DSS program, the City may,
at its option, terminate the services of the non-compliant provider.

L. The City is precluded, by this policy, from engaging the services of any merchant
provider that does not comply with the PCI-DSS program. A potential service provider
must provide written evidence of PCI-DSS program compliance prior to the initial

engagement.
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V. Incident Response Policy

A. The IT Manager shall establish, document, and distribute security incident response
escalation procedures to ensure timely and effective handling of all situations.

B. Incident Identification —-Employees must be aware of their responsibilities in detecting
security incidents to facilitate the incident response plan and procedures. All
employees have the responsibility to assist in the incident response procedures within
their particular areas of responsibility. Some examples of security incidents that an
employee might recognize in their day to day activities include, but are not limited to:

a. Theft, damage, or unauthorized access (e.g., papers missing from their desk,
broken locks, missing log files, alert from a security guard, video evidence of a
break-in or unscheduled/unauthorized physical entry)

b. Fraud — Inaccurate information within databases, logs, files or paper records.

C. Reporting an Incident - The IT Manager should be notified immediately of any
suspected or real security incidents involving cardholder data:

a. Contact the Director of Finance and IT Manager to report any suspected or actual
incidents.

b. No one should communicate with anyone outside of their supervisor(s) or the
Director of Finance about any details or generalities surrounding any suspected or
actual incident. All communications with law enforcement or the public will be
coordinated by the Director of Finance and IT Manager.

c. Document any information you know while waiting for the Director of Finance and
IT Manager to respond to the incident. If known, this must include date, time, and
the nature of the incident. Any information you can provide will aid in responding
in an appropriate manner.

D. Notify the following agencies of the incident:

Applicable Card Associations;

The Merchant Bank;

Local FBI Office;

U.S. Secret Service (if Visa payment data is compromised) and
Local Authorities.

Poo0TO

E. Perform an analysis of legal requirements for reporting compromises in every state
where clients were affected. Refer to PCI-DSS Compliance (PCl Security Standards
Council).

F. Collect and protect information associated with the intrusion. In the event that forensic
investigation is required the Director of Finance and IT Manager will work with legal
and management to identify appropriate forensic specialists.

G. Eliminate the intruder's means of access and any related vulnerabilities.

H. Research potential risks related to or damage caused by intrusion method used.
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[. Not more than one week following the incident, the Director of Finance and IT Manager
and all affected parties will meet to review the results of any investigation to determine
the root cause of the compromise and evaluate the effectiveness of the Incident
Response Plan. Review other security controls to determine their appropriateness for
the current risks. Any identified areas in which the plan, policy or security control can
be made more effective or efficient, must be updated accordingly.

Policy Revision History

Changes Approving Manager
Initial Publicat ~ onnie-Standsid ApHL3 2013
Initial Policy Adoption — Resolution 3527 City Council April 3, 2012 \
Policy Revision and Annual Approval City Council March 18, 2013 |
Policy Revision and Annual Approval | City Council February 24, 2014
Policy Revision and Annual Approval | City Council February 23, 2015 |
Policy Revision and Annual Approval | City Council March 14, 2016 |
Policy Revision and Annual Approval City Council April 10, 2017
Policy Revision and Annual Approval City Council March 2018

Policy Revision and Annual Approval City Council Resolution #4110 | December 17, 2018

Policy Revision and Annual Approval City Council Resolution #4188 | December 9, 2019

Policy Revision and Annual Approval | City Council Resolution #4283 | December 14, 2020

Policy Revision and Annual Approval City Council Resolution #4370 | December 13, 2021

Policy Revision and Annual Approval City Council Resolution #4431 | November 28,2022

Policy Revision and Annual Approval City Council Resolution #4478 | December 18, 2023

Policy-Revisi | A L/ | City-C | Resolution #4431 ‘
Policy-Revision-and-Annual-Approval Gity-GouncilResolution#4478 | pocamber 182023

. L ity Council Resolution #XXXX
Policy Revision and Annual Approval Gity Coungil RESOLNED December 169, 2024

End of Policy Document

City Manager
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Introduction

These financial policies are within the parameters established by applicable provisions of the
Texas Local Government Code and the City of Corsicana Charter, which comply with established
public management best practices.

Note: The City of Corsicana implemented a new software system October 1, 2023, Fiscal Year
2024.

Purpose

The purpose of financial management and budgetary policies is to provide sound guidelines in
planning the City’s financial future. Adherence to these policies helps ensure long-term financial
stability and healthy financial position and demonstrates to the citizens that the City is committed

to a strong fiscal operation.

Financial Reporting

A Gomprehensive—Annual-Financial-Repert{CAFR)Annual Comprehensive Financial Report
(ACFR) shall be prepared at the end of each fiscal year. The report shall be prepared in
accordance with generally accepted accounting principles (GAAP) and shall include a report from
an independent certified public accounting firm designated by City Council. The report shall be
made available for public inspection and shall become a part of the records of the City. The
results of the audit will be presented to the City Council no later than March 31 of the following

year.

The Director of Finance will generate and submit to the City Manager at least quarterly a report
covering the financial condition of the City. This report will compare actual revenues and
expenditures to budgeted amounts for major funds. It shall include investment reporting.

Basis of Accounting

The City uses the modified accrual basis of accounting for governmental funds. Revenues, under
the modified accrual basis of accounting, are recognized when susceptible to accrual, which is
when they are measurable and available. Ad valorem sales and franchise taxes are accounted
for using the modified accrual basis along with interest income. Most other revenues are
recognized when received. Accrual basis of accounting shall be used for the Utility Operating,
Sanitation and EMS Funds

Expenditures are recognized when the related fund liability is incurred, if measurable, except for
principal and interest on general long-term debt, which are recorded when due.

Operating and Budgetary Policies

A. Budget Preparation — The City Budget shall be prepared in accordance with all applicable
Charter requirements and State laws. The goal each year shall be to present the Proposed
Budget to Council on or before the first regularly scheduled meeting in August, and for the
final approval of the budget to be ready for Council action no later than the second regularly
scheduled meeting in September. The Budget shall be comprehensive in nature and address
all operating funds of the City, including governmental funds, proprietary funds, internal
service funds, and expendable trust funds.
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. Balanced Budget — It shall be expected that each year the budget of each fund shall be
balanced. This means that total resources available, including prior year-ending resources
plus projected revenues, shall be equal to or greater than the projected expenditures for the
coming year. In a case where a deficit fund balance does occur, the goal shall be to adjust
revenues and/or expenses so that the deficit is eliminated in no more than two budget years.
Use of prior year-ending balances and other reserves to balance operations will be disclosed
in the document with the underlying rationale.

. Public Hearings, Availability of Budget to Public — It shall be the policy of the City to hold the
public hearing required by State law on the Proposed Budget at a duly advertised public
meeting. Copies of the Proposed Budget shall be available for public inspection at any time
after the initial Proposed Budget is submitted to Council.

. Cost Accounting and Budget — It shall be the policy of the City to allocate all direct costs and
budget according to the various funds and departments to the extent practical. This includes
such items as utility costs, fuel costs, vehicle lease charges, insurance fees, and other
overhead costs.

. Franchise Fee & Overhead Fee to Enterprise Funds — It shall be budgetary policy that each
enterprise fund shall pay to the General Fund a franchise fee. This charge shall be set at
three percent (3.0%) of each enterprise fund's gross revenues as compensatory costs
associated with maintenance of the City's streets and right-of-ways. Additionally, an
administrative fee shall be levied to these funds of such an amount as to reimburse and be
construed as a reimbursement payment for general administrative overhead, including
management, accounting, legal and personnel services, engineering and other costs (such
as road maintenance not covered by franchise fees). From an accounting perspective, such
fee shall be based upon a formula that reasonably represents the costs experienced by the
General Fund and shall be treated as a fund operating transfer. The City Manager may
choose to forego this policy based on the cash flow of a fund.

. Budget Projections for Revenues and Expenditures —~ The City will estimate revenues and
expenditures on an objective and reasonable, yet conservative basis.

. Maintenance of Property and Equipment — The operating budget will provide revenues
sufficient for adequate maintenance and replacement of capital plants, buildings,
infrastructure and equipment. Deferral of such costs on a long-term continued basis would
not be an acceptable policy to use in balancing the budget.

. Budget Adjustments — The City Manager is authorized to make intra-departmental and inter-
departmental fund transfers within a fund during the fiscal year as becomes necessary in order
to avoid the over-expenditure of a particular object code or department.

Budget Amendments — Amendments will be made as needed, or on a semi-annual or annual
basis for internal monitoring purposes and to aid the management and Council in financial
planning.

Investments — Investments shall be managed in accordance with the Investment Policy.
Investments shall comply with federal, state and local laws.

. Cash Management — The City’s cash flow will be managed to maximize the cash available to
invest.

Fixed Assets — The City shall be managed with the City’s Capitalization policy.
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M. Appraisal Procedures — The City will use due caution in the analysis of any incentives that are
used to encourage development. The City will periodically review the tax abatement policy
and perform routine audits on companies receiving tax abatements to verify compliance with
conditions of the abatement.

N. Depositories — The City Council, having given due consideration to all of its options and taking
into consideration the best interest of the municipality, hereby authorized the consideration of
applications and depositories not doing business within the City of Corsicana, Texas so long
as that bank maintains a business location within the state of Texas.

O. Purchasing - All purchases should be in accordance with the City’'s purchasing policies as
defined in the Purchasing Manual.

P. Prompt Payments — All invoices approved for payment by the proper City authority shall be
paid by the Finance Department within thirty (30) calendar days of receipt in accordance with
the State of Texas Civil Statutes.

Minimum Fund Balance and Sinking Funds

The City will establish and maintain a level of financial resources and reserves to meet future
planning obligations and unplanned contingencies; and protect against reducing service levels or
raising taxes and fees because of temporary shortfalls or unpredicted one-time expenditures.
The City should establish reserves for replacement of facilities and equipment.

A. Minimum Fund Balances — It shall be the long-term goal of the City to maintain a fund balance
in the General Fund equal to twenty-five (25.0%) of the operating budget. The City will
appropriate at least $100,000 or one percent (1.0%) of each year’s General Fund operating
budget to a fund balance until the identified goal is met.

For enterprise funds, the goal shall be to attain a working capital position equal to twenty-five
percent (25.0%) of the operating budget while maintaining @ minimum working capital position
of no less than seven percent (7.0%) of the annual operating budget appropriation. The City
will allocate one percent (1.0%) of each year’s budget operating budget appropriation in each
enterprise fund toward the working capital position until the identified goal is met. Additionally,
the Sanitation System Fund shall set aside a reserve appropriation of its estimated landfill
closure costs annually to a budgetary reserve account until reserved funds are set aside and
reserved to the extent of ten percent (10.0%) of the estimated landfill closure costs.

In order to alleviate the potential for undue hardship during austere times when such reserve
appropriation(s) would cause unjustified hardship to municipal operations, the requirement for
a budgetary reserve may be suspended.

B. Revenue Bond Reserve Account — It shall be the policy of the City to aiways be in compliance
with the requirements of all ordinances creating the Revenue Bond Reserve Account(s). If
revenue bond reserve is not capitalized as part of a bond issue, the City will allocate such
reserves over the sixty (60) months made available in its bond covenants to build the reserve

to the required balance.

C. Revenue Bond Debt Service Accounts — It shall be the policy of the City to always comply
with the requirements of all ordinances creating the Revenue Bond Debt Service Account(s).
Monthly transfers are to be made to these account each year in accordance with the bond
ordinance. There should be sufficient funds in the account(s) to meet the total principal and

interest payments.

Financial Policy Page 5 of 8



General Obligation Bond Debt Service Account — It shall be the policy of the City to always be
in strict compliance with the requirements of the ordinances creating the General Obligation
Bond Debt Service Account. Taxes shall be distributed to this account monthly as received.
The balance in the account must be adequate to cover semi-annual payments when due.
There should be sufficient funds in the account to meet the total semiannual principal and
interest payments when due.

Arbitrage Rebate Reserves — The City is required under the Tax Reform Act of 1986 to perform
annual arbitrage calculations and to rebate excess earnings to the United States Treasury
resulting from investment earnings on tax-exempt bonds issued after the effective date of the
1986 law. The City shall create an account, when needed, to segregate and reserve rebate
obligations as required by law.

Long Term Debt Policies

A

Disclosure and Bond Ratings — The City shall maintain good communications with the major
bond rating agencies concerning the City’s financial condition and shall follow a policy of full
disclosure in every financial report and official bond statement. The City will maintain sound
fiscal management practices to preserve and improve current bond ratings.

Capital Improvement Plan — Major capital improvements will normally be funded through the
issuance of long-term debt, as opposed to being funded via appropriations in the operating
budget. Each year there will be an effort to include some capital items needed by operating
funds out of operating revenues. The City shall utilize the most beneficial method of financing
capital projects.

Debt Policies

1. The City will limit long-term debt to only those capital projects that cannot be financed from
current revenues.

2. The City will not use long-term debt to finance recurring maintenance and operating costs.

3. The City will not issue long-term debt for a period longer than the estimated useful life of
a) the capital project funded by the debt, or b) the life of the capital equipment being
financed.

4. The City will seek to minimize the maturity of long-term debt, qualified by the objectives of
the long-term debt plan and the financial abilities of the City.

5. The general policy of the City shall be to sell bonds on the basis of competitive bids for
new money issues and in accordance with applicable laws and regulations.

6. Coverage requirements are defined as the amount of system net revenue available to pay
average annual debt service. Bond coverage requirements shall be no less than 1.25
times the current debt service.

7. The City shall exhibit a willingness to raise the revenue to fully fund the debt necessary to
implement the adopted capital improvement plan and to maintain the City’s bond rating.

Revenue Policies

A. Water and Wastewater Rates and Other Fees for Services — \Water and wastewater fees shall

be set so that water and sewer revenue will pay for expenses of the Utility Operating Fund. |t
is the policy of the City that the Utility Operating Fund and other enterprise funds not be
subsidized by property tax revenue. Water and sewer rates shall be comprised of a fixed and
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variable portion. Emphasis will be made to not place undue reliance on the variable portion
of the rate structure.

B. Interest Income — Interest income shall be distributed on an equitable basis to the funds/
accounts from which the principal was invested. Exceptions to this general policy are:

1. Interest earned on General Obligation Capital Projects Fund may accrue to the General
Obligation Debt Service Fund;

2. Interest earned on the Revenue Bond Reserve Accounts, Revenue Bond Debt Service
and Revenue Bond Operating Accounts may accrue to the Utility Operating Fund and
Sanitation Fund, respectively.

C. Budgeting for Revenues — The City will review and revise annually all user charges, licenses
and fees. The goal shall be that such charges shall be related to the cost of providing the
service. To the extent possible, such user charges shall pay for the cost of the service and
be charged to those who most directly benefit from the service. Budgeted revenues shall be
based upon historical information and other forecasting methods for revenue projections.

D. Use of Fund Balance — The City may utilize excess fund balance for capital expenditures or
for non-recurring expenditures.

E. Collection of Charges — The City will follow a policy of collecting, on a timely basis, all fees,
charges, taxes and other revenue properly due to the City. The City will follow an aggressive
policy of collecting all delinquencies due to the City.

internal Controls

Written procedures, wherever possible, will be established and maintained by the Director of
Finance for all functions involving cash handling and/or accounting throughout the City. Each
department manager is responsible to ensure that good internal controls are followed throughout
the department, that all Finance Department directives or internal controls are implemented and
that all independent auditor internal control recommendations are addressed.

Advance Payment Procedures

When the City chooses to use advance payment procedures, as in the case of the CDBG-DR
funding, the City shall make timely payments to vendors and minimize the time between
transferring funds from the State Treasury and disbursement of funds to vendors in compliance
with the terms and conditions of the federal contract, grant, regulation, or statute. All advanced
payments using federal grant funds will be disbursed in accordance with 2 CFR 200.305(b) and
with the provisions in the contract with the vendor.

To ensure vendor compliance, invoices/pay applications/pay estimates will be reviewed for
accuracy for such items but not limited to change order approvals, outstanding lien/payments to
subcontractors, labor standards, unnecessary or duplicative items, and verification of work
completed as invoiced prior to disbursement or request for funds from State Agency. The City
shall notify a vendor of an error in an invoice submitted for payment by the vendor.

Advance payments of federal grant funds will be deposited and maintained in a separate
insured account. The City will maintain advance payments of federal awards in interest-bearing
accounts, unless the following apply: City receives less than $120,000 in Federal awards per
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year and/or the City is not expected to earn interest in excess of $500 per year on Federal cash
balances. (2 CFR 200.305)

Additionally, the City of Corsicana adheres to the policies outlined in the most recent General
Land Office’s Disaster Recovery Program Project Implementation Manual: Financial
Management.

Policy Revision/Updates:

December 17, 2018, Resolution #4109
December 9, 2019, Resolution #4189
December 14, 2020, Resolution #4283
June 14, 2021, Resolution #4325
December 13, 2021, Resolution #4370
November 28, 2022, Resolution #4431
December 18, 2023, Resolution #4478
December 169, 2024, Resolution #XXXX

City Manager
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City of Corsicana, Texas

Fraud Policy

Y.

CORSICANA
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Background

This fraud policy is established to facilitate the development of controls that will aid in the
detection and prevention of fraud against the City of Corsicana. It is the intent of the City of
Corsicana to promote consistent organizational behavior by providing guidelines and assigning
responsibility for the development of controls and conduct of investigations. This is including,
but not limited to waste or abuse of City resources.

Scope of the Policy

This policy applies to any irregularity, or suspected irregularity, involving employees as well as
city council, consultants, vendors, contractors, outside agencies doing business with employees
of such agencies, and/or any other parties with a business relationship with the City of
Corsicana.

Any investigative activity required will be conducted without regard to the suspected
wrongdoer’s length of service, position/title, or relationship to the City.

Policy

Management is responsible for the detection and prevention of fraud, abuse, misappropriations,
and other irregularities. Fraud is defined as the intentional, false representation or concealment
of a material fact for the purpose of inducing another to act upon it to his or her injury. Each
member of the management team will be familiar with the types of improprieties that might occur
within his or her area of responsibility and be alert for any indication of irregularity.

Any irregularity that is detected or suspected must be reported immediately to the City Manager,
who coordinates all investigations with the Legal Department and other affected areas, both
internal and external.

Actions Constituting Fraud
The terms defalcation, misappropriation, and other fiscal irregularities refer to, but are not
limited to:

e Any dishonest or fraudulent act;

e Forgery or alteration of documents;

e Misappropriation of funds, securities, supplies, or other assets;

e Impropriety, or questionable practices, in the handling or reporting of money,
financial transactions, or auditing;

¢ Profiteering as a result of insider knowledge of City activities;

e Disclosing confidential and proprietary information to outside parties;

e Accepting or seeking anything of material value from contractors, vendors, or
persons providing services/materials to the City; (exception: gifts less than $50 in
value)

e Destruction, removal, or inappropriate use of records, furniture, fixtures, and
equipment; and/or

e Any similar or related irregularity.

Other Irregularities
Irregularities concerning an employee’s moral, ethical, or behavioral conduct should be resolved
by departmental management, Human Resources Department and the City Manager.
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If there is any question as to whether an action constitutes fraud or abuse, contact the City
Manager for guidance.

Investigation Responsibilities

The City Manager, or a committee set up by the City Manager, has the primary responsibility for
the investigation of all suspected fraudulent acts as defined in the policy. If the investigation
substantiates that fraudulent activities have occurred, the City Manager, or committee, will issue
reports to appropriate designated personnel and, if appropriate, to the Mayor and City Council.

Decisions to prosecute or refer the examination results to the appropriate law enforcement
and/or regulatory agencies for independent investigation will be made in conjunction with the
legal counsel and City Council, as well as final decisions on disposition of the case.

Whistleblower Protection

The City of Corsicana will not retaliate, nor will it tolerate retaliation against those who, in good
faith, report suspected fraud, abuse, or waste, or who participates in an investigation of
suspected violations. An act of retaliation should be reported immediately to the City Manager
and/or Human Resources Director, who will investigate and report potential violations to

appropriate authorities.

Confidentiality

The City Manager, or committee designated, treats all information received confidentially. Any
employee who suspects dishonest or fraudulent activity will notify the City Manager
immediately, and should not attempt to personally conduct investigations or
interviews/interrogations related to any suspected fraudulent act (see Reporting Procedure

section below).

Complainants can choose to remain anonymous. Confidentiality of all complaints will be
maintained, including documents (to the extent permitted by law).

Investigation results will not be disclosed or discussed with anyone other than those who have a
legitimate need to know. This is important in-erdertoto avoid damaging the reputations of
persons suspected or subsequently found innocent of wrongful conduct and to protect the City

from potential civil liability.

Authorization for Investigating Suspected Fraud Violations or Questionable

Practices
Members of the Investigation Committee will have:
e Free unrestricted access to all City records and premises, whether owned or rented;
and
e The authority to examine, copy, and/or remove all or any portion of the contents of
fles, desks cabinets, and other storage facilities on the premises without prior
knowledge or consent of any individual who might use or have custody of any such
items or facilities when it is within the scope of their investigation.

Reporting Procedures
Great care must be taken in the investigation of suspected improprieties or iregularities se-as
toto avoid mistaken accusations or alerting suspected individuals that an investigation is under

way.
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An employee who discovers or suspects fraudulent activity will contact the City Manager
immediately. The employee or other complainant may remain anonymous. All inquiries
concerning the activity under investigation from the suspected individual, his or her attorney or
representative, or any other inquirer should be directed to the City Manager. No information
concerning the status of any investigations will be given out. The proper response to any
inquiries is: “I am not at liberty to discuss this matter.” Under no circumstances should any
reference be made to “the allegation,” “the crime,” “the abuse,” “the fraud,” “the forgery,” “the
misappropriation,” or any other specific reference.

The reporting individual should be informed of the following:
e Do not contact the suspected individual in—an—efferttoto determine facts or demand
restitution.
+ Do not discuss the case, facts, suspicions, or allegations with anyone unless specifically
asked to do so by the Legal Counsel or the Investigation Committee.

In order to process a complaint, the more information that is provided the better, however, a
minimum amount of information is needed to proceed with an investigation. Please try to obtain
the following information if possible:

¢ Names of individuals involved,

e What happened and why you think it is/'was wrong;

e When and where the incident happened,;

o Names and contact information, if known, of anyone that knows or witnessed what
happened;
The department impacted and the people involved,
Any documentation or other evidence you have or know of.

Termination

The Investigation Committee does not have the authority to terminate an employee. The
decision to terminate an employee is made by the City Manager in consultation with the
appropriate management, Human Resources, the City’s Legal Counsel, or outside counsel if
necessary.

Administration
The City Manager is responsible for the administration, revision, interpretation, and applications
of this policy. The policy will be reviewed annually and revised as needed.

* hkkhkdhkkhhkhhkkihkkhkkh

Fraud Policy Updates:

December 17, 2018, Resolution #4105
December 9, 2019, Resolution #4190
December 14, 2020, Resolution #4283
December 13, 2021, Resolution #4370
November 28, 2022, Resolution #4431
December 18, 2023, Resolution #4478
December 169, 2024, Resolution #XXXX

City Manager Bate
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I Purpose

It is the intent of the City of Corsicana to invest public funds in a manner which will provide
maximum security and the highest investment return while conforming to all federal, state and
local statutes governing the investment of public funds. The guidelines are intended to be broad
enough to allow the investment officer to function properly within the parameters of responsibility
and authority, yet specific enough to adequately safeguard the investment assets. The Policy
and investment strategies shall be reviewed annually by the City Council who will formally approve
any modifications. This Investment and Collateralization Policy is in compliance with the
provisions of the Public Funds Investment Act of Texas, Government Code Chapter 2256.

Il Scope

This Investment and Collateralization Policy applies to all the investment activities of the City of
Corsicana.

A.  Financial assets of all funds, except funds specifically excluded in these policy
guidelines, are included. All funds are accounted for in the City’'s Comprehensive
Annual Financial Report. Note that retirement funds are covered by a separate

policy.
B. Funds covered by this Policy:

1. General Fund — used to account for resources traditionally associated with
government, which are not required to be accounted for in another fund.

2. Special Revenue Funds — used to account for the proceeds from specific revenue
sources which are restricted to expenditures for specific purposes.

3.  Debt Service Funds — used to account for resources to be used for the payment of
principal, interest, and related costs on general obligation debt/interest and sinking
funds.

4.  Capital Project Funds - used to account for resources to enable the acquisition or
construction of major capital equipment and facilities which are not financed by
enterprise funds, internal service funds, or trust funds.

5. Enterprise Funds/Proprietary Funds — used to account for operations that are
financed and operated in a manner similar to private business enterprises.

6. Internal Service Funds - used to account for the cost of providing
goods/services/equipment between City departments.

7. Trust and Agency Funds — used to account for assets held by the City in a trustee
capacity or as an agent for individuals, private organizations, other governments,
and/or other funds; unless required by law or existing contract to be kept segregated
and managed separately.

8. Bond Reserve Funds — funds set at prescribed levels by certain bond ordinances to
pay principal and/or interest if required to prevent default.

Investment and
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9. Any new fund created by the City, such as (but not limited to) resources
associated with Public Improvement Districts or Tax Increment Financing
zones, unless specifically exempted from this policy by the City or by law.

10. Bond Funds — funds established with the proceeds from specific bond issue.

C. This policy does not govern funds that are managed under separate investment
programs such as retirement funds, pension funds, and certain private donations
that are separately maintained, and defeased bond funds, lease/purchase funds
held in trust escrow accounts. The City will maintain responsibility for these funds to
the extent required by Federal and State Law, the City Charter, and donor
stipulations.

D. The City will consolidate cash balances from all applicable funds to maximize
investment earnings in accordance with this policy. Investment income will be
allocated to the various funds based on their respective participation and in
accordance with generally accepted accounting principles. Such earnings from
investments will be used in a manner that best serves the public trust and interests
of the City as deemed in the annual budget.

The City may consolidate cash balances from all applicable funds into pooled funds to maximize
investment earnings in accordance with this policy. Investment income will be allocated to the
various funds based on their respective participation and in accordance with generally accepted
accounting principles. Such earnings from investments will be used in a manner that best serves
the public trust and interests of the City as deemed in the annual budget.

M. Objectives and Strategies

The City of Corsicana shall design and manage its investments in compliance with all Federal,
State, and other legal requirements, including, but not limited to the Act. The objectives of the
City's investment policy are safety, liquidity, public trust, and yield. To meet its objectives, the
City shall manage and invest its available resources in conformance with State and Federal
Regulations, applicable Bond Ordinance requirements, and adopted Investment Policy.

A. Suitability - Understanding the City’s financial requirements and purchasing suitable
investments that comply with the Act and this policy are important.

B. Safety - Preservation and safety of principal of the City’s assets is the primary objective of
the investment program. All investments will be in high quality securities with no perceived
default risk.

C. Liquidity - The City’s investment portfolio will remain sufficiently liquid to enable the City to
meet all operating requirements that might be reasonably anticipated. Liquidity shall be
achieved by matching investment maturities with forecasted cash flow. A portion of the
portfolio will also be placed in short term investment pools and/or money market mutual
funds, which offer daily liquidity and may be utilized as a competitive yield alternative to fixed
maturity investments.
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Marketability - Securities with active and efficient secondary markets are necessary in the
event of an unanticipated cash requirement or an unforeseen need to liquidate the
investment before maturity. Historical market “spreads” between the bid and offer prices of
a particular security type of less than a quarter of a percentage point shall define an efficient
secondary market.

Diversification - Diversification of the portfolio will include diversification by maturity and
market sector and will include the use of a number of broker/dealers for diversification and
market coverage. Competitive bidding will be used on each sale and purchase. Investment
pools satisfy diversification requirements.

Public Trust - Investments shall be made with judgment and care, under circumstances,
then prevailing, which persons of prudence, discretion and intelligence exercise in the
management of their own affairs, not for speculation, but for investment, considering the
probable safety of capital as well as probable income to be derived. All participants in the
City’s investment process shall seek to act responsibly as.custodians of the public trust.
Investment officials shall avoid any transaction that might impair public confidence in the
City’s ability to govern effectively.

Yield - The City’s investment portfolio shall be designed with the objective of attaining a rate
of return throughout budgetary and economic cycles, commensurate with the City's
investment risk constraints and the cash flow characteristics of the portfolio. Yield on
investments is of significantly less importance compared to the safety, liquidity and public
trust objectives described above. The core of investments is limited to relatively low risk
securities in anticipation of earning a fair return relative to the risk being assumed. The yield
of an equally weighted, rolling six-month Treasury bill portfolio shall be the minimum yield
objective or “benchmark”. A secondary objective will be to obtain a yield equal to or in excess
of a local government investment pool or money market mutual fund.

The first measure of success in this area will be the attainment of enough income to offset
inflationary increases. Although steps will be taken to obtain this goal, the City's staff will
follow the “Prudent Person” statement relating to the standard of care that must be exercised
when investing public funds per Tex. Gov't. Code Sec. 2256.006(a-b). Any transactions that
might impair public confidence in the City’s ability to govern effectively should be avoided.

Iv. Standards of Care

A

Delegation of Investment Authority

The City Manager, the Director of Finance (Chief Financial Officer), and any
designee they deem necessary, are designated as the Investment Officers of the
City and are responsible for investment decisions and activities, pursuant to Tex
Gov't Code Sec 2256.005(f). The City Council will retain ultimate responsibility as
fiduciaries of the assets of the City of Corsicana. The Investment Officers may
delegate the day-to-day administrative duties to other persons authorized to perform
investment activities for the City, or he/she may perform the duties him or herself.
No officer or delegate may engage in an investment transaction except as provided
under the terms of this Policy and the procedures established.

The Investment Officers are responsibie for establishing and maintaining an internal
control structure designed to ensure that the assets of the City are protected from
loss, theft, or misuse. These controls should emphasize control of collusion,
separation of duties, clear delegation of duties, accurate and timely reporting, and

Investment and
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staying informed about market conditions, changes and trends. The internal control
structure shall be designed to provide reasonable assurance that these objectives
are met. The concept of reasonable assurance recognizes that the cost of a control
should not exceed the benefits likely to be derived. In conjunction with the City's
annual financial audit, a compliance audit of management controls on investments
and adherence to the City’s Investment Policy shall be required.

B. Training Requirements

The Investment Officers and persons authorized to execute investment transactions
must attend at least one training session, ten (10) hours in length, within twelve (12)
months after assuming duties. They must take eight (8) hours of investment
instruction every two (2) years after the initial training session. The training must
include education in investment controls, security risks, strategy risks, market risks,
diversification of investment portfolio, and  compliance with the Public Investment
Act. Training must be provided by an approved independent source such as_but not
limited to: Government Treasurers Organization of Texas (GTOT), Center for Public
Management at University of North Texas (UNT), Government Finance Officers
Association of Texas (GFOAT), Texas Municipal league (TML), North Central Texas
Council of Governments (NCTCOG), Association of Public Treasurers United Stated
and Canada (APT US & C), and Government Finance Officers’ Association (GFOA).
No person may engage in investment transactions except as provided under the
terms of this Policy.

C. Prudent Person Rule

As set forth in the Act, Investment Officers shall use the standard of prudence with
the “Prudent Person Rule”. “Investments shall be made with judgment and care,
under prevailing circumstances, that a person of prudence, discretion, and
intelligence would exercise in the management of the person’s own affairs, not for
speculation, but for investment, considering the probable safety of capital and the
probable income to be derived (Public Funds Investment Act 2256.006(a)).”

D. Limitation of Personal Liability

Investment officials acting in accordance with written procedures and the investment
policy and exercising due diligence shall be relieved of personal responsibilities for
an individual security’s credit risk or market price change, provided deviations from
expectations are reported in a timely fashion and appropriate action is taken to
control adverse developments. The City Council will retain ultimate responsibility as
fiduciaries of the assets of the City.

E. Ethics, Conflict of Interest and Disclosure

Investment Officers and other employees involved in the investment process shall
refrain from personal business activities that could conflict with proper execution of
the investment program, or which could impair their ability to make impartial
investment decisions. According to the Act, an Investment Officer has a personal
business relationship with a business organization if:
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1.  The Investment Officer or employee owns ten percent (10%) or more of the
voting stock or shares of the business organization or owns $5,000 or more of
the fair market value of the business organization;

2. Funds received by the Investment Officer from the business organization
exceed ten percent (10%) of the Investment Officer's gross income for the
previous year; or

3.  The Investment Officer has acquired from the business organization during the
previous year investments with a book value of $2,500 or more for the personal
account of the Investment Officer.

Investment Officer(s) must file a disclosure statement with the Texas Ethics
Commission and the City Council if an officer has a personal business relationship
with a business organization offering to engage in an investment transaction with the
City or if the Officer is related within the second degree by affinity or consanguinity,
as determined under Tex Gov't Code Ch 573, to an individual seeking to transact
investment business with the City of Corsicana.

F. Reporting

Not less than quarterly, the Investment Officer(s) shall prepare and submit to the City
Council, a written, signed, investment report demonstrating a list of investment
transactions for the preceding reporting period, in accordance with the Act. Reports
will include the following:

1. For each pooled fund group: a beginning book value and market value and
ending book and market value.

2. The book value and market value of each investment at the beginning and end
of the period by type of asset and fund type invested.

3. The maturity date of each investment, if applicable.

4. Statement of compliance of the portfolios as it relates to the investment
strategy.

5. The name and signature of all Investment Officers.

Detailed and summary reports will be prepared jointly and presented to the City
Council and Mayor in conjunction with the monthly (quarterly) financial report, but
not less than quarterly. Reports will comply with Section 2256.023 of the Act, at a
minimum.

The market value of the portfolio shall be calculated at least quarterly and a
statement of the market value of the portfolio shall be issued at least quarterly. This
will ensure that a review of the investment portfolio, in terms of value and price
volatility, has been performed consistent with the GFOA Recommended Practice on
“Mark-to-Market Practices for State and Local Government Investment Portfolios
and Investment Pools.” In defining market value, consideration should be given to
the GASB Statement 31 pronouncement.

Unless otherwise required by an external agency, quarterly reports will be formally
reviewed at least annually by an independent auditor and reported to the City Council
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once the City invests in items other than money market mutual funds, investment
pools, or accounts offered by its depository bank in the form of CD’s or money market
or similar accounts.

V. Authorized Financial Institutions and Dealers

A qualified depository shall be selected through the City’s banking services procurement process,
which shall include solicitation of proposals as required under Chapter 105 of the Local
Government Code. The centralization of depository services is designed to maximize investment
capabilities while minimizing service costs. The selection of a depository shall be based on the
financial institution offering the most favorable terms and conditions at the least possible cost,
while adhering to the guidelines and provisions within the request for proposal. In selecting a
depository, the City shall give consideration to the financial institution’s credit characteristics,
financial history, service capabilities, location within City limits or within a ten (10) mile radius of
the City limits, and costs for required services. The City’s depository contract shall be for three
years with an option to extend for an additional two years upon mutual agreement of the
depository and the City. Specialized services may be contracted for by the City with another
financial institution or company if the depository cannot provide such service or charges more
than the same service with little or no appreciable benefit. To further diversify the assets of the
City, another financial institution within the City limits may also be selected as an additional
depository of the City for certificates of deposit and/or higher yield savings accounts and additional
local government investment pools may be utilized by the City to meet the objectives and

strategies of this policy.
VL. Authorized Financial Broker/Dealer and Institutions

All investments made by the City will be made through either the City’s banking services
depository bank, additional local banks (if necessary to diversify investments) local government
investment pools, investment management firm, or a broker/dealer. At least annually, the City
Council will review, revise, and adopt a list of qualified broker/dealers that are authorized to
engage in investment transactions with the City, per the Act 2256.025. Refer to Appendix A for a
list of approved broker/dealers and institutions.

To be included on the City’s qualified broker/dealer list that is reviewed, revised, and adopted by
the City Council annually, broker/dealers must meet certain criteria as determined by the
Investment Officer. The following criteria must be met by those firms on the list:

A. Adherence to the City's objectives and strategies;

B. Investment performance and transaction pricing within accepted risk constraints;

C. Responsiveness to the City’s request for services, information and open
communication;

D. Understanding of the inherent fiduciary responsibility of investing public funds;

E.  Similarity in philosophy and strategy with the City’s objectives;

F. Proof of certification by the National Association of Securities Dealers (NASD) and
provision of CRD number;

G. Proof of current registration with the State Securities Commission; and

H. References from other public entities in Texas.

Investment and
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Vil. Approved Broker/Dealers and Institutions

Every bank, local government investment pool, investment management firm or broker/dealer
with whom the City transacts business will be provided a copy of this Investment and
Collateralization Policy to ensure that they are familiar with the objectives and strategies of the
Policy. A qualified representative of the firm will be required to return a signed certification
(provided to them by the City, see Appendix B) stating that the Policy has been received and
reviewed, and that they have implemented reasonable procedures and controls in an effort to
preclude investment transactions conducted between their organization and the City that are not
authorized by the City’s Investment and Collateralization Policy, except to the extent that this
authorization is dependent on an analysis of the makeup of the City’s entire portfolio or requires
an interpretation of subjective investment standards, as required by the Act 2256.005 (k-1).

Each bank, local government investment pool, investment management firm or broker/dealer is
required annually to provide current audited financial statements to the City.

The City may not engage in an investment transaction with a business organization prior to
receiving this written certification completed by the organization.

Competitive Bidding

It is the policy of the City to require competitive bidding for all investment transactions (securities
and bank C.D’s) except for transactions with money market mutual funds and local government
investment pools (which are deemed to be made at prevailing market rates).

At least three bids or offers must be solicited for all other investment transactions. In a situation
where the exact security being offered is not offered by other dealers, offers on the closest
comparable investment may be used to establish fair market price of the security. When few
broker/dealers or banks, if any, or in instances where timing is critical, City investment officers
may use another authorized investment of similar maturity for evaluation purposes. The quotes
may be accepted orally, in writing, electronically, or any combination of these methods, but must
be followed by official written confirmation. City investment officers (at least two) may approve
exceptions, on a case by case basis, by considering the investment type, maturity date, amount
and potential disruptiveness to the City’s investment strategy.

Funds will be authorized to be released after notification that the purchased security has been
received. Written confirmation shall be received from the financial institution or broker/dealer. All
investments purchased will be held in safekeeping at a third party custodial institution with a
safekeeping receipt being sent to the City.

VIll. Authorized and Suitable Investments

Investments described below are authorized by Chapter 2256, Texas Government Code as
eligible securities for the City. City funds governed by this Policy may be invested in the following
types of securities:

A. Obligations of the United States or its agencies with stated maturity not to exceed
two years.

Investment and
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B. Direct obligations of the State of Texas or its agencies with a stated maturity not to
exceed two years.

C. Other obligations, the principal of and interest on which are unconditionally
guaranteed or insured by or backed by the full faith and credit of the State of Texas
or the United States or its agencies, including obligations that are fully insured by
the Federal Deposit Insurance Corporation or by the explicit full faith and credit of
the United States and with stated maturity not to exceed two years.

D. Obligations of states, agencies, counties, cities, and other political subdivisions of
any state having been rated as to investment quality by a nationally recognized
investment rating firm and having received a rating of not less than Aorits
equivalent along with a stated maturity not to exceed two years.

E. Certificates of deposit issued by state and national banks having an office in Texas
that are:

1. guaranteed or insured by the Federal Deposit Insurance Corporation, or its
successor with a stated maturity not to exceed two years; or

2 collateralized in accordance with the collateralization requirements of this
policy with a stated maturity not to exceed two years; and

3. in compliance with the provisions of section 2256.010, except as limited by
this policy.

F. A no-load money market mutual fund is an authorized investment:
1. for all City funds if the mutual fund:

a. is registered with and regulated by the Securities and Exchange
Commission;

b. provides the City with a prospectus and other information required by the
Securities and Exchange Act of 1934 (15 U.S.C. Section 78a et seq.) or
the Investment Company Act of 1940 (15 U.S.C. Section 80a-1 et seq.);

c. has a dollar-weighted average stated maturity of 90 days or fewer,

d. includes in their investment objectives the maintenance of a stable net
asset value of $1 for each share.

2. For all City funds other than bond proceeds, reserve funds. or debt service
funds, if the mutual fund:

a. is registered with the Securities and Exchange Commission;

b. has an average weighted maturity of less than two years;

Investment and
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c. is invested exclusively in obligations approved by Chapter 2256,
Subchapter A, Authorized Investments for Governmental Entities;

d. is continuously rated as to investment quality by at least one nationally
recognized investment rating firm of not less than AAA or its equivalent;
and

e. conforms to the requirements set forth in Sections 2256.016 (b) and (c) of
the Act relating to the eligibility of investment pools to receive and invest
funds of investing entities.

G. The City is not authorized to:

1.

invest, in the aggregate, more than 15% of its monthly average fund balance,
excluding bond or other debt proceeds and reserves and other funds held for
debt service, in mutual funds described above;

invest any portion of bond proceeds, reserves, and other funds held for debt
service, in mutual funds described in Subsection B above;

invest its funds or funds under its control, including bond proceeds and
reserves and other funds held for debt service, in any one mutual fund
described above in an amount that exceeds 10 percent of the total assets of
the mutual fund.

H. Eligible Investment Pools as defined in Section 2256.016 of the Texas Government
Code provided that:

1.

2,

Investment and

investment in the particular pool has been authorized by the City Council;

the pool shall have furnished the Investment Officer an offering circular
containing the information required by Section 2256.016(b) of the Texas
Government Code;

the pool shall furnish to the Investment Officer investment transaction
confirmations with respect to ali investments made with it;

the pool shall furnish to the Investment Officer monthly reports that contain the
information required by Section 2256.016(c) of the Texas Government Code;

any pool that is created to function as a money market mutual fund must
maintain a stable net asset value of one dollar ($1.00),

investment philosophy and strategy are consistent with this Policy and the
City’s ongoing investment strategy; and

the pool provides evidence of credit rating no lower than “AAA” or “AAA-m” by
at least one nationally recognized credit rating service, and have a weighted
average maturity of no greater than 90 days.

Collateralization Policy ‘Page 10 0of 18



8. the pool complies with all relevant provisions of chapter 2256, specifically
section 2256.016.

The City’s investment officers will, not less than quarterly, monitor the rating status of any eligible
investment pool(s) and obligations of states (other than Texas), agencies, counties and other
political subdivisions by obtaining and reviewing a rating report from at least one nationally
recognized investment rating firm. The City shall take all prudent measures that are consistent
with this investment policy to liquidate any investment through the most efficient market available
that does not have or is down-graded to less than the minimum rating stated herein. However,
as stated in Section 2256.017, the City is not required to liquidate investments that were
authorized investments at the time of purchase. Investment Officers of the City shall consider the
time remaining until maturity, the quality of the investment, and the quality and amounts of any
collateral which may be securing the investment in determining whether to hold the investment
until maturity or to redeem the investment.

IX. Unauthorized Investments
The following investments are specifically prohibited by State Law or by virtue of this policy:
A. An obligation whose payment represents the coupon payment on the outstanding
principal balance of the underlying mortgage-backed security collateral and pays no

principal.

B. An obligation whose payment represents the principal stream of cash flow from the
underlying mortgage-backed security collateral and bears no interest.

Banker’'s Acceptances

“Bond” Mutual Funds

m O O

Collateralized mortgage obligations of any type

F. Commercial paper, except that the City can invest in local government investment
pools and money market mutual funds that have commercial paper as authorized
investments. A local government investment pool or money market mutual fund that
invests in commercial paper must meet the requirements of Article Vlil, section (8)
above.

G. Any other investment specifically prohibited in section 2256.009 (b) (1-4)

X. Collateralization

The City of Corsicana’s investment portfolio is selected and managed in such a manner to ensure
that it will meet all the requirements established by the City of Corsicana Investment Policy and
the Public Funds Investment Act. The Collateralization Policy, as part of the overall Investment
Policy, is intended to protect the City’s investments by providing a buffer against market changes
to provide a level of security for all City funds. Therefore, collateralization will be required on
deposits held by depository banks and certificates of deposit.

A. Allowable Collateral and required Collateral Levels

Investment and
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Eligible collateral for security of the City’s deposits is limited to:

e United States Treasury Bills, Treasury Bonds, and Treasury Notes which are
backed by the full faith and credit of the United States Government;

e United States Government Agency securities which are unconditionally
guaranteed or insured by or backed by the full faith and credit of the United
States Government, with a maturity not to exceed twenty years; and

¢ Direct obligations of the State of Texas.

This policy requires that collateral pledged be revalued and adjusted on a monthly
basis. The variable nature of this system recognizes the appropriateness of lower
minimum requirements for collateral instruments that mark-to-market more
frequently, and higher ratios for collateral that is market adjusted less frequently.

The following percentages are minimum market value for collateral instruments that
are pledged for City deposits (and accumulated interest thereon):

Minimum
Coll. Required
Maturity Period -Mkt. Value-
a.upto 1 year 102%
b. between 1 and 5 years 105%
¢. more than 5 years 110%

Any collateral with a maturity of over 5 years must be approved by the Investment
Officer(s) in writing before the transaction is initiated.

Collateral is valued at current market price plus accrued interest accrued through
the date of valuation.

B. Monitoring Collateral Adequacy

The City requires monthly reports with market values of pledged securities from all
financial institutions with which the City has deposits. The Investment Officer(s) will
at least monitor adequacy of collateralization monthly.

C. Margin Calls on Certificates of Deposit

If the collateral pledged for a certificate of deposit falls below the par value of the
deposit, plus accrued interest less FDIC insurance, the Institution will be notified by
the Investment Officer(s) and will be required to pledge additional securities, allowed
by this policy, no later than the end of the next succeeding business day.

D. Collateral Substitution

Any broker, dealer, or financial institution requesting collateral substitution must
contact the Investment Officer(s) for approval and settlement. The substituted
security’s value will be calculated and substitution approved if its value is equal to or

Investment and
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Xil.

greater than the required security level. The Investment Officer(s), or a designee,
must provide written notification of the decision to the bank or the safekeeping agent
holding the security prior to any security release. Substitution is allowable for all
transactions, but should be limited, if possible, to minimize potential administrative
problems and transfer expense. The Investment Officer may limit substitution and
assess appropriate fees if substitution becomes excessive or abusive.

E. Collateral Reductions

Should the collateral’s market value exceed the required amount, any broker or
financial institution may request approval from the Investment Officer(s) to reduce
collateral. Collateral reductions may be permitted only if the City’s records indicate
that the collateral’'s market value exceeds the required amount.

Safekeeping and Custody

The City shall contract with a bank or banks for the safekeeping of securities either owned
by the City as part of its investment portfolio or as part of its depository agreement. All
collateral securing bank deposits must be held by third-party banking institution acceptable
to and under contract with the City, or by the Federal Reserve Bank. All security
transactions, including transactions for collateral held in the City’s name, except for
investment pool funds or mutual fund transactions, shall be conducted on a delivery-
verses-payment (DVP) basis. By so doing, City funds are not released until the City has
received, through the Safekeeping Agent, the securities purchased. The security shall be
held in the name of the City or held on behalf of the City. The Safekeeping Agent's records
shall assure the notation of the City’s ownership of or explicit claim on the securities. The
original copy of all safekeeping receipts shall be delivered to the City.

Evidence of perfected ownership shall be provided through monthly safekeeping
statements which shall be promptly reconciled to internal investment records.

Investment Parameters
A. Diversification

The City will purchase and diversify its investments by security type and investment
maturity, in accordance with this policy. Diversification by investment type shall be
established by the following maximum percentages of investment type to the total
investment portfolio:

1.  Obligations of the United States or its agencies 100%
2.  Fully collateralized interest bearing commercial checking/savings accounts 100%
3. Eligible Investment Pools as defined in section 2256.016 of the Act 100%
4.  Fully insured and/or collateralized Certificates of Deposit 50%
5.  No-load Money Market Mutual Funds 35%
6. Direct obligations of the State of Texas or its agencies 25%
7. Obligations of states, agencies, cities and other political subdivisions

of any state 25%
8. Other authorized and suitable investments 10%
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Maximum and Weighted Average Maturity

In order to minimize risk of loss due to interest rate fluctuations, investment
maturities will not exceed the anticipated cash flow requirement of the funds. The
City of Corsicana intends to match the holding periods of investment funds with
liquidity need of the City. The maximum final stated maturity of any investment shall
not exceed five years. All long-term maturities will be intended to cover long-term
liabilities. In addition, no less than ten percent (10%) of the funds in the portfolio will
be liquid at all times. The entire portfolio will have a weighted average maturity of
one (1) year or less. This weighted average will be calculated using the stated final
maturity dates of each security.

By Fund Groups
Maturity guidelines by fund are as follows:

1.  Operating Funds - The weighted average days to maturity for the operating fund
portfolio shail be 365 days or less and the maximum allowable maturity shall be one
year.

2. Debt Service Funds - Debt Service Funds shall be invested to ensure adequate
funding for each consecutive debt service payment. The Investment Officer shall
invest in such a manner as not to exceed an “unfunded” debt service date with the
maturity of any investment. Any unfunded debt service date is defined as a coupon or
principal payment date that does not have cash or investment securities available to
satisfy said payment.

3.  Debt Service Reserve Funds - Market conditions, Bond Resolutions constraints and
Arbitrage compliance will be considered when formulating Reserve Fund strategy.
Maturity limitation shall generally not exceed the call provisions of the Bond Ordinance
and shall not exceed the final maturity of the bond issue. All Debt Service Reserve
Fund investment maturities shall not exceed five years.

4.  Special Project, Special Purpose, and Construction Funds - The investment
maturity of bond or debt proceeds shall generally be limited to the anticipated cash
flow requirements. City funds that are considered “bond proceeds” for arbitrage
purposes will be invested using a more conservative approach than the standard
investment strategy when arbitrage rebate rules requiring refunding excess earnings.
All earnings in excess of the allowable arbitrage earnings will be segregated and made
available for any necessary payments to the U.S. Treasury.

Xill. Investment Strategy

The City of Corsicana maintains one portfolio in which all funds under the City’s control are pooled
for investment purposes. Within the pooled portfolio are fund components, each having an
investment strategy as described below:

A.

Investment strategies for operating funds are to assure that anticipated cash flows
are matched with adequate investment liquidity. The secondary objective is to create
a portfolio structure that will experience minimal volatility during economic cycles.
This may be accomplished by purchasing quality, short-term securities or certificates
of deposit in a laddered structure or utilizing authorized money market mutual funds
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or investment pools that function as money market mutual funds. The dollar weighted
average maturity of 365 days or less will be calculated using the stated final maturity
date of each security.

Investment strategies for the debt service funds shall have as the primary objective
the assurance of investment liquidity to cover the debt service obligation on the
required payment date. Securities purchased shall not have a stated maturity date
that exceeds the debt service payment date.

Investment strategies for debt service reserve funds shall have as the primary
objective the ability to generate a dependable revenue stream to the appropriate
debt service fund from securities with a low degree of volatility. Securities should be
of high quality and, except as may be required by the bond ordinance specific to an
individual issue, of short to medium term maturities.

Investment strategies for special projects, special purpose, or construction fund
portfolios will have as their primary objective the assurance that anticipated cash
flows are matched with adequate investment liquidity. These portfolios should
include highly liquid securities and investments to allow for flexibility and
unanticipated project outlays. The stated final maturity dates of securities held
should not exceed the estimated project completion date.

The Act requires that investment transactions for the City be settled on delivery
versus payment (DVP) basis, with the exception of investment pools and mutual

funds.

XIV. Monitoring of the Market Value of Investments and Collateral

The Investment Officer(s), with the help of City Council, as needed, shall determine the market
value of each investment and of all Collateral pledged to secure deposits of City funds at least
quarterly and at a time as close as practicable to the closing of the reporting period for the
investments. Such values shall be included on the investment report. The following methods

shall be used:

A

Certificates of deposit shall be valued at their face value plus any accrued but unpaid
interest.
Shares in money market mutual funds and investment pools shall be valued at par
plus any accrued but unpaid interest.
Other investment securities with a remaining maturity of one year or less may be
valued in any of the following ways:
1. the lower of two bids obtained from securities broker/dealers for such security;
2. the average of the bid and asked prices for such investment security as
published in The Wall Street Journal or The New York Times;
3. the bid price published by any nationally recognized security pricing service; or
4. the market value quoted by the seller of the security or the owner of such
Collateral.
Other investment securities with a remaining maturity of greater than one year shall
be valued at the lower of two bids obtained from securities broker/dealers for such
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security, unless two bids are not available, in which case the securities may be
valued in any manner provided in this section.

XV. Internal Control

investment Officers shall establish a system of internal controls, which shall be reviewed by an
independent auditor. The controls shall be designed to prevent losses of public funds arising from
fraud, employee error, unanticipated changes in financial markets, or imprudent actions by
employees. Pertinent controls include custodian safekeeping receipts records management,
avoidance of bearer-form securities, documentation of investment bidding activities, written
confirmations of oral transactions, reconciliation records, training requirement documentation,
compliance with investment policies, and verification of all interest income and security purchase
and sell computations. Where practical, the City should emphasize control of collusion,
separation of duties, separation of transaction authority between Accounting and record keeping,
clear delegation of duties, accurate and timely reports, validation of investment maturity decisions
and supporting cash flow data, adequate training and development of Investment Officials, review
of financial conditions of all brokers/dealers and depository institutions, and staying informed
about market conditions, changes and trends.

XVI. Performance Standards

The investment portfolio shall be designed with the objective of ensuring the safety of the City’s
assets and minimizing interest rate risk. In addition, it will remain sufficiently liquid to meet cash
flow needs, while protecting the interests of the public, all while obtaining a rate of return
throughout budgetary and economic cycles.

The City's overall investment strategy is conservative. Given this strategy, the basis used by the
Treasury to determine whether market yields are being achieved shall be the six month U.S.
Treasury Bill.

XVII. Investment Policy Adoption and Policy Review

This Investment and Collateralization Policy shall be formally approved and adopted by resolution
of the City Council and reviewed annually in accordance with the provisions of the Act.
kkkkkkkkhhkkhkkhkkkkkkkkkk

Investment and Collateralization Policy Adoptions:
December 17, 2018._Resolution #4106
December 9, 2019, Resolution #4191

December 14, 2020, Resolution #4283
December 13, 2021, Resolution #4370
November 28, 2022, Resolution #4431
December 18. 2023, Resolution #4478
December 9, 2024, Resolution #XXXX

City Manager
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Appendix “A”

The following are the only eligible institutions and broker/dealers authorized by this Investment
Policy to engage in investment transactions with the City:

Depository Institutions:
1. Verabank (Primary Depository Institution)

2. JP Morgan Chase Bank, N.A. (Secondary-Depesitery Institution for EMS lockbox
depesitisdeposits)

3. Truist Governmental Finance Company

Local Government Investment Pool:
1. Texas Short Term Asset Reserve Fund (TexSTAR)

2. Texas Local Government Investment Pool (TexPool)

Broker/Dealers:

This policy currently does not authorize engagement of third party broker/dealers for assistance
with investing City funds. A formal amendment of this policy will be required prior to the
involvement of third party broker/dealers with investing City funds.
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Appendix “B”

| hereby certify that | have personally read and understand the investment policy of the City of
Corsicana, Texas. | further acknowledge that reasonable procedures and controls designed to
fulfill those objectives and conditions have been implemented. Therefore, this firm will preclude
investment transactions between itself and the City of Corsicana that are not authorized by the
City’s investment policy, except to the extent that this authorization is dependent on an analysis
of the makeup the City’s entire portfolio or requires an interpretation of subjective investment
standards, thus protecting the City’s credit or market risk.

All sales personnel of this firm dealing with the City of Corsicana’s account(s) have been informed
and will be routinely informed of the City’s investment horizons, limitations, strategy and risk
constraints, whenever we are so informed by the City.

This firm pledges due diligence in informing the City of foreseeable risks associated with financial
transactions connected to this firm.

| further acknowledge that no investment transaction shall occur between this firm and the City,
until the City of Corsicana receives this consent form, completed by the firm’s qualified
representative.

Institution

Citr-ManagerSignature, Title

Date

*xxxxx Attach City Council Resolution ******
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l. Purpose

The Purpose of this policy statement is to state in general the management philosophy
behind this Purchasing Manual.

ll. Policy

A. City of Corsicana Policy: It is the policy of the City of Corsicana Finance
Department to authorize purchases in the following manner. Whenever possible,
city departments will solicit quotations and bids from local business located within
the City of Corsicana city limits. Corsicana businesses should be included in all
purchasing decisions. All purchases are to be processed through the City ERP
software for Approvals and information retention.

B. Policy Resources from State Comptroller. The Comptroller's Statewide
Procurement Division helps local and state governments procure goods and
services through accessible contracts when needed. Their eprocurement system
TxSmartBuy, vendors’ are listed for easy access and ordering by local and state
government purchasers. Other services are:

Statewide Contracts; (comptroller.texas.gov/purchasing/contracts/)
TxSmartBuy.com
DIR Contracts

Vendor Resources: (comptroller.texas.gov/purchasing/vendor/)
Vendor Information
Centralized Master Bidders List (CMBL)
Historically Underutilized Business (HUB)

Governmental Resources: (comptroller.texas.gov/purchasing/programs/)
Vendor Performance Tracking System (VPTS)
Texas SmartBuy Membership Program
Vehicle and Fleet Management

Procurement Resources: (comptroller.texas.gov/purchasinglresources.php)
Search for CMBL/HUB Vendors

Training and Policy Development: (comptroller.texas.gov/purchasing/training/)
Continuing Education

C. For any purchase over $3,000 the department must obtain proper approval prior
to placing the order. A requisition submitted with all information needed with all
required approvals and all quotations attached must be submitted before an order

is made.

D. The City Manager shall approve all purchases of $50,000 or greater prior to bidding
process.

E. Preference to products made with recycled materials, so long as the products meet
applicable specifications and price is less than 10% above non-recycled products.
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lll. Purchasing Procedures

A. Purchases of $0.00 to $499.99:

Requires one authorized approval; supervisor or director designee.

Intentionally splitting purchases to circumvent the system (i.e. two or more
purchases made to keep the amount under $500) is not acceptable.

B. Purchases of $500.00 to $2,999.99:

Requires two-one authorized approval; the Department Head.

Intentionally splitting purchases to circumvent the system (i.e. two or more
purchases made to keep the amount under $3,000) is not acceptable.

C. Purchases of $3,000 to $49,999.99:

1.

6.

The user department must obtain at least three mailed, emailed or faxed
quotes.

In making an expenditure of more than $3,000 but less than $50,000, the
department shall contact at least two Historically Underutilized Businesses
(HUB) on a rotating basis, based on information provided by the Texas
Building and Procurement Commission (formally the General Service
Commission). If the list fails to identify a historically underutilized business
in the county in which the municipality is situated, the municipality is exempt
from this section and only three (3) quotes will be needed.

To check the HUB list: https:/comptroller.texas.qgov/purchasing/

The user department shall select the winning vendor, with city manager
approval, based upon the overall price meeting specification(s).

The user department shall contact the successful vendor and make the order
with them and set up delivery.

Requires two authorized approvals; the Department Head and the City
Manager.

The City Manager shall approve ALL purchases of $3,000 or greater.

D. Purchases of $50,000 and Above:

1.

2.

Keep detailed records for the bid process (from start to finish).

The user department shall develop a bid package and notice for
advertisement and forward to the City Manager for approval to bid.

Purchasing Policy
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Publish advertisement for bid in newspaper to indicate the city’s intent to
accept bids in accordance with state law.

The City Manager shall open bids at a designated time and place as indicated
in the bid packet. A representative from the user department should be
present during the bid opening.

The user department shall review all documents and provide a written award
recommendation to City Council, if required.

If approved by City Council, the user department shall contact the winning
vendor and set up delivery. Submit a requisition with the Council action
attached and any support presented to the City Council.

ltems above $50,000 previously approved by City Council during the budget
process and purchased through an Interlocal Agreement, State Cooperative
Program, Texas Building Procurement Commission (TBPC), Buyboard,
Cooperative Purchasing Network (TCPN), or Regional Council of
Government (COG) Program require proper approval from the City Manager.
They need to have a requisition submitted but do not require further approval
as defined within this policy.

E. City Credit Card (P-Card) Purchases:

cardholder—authorization—prior—to—use/purchase:See separate Purchasing
Card Policy for the specific processes related to purchases using this
method. All requirements presented in this policy are fully applicable to
purchases using a P-Card.

IV. Emergency Purchases of $3,000 or Greater

Emergency Purchases: A purchase, exempt from competitive bidding, necessary to
allow continuous operations due to unforeseen occurrences that might otherwise
jeopardize the health and/or safety of the public, staff, city property, or city equipment.
All efforts must be made, if possible, to comply with the policy for Historically
Underutilized Businesses even in an emergency.

In the event an emergency occurs, the department may purchase any products and/or
services needed, and shall notify the Managing Director, Finance Director, or City
Manager where appropriate. Any emergency repairs of $3,000 or greater must be
approved retroactively by the City Manager.

EMERGENCIES CREATED THROUGH NEGLECT MUST BE AVOIDED.

V. Single/Sole Source Purchases of $3,000 or Greater

Purchasing Policy

Page 5 of 12



All departments who want to purchase items from single or sole source vendors must
document the request and forward to the City Manager for approval.

VL. Debarred Vendors

All departments will verify that vendors, for contracts exceeding $25,000, are not
suspended or debarred. These vendors are not allowed to do business involving
government contracts due to violations of law on improper business practices. This
includes state and federal grant monies, which would violate grant regulations.
Verification should be done in one of the three following ways:

A. Checking the Excluded Parties List System (EPLS) maintained by the General
Services Administration (GSA);

B. Obtaining a certification from vendors that they are not suspended or debarred;

C. Adding a clause or condition to the covered transaction with that vendor.

VIl. Professional Services (Exempt from Bids or Quotes)

Professional Services: A service that uses a skill that is “predominantly mental or
intellectual, rather than physical or manual.” The cost of a professional service should
be “dependent mainly” upon the personal qualifications of the “person(s)” hired.

(SEE SECTION IX FOR ATTORNEY GENERAL OPINIONS)
VIll. Reference Materials
A. Purchasing Law

“Separate, Sequential, and Component Purchases” are two Purchasing Law
conditions closely monitored by the State Attorney General’s Office for the State
of Texas. Each are associated with intentionally avoiding the bidding process by
splitting requisitions or purchases. The following definitions are taken directly from
the Texas Local Government Code.

“Separate Purchases means purchases, made separately, of items that in normal
purchasing practices would be purchased in one purchase.” (i.e., purchase a car
today and engine tomorrow).

“Sequential Purchases means purchases made over a period of time, of items that
in normal purchasing practices would be purchased in one purchase.” (i.e,
purchase a uniform for one employee and waiting one day to purchase another
uniform for another employee).

“Component Purchases means purchases made of the component parts of an item
that, in normal purchasing practices, would be purchased in one purchase.” (i.e.,
purchase a CPU, monitor, and keyboard on different days).

B. Criminal Penalties
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Any municipal official or employee commits a CLASS B MISDEMEANOR if they
intentionally or knowingly make or authorize separate, sequential, or component
purchases to avoid the competitive bidding requirements of §252.021. Any
intentional or knowing violation of any provisions under this subchapter, other than
§252.021, is a Class C Misdemeanor.

The final conviction for violations of §252.021, which are Class B Misdemeanors,
result in immediate removal from office or employment of that person. Also, four
years from the date of final conviction, the person is ineligible to:

1. be a candidate for, or be elected and appointed to, a public office in this State;

2. be employed by the City;
3. or, receive compensation through a contract with the City.

C. Other Considerations from Local Government Code

LGC §271.905 relates to Consideration of Location of Bidder's Principal Place of
Business states that in some cases relating to a bidder whose principal place of
business is in the local government and whose bid is within three percent of the
lowest bid price received from a bidder who is not a resident of the local
government — the bid may be accepted.

LGC §252.048 relates to Change Orders.

LGC §252.0415 relates to Procedures for Electronic Bids or Proposals.

LGC §252.0436 relates to Contract with Person (individual. sole proprietorship,
corporation, nonprofit_corporation, partnership. joint venture, etc.) Indebted to

Municipality.

LGC §252.022 relates to General Exceptions, including one-source (single/sole
source) purchases.

IX. Professional Services

Professional Services: A service that uses a skill that is “predominantly mental or
intellectual, rather than physical or manual.” The cost of a professional service should
be “dependent mainly” upon the personal qualifications of the “person” who is hired.

The following services have been held to be professional services in Texas cases or
Attorney General Opinions or have been defined as professional services in statutes:

Abstracters

Certified Public Accountant (excluding external auditor)
State Certified or Licensed Real Estate Appraisers
Architects

Models

Optometrists

Physicians

O@mMmMoOw»
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Plat Book Preparers

Private Consultants

Property Tax consultants

Scientists

Supervisors of Public Construction Projects
Surgeons

Land Surveyors

Tax Appraisal engineers

Landscape Architect

Attorney

Professional engineers in connection with this professional employment or
practice.

BOUVOZEr R —I

X.  Purchasing Flow Chart Information
A. Department Purchases Under $499.99
No quotes needed. Requires one approval; supervisor or director designee.
B. Department Purchases Under $2,999.99
No quotes needed. Requires one approval; the Department Head.
C. Department Purchases over $3,000 to $49,999.99

1. Requires 3 quotes + 2 HUB’s

HUB list: https:/comptroller.texas.qgov/purchasing/
2. Requires two approvals; the Department Head and the City Manager.
3.  Requires City Manager approval $3,000 and above.

D. Department Purchases over $50,000

1. User Department prepares RFP, Invitation to Bid, and Bid Specs for City
Manager Approval.

User department will put bid packet together and mail.

User department will publish in newspaper.

Bid opening.

Read bids out loud.

User department recommends low bidder or best value.

User department prepares Resolution and Agenda ltem.

Council approval, if required.

Certificate of holder, if required (Insurance requirements).

User department notifies successful vendor and makes order.

Submit requisition with City Council action for processing to submit invoice
for payment to Finance.

220N RWN

O

E. State Contract Orders

1.  Requires City Manager approval.
2. Submit paperwork to vendor for order.
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XI.

Federal Provisions

All Non-Federal Entity Contracts Under Federal Awards must include the following -
Appendix Il to Part 200 - Contract Provisions for Non-Federal Entity Contracts Under
Federal Awards

1.

Contracts for more than the simplified acquisition threshold, which is the inflation
adjusted amount determined by the Civilian Agency Acquisition Council and the Defense
Acquisition Regulations Council (Councils) as authorized by 41 U.S.C. 1908, must
address administrative, contractual, or legal remedies in instances where contractors
violate or breach contract terms, and provide for such sanctions and penalties as
appropriate

All contracts in excess of $10,000 must address termination for cause and for
convenience by the non-Federal entity including the manner by which it will be effected
and the basis for settlement.

Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60,
all contracts that meet the definition of “federally assisted construction contract” in 41
CFR Part 60-1.3 must include the equal opportunity clause provided under 41 CFR 60-
1.4(b), in accordance with Executive Order 11246, “Equal Employment Opportunity” (30
FR 12319, 12935, 3 CFR Part, 1964-1965 Comp., p. 339), as amended by Executive
Order 11375, “Amending Executive Order 11246 Relating to Equal Employment
Opportunity,” and implementing regulations at 41 CFR part 60, “Office of Federal
Contract Compliance Programs, Equal Employment Opportunity, Department of Labor.”

Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal
program legislation, all prime construction contracts in excess of $2,000 awarded by
non-Federal entities must include a provision for compliance with the Davis-Bacon Act
(40 U.S.C. 3141-3144, and 3146-3148) as supplemented by Department of Labor
regulations (29 CFR Part 5, “Labor Standards Provisions Applicable to Contracts
Covering Federally Financed and Assisted Construction”). In accordance with the
statute, contractors must be required to pay wages to laborers and mechanics at a rate
not less than the prevailing wages specified in a wage determination made by the
Secretary of Labor. In addition, contractors must be required to pay wages not less than
once a week. The non-Federal entity must place a copy of the current prevailing wage
determination issued by the Department of Labor in each solicitation. The decision to
award a contract or subcontract must be conditioned upon the acceptance of the wage
determination. The non-Federal entity must report all suspected or reported violations to
the Federal awarding agency. The contracts must also include a provision for
compliance with the Copeland “Anti-Kickback” Act (40 U.S.C. 3145), as supplemented
by Department of Labor regulations (28 CFR Part 3, “Contractors and Subcontractors on
Public Building or Public Work Financed in Whole or in Part by Loans or Grants from the
United States”). The Act provides that each contractor or subrecipient must be prohibited
from inducing, by any means, any person employed in the construction, completion, or
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repair of public work, to give up any part of the compensation to which he or she is
otherwise entitled. The non-Federal entity must report all suspected or reported
violations to the Federal awarding agency.

5. Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where
applicable, all contracts awarded by the non-Federal entity in excess of $100,000 that
involve the employment of mechanics or laborers must include a provision for
compliance with 40 U.S.C. 3702 and 3704, as supplemented by Department of Labor
regulations (29 CFR Part 5). Under 40 U.S.C. 3702 of the Act, each contractor must be
required to compute the wages of every mechanic and laborer on the basis of a standard
work week of 40 hours. Work in excess of the standard work week is permissible
provided that the worker is compensated at a rate of not less than one and a half times
the basic rate of pay for all hours worked in excess of 40 hours in the work week. The
requirements of 40 U.S.C. 3704 are applicable to construction work and provide that no
laborer or mechanic must be required to work in surroundings or under working
conditions which are unsanitary, hazardous or dangerous. These requirements do not
apply to the purchases of supplies or materials or articles ordinarily available on the
open market, or contracts for transportation or transmission of intelligence.

6. Rights to Inventions Made Under a Contract or Agreement. If the Federal award
meets the definition of “funding agreement” under 37 CFR § 401.2 (a) and the recipient
or subrecipient wishes to enter into a contract with a small business firm or nonprofit
organization regarding the substitution of parties, assignment or performance of
experimental, developmental, or research work under that “funding agreement,” the
recipient or subrecipient must comply with the requirements of 37 CFR Part 401, “Rights
to Inventions Made by Nonprofit Organizations and Small Business Firms Under
Government Grants, Contracts and Cooperative Agreements,” and any implementing
regulations issued by the awarding agency.

7. Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act
(33 U.S.C. 1251-1387), as amended - Contracts and subgrants of amounts in excess of
$150,000 must contain a provision that requires the non-Federal award to agree to
comply with all applicable standards, orders or regulations issued pursuant to the Clean
Air Act (42 U.S.C. 7401-7671q) and the Federal Water Pollution Control Act as amended
(33 U.S.C. 1251-1387). Violations must be reported to the Federal awarding agency and
the Regional Office of the Environmental Protection Agency (EPA).

8. Byrd Anti-Lobbying Amendment (31 U.S.C. 1352) - Contractors that apply or bid for
an award exceeding $100,000 must file the required certification. Each tier certifies to
the tier above that it will not and has not used Federal appropriated funds to pay any
person or organization for influencing or attempting to influence an officer or employee of
any agency, a member of Congress, officer or employee of Congress, or an employee of
a member of Congress in connection with obtaining any Federal contract, grant or any
other award covered by 31 U.S.C. 1352. Each tier must also disclose any lobbying with
non-Federal funds that takes place in connection with obtaining any Federal award.
Such disclosures are forwarded from tier to tier up to the non-Federal award.
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9. 200.323 Procurement of recovered materials - A non-Federal entity that is a state
agency or agency of a political subdivision of a state and its contractors must comply
with section 6002 of the Solid Waste Disposal Act, as amended by the Resource
Conservation and Recovery Act. The requirements of Section 6002 include procuring
only items designated in guidelines of the Environmental Protection Agency (EPA) at 40
CFR part 247 that contain the highest percentage of recovered materials practicable,
consistent with maintaining a satisfactory level of competition, where the purchase price
of the item exceeds $10,000 or the value of the quantity acquired during the preceding
fiscal year exceeded $10,000; procuring solid waste management services in a manner
that maximizes energy and resource recovery; and establishing an affirmative
procurement program for procurement of recovered materials identified in the EPA
guidelines.

10. Solid Waste Disposal Act - Contractors must comply with section 6002 of the Solid
Waste Disposal Act, as amended by the Resource Conservation and Recovery Act. The
requirements of Section 6002 include procuring only items designated in guidelines of
the Environmental Protection Agency (EPA) at 40 CFR part 247 that contain the highest
percentage of recovered materials practicable, consistent with maintaining a satisfactory
level of competition, where the purchase price of the item exceeds $10,000 or the value
of the quantity acquired during the preceding fiscal year exceeded $10,000; procuring
solid waste management services in a manner that maximizes energy and resource
recovery: and establishing an affirmative procurement program for procurement of
recovered materials identified in the EPA guidelines.

11. Unnecessary and Duplicative ltems — Contractors must avoid acquisition of
unnecessary or duplicative items. Consideration must be given to consolidating or
breaking out procurements to obtain a more economical purchase, when possible.
Where appropriate, an analysis will be made of lease versus purchase alternatives, and
any other appropriate analysis to determine the most economical approach.

City Manager
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L. Purpose

The purpose of the purchasing card (P-Card) program is to establish a more efficient, cost-
effective method of purchasing certain goods and services for the City of Corsicana. The
P-Card program provides an alternative to the traditional process for goods, services, and
travel.

The City's P-Card is not an entitlement and is not reflective of title or position. The P-Card
remains City property and may be revoked at any time with or without prior notice. Use of
the card does not replace or override the City’s Purchasing policy or state law.

1. Benefits

The program offers significant benefits to the City. Users will be accountable for their
purchases and will be able to obtain goods and services faster and easier reducing the
paperwork and processing time in Purchasing, Accounts Payable, and the user
department. If used properly, the P-Card program should reduce the volume of purchasing
documentation, including the number of requisitions, purchase orders, invoices, and
checks.

HL. Policy
A, Administration/ Roles — The program will be administered through the Finance Department.

1. The ‘Program Administrator’ will be the individual in the Finance Department
responsible for ordering new P-Cards, changing temporary spending limits (once
authorized, the Finance Director), and receiving newly issued P-Cards from the card
issuer.

2. Each department will have a ‘P-Card Coordinator’ (identified by the respective
Department Director) who will be the primary point-of-contact in the department for
all issues related to P-Cards.

3. A ‘P-Card holder’ is an individual employee of the City that has been issued a P-
Card.

B. Controls

1. The P-Card Program uses internal controls as well as features and reports from the
card issuer’s system to manage and audit the process to ensure that procedures are
followed. Several reports are available to the City for auditing and monitoring
purposes.

2. Each P-Card has a credit limit. Once the P-Card’s credit limit has been reached,
transactions will be rejected when attempting a purchase.

3. Each P-Card has a single transaction limit. If a user exceeds the limit, the transaction
will be rejected when attempting a purchase.

4, Purchases from certain types of vendors will not be permitted and those vendors will
be blocked for all P-Card holders. Some of these vendors include, but are not limited
to, liquor stores, bars and lounges, adult entertainment facilities, etc. If you have a
question about a vendor you wish to use, please contact the Program Administrator.

Airlines, hotels, motels, restaurants, etc. may also be blocked, depending on the individual P-Card holder
and/or department. If you have a question, please contact the Program Administrator.

5. Ali purchases require Director approval. Directors will approve all purchases made
by employees within their department prior to the purchase receipts being turned into
Accounts Payable for processing via EERP Purchase Card Statements workflow.
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IV.  Eligibility

A. Department directors will recommend a P-Card be assigned to an employee within their
respective departments. Requests will be approved by the Finance Director and City Manager.
B. Employees on probation and temporary employees will not be issued a card, without the
express written authorization of the City Manager.
V. Obtaining a P-Card

A P-Card can be obtained after the following:

A. The prospective P-Card holder will completely read the P-Card Policy and sign the City of
Corsicana Purchasing Card Agreement (See Exhibit A) and the Department Director will also
sign indicating their approval.

B. The Department Director will submit the executed P-Card Agreement to the Program
Administrator in the Finance Department. Then a P-Card will be requested from the card
issuer.

C. Once received, the P-Card holder will sign the P-Card in the presence of the Program
Administrator and store the card in a secure place.

VL. Canceling or Suspending a P-Card

A. The Finance Director or City Manager may instruct the Program Administrator to cancel or
suspend any P-Card at any time, for any reason.

B. A Department Director may instruct the Program Administrator to cancel or suspend any P-
Card issued to an employee in their department at any time, for any reason.

C. Any instruction to cancel or suspend a P-Card must be in writing (email preferred).

D. Upon receipt of written instruction pursuant to Section VI.A or VI.B of this policy, the Program
Administrator shall cancel or suspend the relevant P-Card(s).

E. The Program Administrator shall cancel P-Cards by canceling the P-Card account on the card
issuer’s website.

F. The Program Administrator shall suspend P-Cards by Temporarily reducing the single
transaction limit to $0.

G. Upon cancellation, the Department Director or Department P-Card Coordinator, should obtain
the relevant physical card from the P-Card holder and forward it to the Program Administrator
to be destroyed.

H. Upon suspension, the Department Director or Department P-Card Coordinator, should obtain
the relevant physical card from the P-Card holder and hold it until the P-Card holder's
privileges have been reinstated.

VII. P-Card Holder Duties and Responsibilities

A. P-Card holders are accountable and responsible for their P-Card.

B. P-Card holders shall ensure the P-Card is always secured and never left in unsecured areas.

C. |Ifacard is lost or stolen, the P-Card holder must immediately notify the credit card issuer, the
respective department head, and the Program Administrator.

D. P-Card holders shall immediately report any fraudulent use or misapplication of the P-Card to
the Program Administrator.

E. P-Card holders shall immediately investigate any dispute charges and invoke the disputed
charge procedures when necessary.

F. P-Card holders are accountable for the physical receipt of the merchandise.

Purchasing Card (P-Card) Policy Page 4 of 11



ViIi.

G. In case of returns, P-Card holders are responsible for coordinating returns directly with the
vendor.

H. The P-Card is to be used for City business only. Personal purchases may be considered
misappropriation of municipal funds, which constitutes a criminal offense, and shall be referred

to the City Manager.
I, Inthe case of accidental personal use, P-Card holders shall immediately reimburse the City.
Making a Purchase
A.  When making a purchase using the P-Card, the P-Card holder is to:
Obtain the best possible price following the Purchasing Policy;
Ensure the City is not charged sales tax as the City is exempt from sales tax;
Verify the charges (including no sales tax) and obtain an itemized receipt.

If the receipt does not itemize the individual items purchase; write each item on the receipt.
Be specific.

F. Keep all receipts. If the order was placed by telephone or via the internet the receipt must be
faxed, emailed, or printed. All purchases require a receipt or reimbursement.

moow

Unacceptable P-Card Uses

A. P-Card purchases are not to be split into two (2) or more smaller purchases (either on a single
P-Card or between multiple P-Cards) to circumvent the established purchasing limits and

policy.
B. Unacceptable uses of the P-Card include, but are not limited to:

1. Personal purchases;

2. Capital items;

3. Items for which a purchase order has already been issued;

4, Local Fuel Purchases, except for fuel in rental cars;

5. Unbudgeted goods and/or services;

6. Gift cards/certificates, except for Human Resources purchase of gift;

cards/certificates in connection with an employee recognition program

Entertainment; and

Services where a potential liability may exist and requires insurance and/or
bonds (i.e. construction, building repair/maintenance, etc.)

C. Purchases for other Departments are discouraged and only made with the Department
Director approval.

D. Consequences for failure to comply with Program guidelines include, but are not limited to:
1. Temporary or permanent revocation of the P-Card; and/or
2. Disciplinary measures that may include termination and legal action

P-Card Management

A. Monthly Submission Package.

1. The credit card statement cycle is from the 4t of the month to the 3" of the following
month. Each month, the P-Card Administrator will send each department summaries
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of charges by P-Card Holder to the department’s P-Card Coordinator or Individual
Cardholder through EERP Purchase Card Statements program.

Each Cardholder or P-Card Coordinator is responsible for attaching an itemized
receipt with an approved P-Card Receipt Form in TCM and assigning an expense
account for each transaction then releasing for approvals by the 15" of the month.

Each of the P-Card Statements will be approved by the Department Director
evidencing their review and approval of each P-Card transaction before a final review
by the Program Administrator before Accounts Payable processing and posting.

B. P-Card Holder Responsibilities for Transaction Management.

1.

Entry of Expenditures - P-Card holders shall enter an appropriate general ledger
expenditure account for each transaction into the Purchase Card Statement program
and upload support into the Content Manager. (If further assistance is needed, the
P-Card user can contact the Program Administrator in Finance.)

Receipt Submission - P-Card holders shall complete a P-Card Receipt Form (see
example Exhibit B) for all transactions in each credit card billing statement cycle
(from the 4t of the month through the 3™ of the following month) shall upload the
related receipt(s) to the Content Manger to provide evidence for each transaction.

For lost receipts, the P-Card Lost Receipt Form (Exhibit C) should be used in lieu of
the standard P-Card Receipt Form. This form requires Director approval.

C. P-Card Coordinator Responsibilities.

1.

Monthly Package Submission - Each Department's P-Card Coordinator shall be
responsible for submitting the department’s purchase card statement for approval
(See Section X.A, Monthly Submission Package.)

Primary Contact - The P-Card Coordinator is the P-Card Administrator's primary
contact in the department for all matters reiated to P-Cards.

Entry of Expenditures - The P-Card Coordinator may assist the department'’s Director
to ensure all P-Card holders have entered general ledger expenditure accounts into
EERP Purchase Card Statement program.

Notification of Changes in Employment Status: Promotion, Transfer, Etc. - If a P-
Card holder changes departments/divisions, the Program Administrator must be
notified in writing. (Email is preferred.) Each P-Card is elecironically coded with the
funding and supervisory information associated with the respective P-Card holder,
identifying which department/division pays for purchases and receives the respective
reports.

Changes in Employment Status: Resignation, Termination, Etc. - If a P-Card holder’s
status changes and the P-Card holder is no longer an employee of the City, their P-
Card must be returned to the P-Card Administrator. The department Director is
responsible for obtaining the card from the employee. The P-Card Coordinator
should work with the Director to ensure the P-Card is obtained and forwarded to the
Program Administrator.

D. Director Responsibilities for Transaction Management.

.

Approval of All Transactions - Each month the Program Administrator sends a
statement for each P-Card holder. The Cardholder or P-Card Coordinator is
responsible to attach the relevant P-Card Receipt Forms and related receipts to the
statements. Each statement has a Director Approval workflow step requiring final
Director review and approval.

Compliance - The Director shall review each P-Card holder’'s monthly usage of the
P-Card and is responsible for ensuring P-Card holders comply with this P-Card
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Policy. Inappropriate usage of the P-Card by the P-Card holder shall be addressed
and appropriate disciplinary measures taken up to and including termination and
legal action.

3. Collection of P-Cards - The Director shall obtain P-Cards from any P-Card holder
whose employment is terminating and shall submit the P-Card to the Program
Administrator (typically via the department’s P-Card Coordinator).

Credit Limits and Single Transaction Limits
A. Standard Credit Limits

1. Directors: $6,000

2. Non-Directors: $1,000
Standard Single Transaction Limits

1. Directors: $2,000

2.  Non-Directors: $600

Non-Standard Credit Limits — Permanent credit limit increases or decreases from the standard
amounts can be requested by a director. Requests should be in writing {email preferred) to
the Finance Director, with the Program Administrator copied. The Finance Director will
approve or deny the request. Upon approval, the Program Administrator will process the
requested credit limit change with the credit card issuer.

Non-Standard Sinale Transaction Limits — Temporary or permanent single transaction limit
increases or decreases from the standard amounts can be requested by a director. Requests
should be in writing (email preferred) to the Finance Director, with the Program Administrator
copied. The Finance Director will approve or deny the request. Upon approval, the Program
Administrator will process the requested single transaction limit change with the credit card

issuer.
Emergency Periods — The Finance Director may authorize widespread credit limit and/or

single transaction limit increases in anticipation of or during an emergency period to ensure
the City has adequate means to secure critical goods and services.

Returns, Credits and Disputed Claims

A

In the case of a discrepancy or disputed transactions, the P-Card holder should contact the
vendor immediately. Most disputes can be resolved between the P-Card holder and the
vendor. If the matter cannot be resolved with the vendor, contact the credit card issuer at the
number listed on the back of the P-Card. If you are unable to obtain an acceptable resolution,
contact the Program Administrator.

Disputed Charges: If the P-Card holder identifies disputed charges and cannot validate the
charges, the P-Card holder shall notify the vendor and invoke the disputed charge procedures.
(See Section XII.D) Anyone suspecting fraudulent use or misapplication of the card should
advise the Program Administrator and the respective department Director immediately.

Questioned Items: All questioned items must be communicated to the credit card issuer within
30 days of the billing cycle date.

Disputed Charges Procedures.
1. P-Card holder attempts to resolve disputes (or returns) directly with the vendor.

2. If unsuccessful, the P-Card holder must complete the dispute process on the credit
card issuer's web site. The statement shall outline the basis of the dispute. Notify the
Program Administrator of all disputed charges.

3. After the dispute has been resolved, the P-Card holder shall determine that the
appropriate charges have been removed and credited (or charged) to the account.
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E. Lostor Stolen Cards.

1.

In the event a P-Card is lost or stolen, the P-Card holder must notify the credit card
issuer, the respective department Director, and the Program Administrator
immediately.

Representatives of the credit card company are available 24 hours a day. The credit
card company will replace lost or stolen cards within fifteen (15) days after notification
of the loss.

The City is financially liable for all charges to the card until it is reported as lost or
stolen. When the loss is reported promptly, the liability is $50.00 per card. However,
once the credit card company has been notified that a card is lost or stolen, the card
will be blocked from further purchases.

F. Returned Merchandise.

1.

If a P-Card holder returns merchandise obtained with a P- Card to the vendor, the
P-Card holder is to obtain a credit against the P-Card. Cash reimbursements or store
credit are not allowed.

Once an item is returned, the P-Card holder shall check the statement for the credit
and attach the credit slip to the monthly submissions package. If a credit slip was not
obtained, the P-Card holder is to attach a written and signed explanation of the
return. If the credit does not appear by the second subsequent statement, the P-
Card holder shall contact the credit card issuer.

XIi. Purchasing Card Security

The P-Card should always be treated with at least the same level of care that you treat your own
personal credit cards.

A.  Sign the back of your P-Card.
B. P-Cards must be secured by the P-Card holder and only accessible by the P-Card holder.

C. Guard the P-Card account number. Do not post it or write it in any place easily accessible by

others.

D. P-Card Sharing (or use by someone other than the P-Card holder) is prohibited. The only
person entitled to use the P-Card is the person whose name appears on the face of the card.
Do not lend your card to another person for use.

City Manager
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Exhibit A: Card Agreement

CITY OF CORSICANA, TEXAS PURCHASING CARD AGREEMENT
(“Agreement”)

The City of Corsicana, Texas (“City”) purchasing card (“P-Card") represents the City’s trust in you
and your empowerment as a responsible agent to safeguard and protect City assets.

1
2.
3.

4.

By signing this Agreement, you (the prospective P-Card holder):

acknowledge receipt of a City P-Card,
acknowledge receipt of the City of Corsicana Purchasing Card Policy (“Policy”);
confirm that you have read the Policy, understand the Policy, and agree to comply with the

Policy;
agree to use the P-Card for City-related purchases only and agree not to charge personal
purchases;

will immediately report any inappropriate purchases made using the P-Card, including
personal purchases, and will immediately reimburse the City for any such purchases;
authorize the City to immediately deduct from your salary and withhold from your pay any
amounts the City determines are inappropriate P-Card purchases even if you are no longer
employed by the City;

understand that improper use of the P-Card may result in disciplinary action, including
termination of employment;

understand that the City may terminate your right to use the P-Card at any time for any
reason; and

agree to return the P-Card to the City immediately upon request or upon termination of
employment.

ACCEPTANCE AND ACKNOWLEDGEMENT

By signing below, you agree to all the terms and conditions of this Agreement.

Prospective P-Card Holder:

Signature: Date:

Phone:

Department:

Print Name

DIRECTOR APPROVAL FOR ISSUANCE OF P-CARD TO PROSPECTIVE P-CARD HOLDER

Department Director:

Signature: Date:

Print Name




Department:

Exhibit B: Receipt Form

P-Card Receipt Form

P-Card Holder:

Date of Purchase:

Merchant/VVendor:

P-Card Holder’s Signature:

Total Amount:

Account

Description of Purchase

Amount

Attach Receipi(s):

Purchasing Card (P-Card) Policy
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Exhibit C: Lost Receipt Form

P-Card Lost Receipt Form

Department: P-Card Holder:
Date of Purchase: Total Amount:
Merchant/VVendor:

P-Card Holder’s Signature:

Account Description of Purchase Amount

DIRECTOR APPROVAL

The P-Card holder has lost or never received an itemized receipt(s) for the above listed transaction(s). |
have reviewed the above transaction(s) and approve it/them to be submitted without an accompanying

receipt(s).

Director’s Signature: Date:

Purchasing Card (P-Card) Policy Page 11 of 11
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Policy

It is hereby declared to be the policy of the City to provide for efficient, economical, and effective controls
over the creation, distribution, organization, maintenance, use, and disposition of all municipal records
through a comprehensive system of integrated procedures for the management of records from their
creation to their ultimate disposition, consistent with the requirements of the Texas Local Government
Records Act and accepted records management practice.

Definition of Municipal Records of the City

All documents, papers, letter, books, maps, photographs, sound or video recordings, microfilm, magnetic
tape, electronic media, or other information recording media, regardless of physical form or characteristic
and regardless of whether public access to it is open or restricted under the laws of the state, created or
received by the City of Corsicana or any of its officers or employees pursuant to law, or in the transaction
of public business are hereby declared to be records of the City of Corsicana and shall be created,
maintained, and disposed of in accordance with the provisions of this article or procedures authorized by it
and in no other manner.

Municipal Records Declared Public Property

All municipal records as defined above of this article are hereby declared to be the property of the City of
Corsicana. No municipal official or employee has, by virtue of his or her position, any personal or property
right to such records even though he or she may have developed or compiled them. The unauthorized
destruction, removal from files, or use of such records is prohibited.

Designation of Records Management Officer

The City Secretary, and successive holders of said office, shall serve as records management officer for
the City. As provided by state law, each successive holder of the office shall file his or her name with the
director and librarian of the Texas State Library within thirty (30) days of the initial designation or of taking
up the office, as applicable.

Duties of the Records Management Officer
In addition to other duties assigned by this article, the records management officer shall:

1) Administer the records management program and provide assistance to department heads in its
implementation;

2) Plan, formulate, and prescribe records disposition policies, systems, standards and procedures;

3) In cooperation with department heads identify essential records and establish a disaster plan for
each City office and department to ensure maximum availability for the records in order to re-
establish operations quickly and with minimum disruption and expense;

4) Develop procedures to ensure the permanent preservation of the historically valuable records of
the City;

5) Establish standards for filing and storage equipment and for recordkeeping supplies;

6) Study the feasibility of and, if appropriate, establish a uniform filing system and a forms design and
control system for the City;

7) Provide records management advice and assistance to all municipal departments by preparation
of a manual or manuals of procedure and policy and by on-site consultations;

8) Monitor records retention schedules and administrative rules issued by the Texas State Library and
Archives Commission to determine if the records management program and the City's records
control schedules are in compliance with state regulations;

9) Disseminate to the City Manager and department heads information concerning state laws and
administrative rules regulating to local government records;

10) Instruct records liaison officers and other personnel in policies and procedures of the records
management plan and their duties in the records management program,

11) Direct records liaison officers or other personnel in the conduct of records inventories in preparation
for the development of records control schedules as required by state law;

Records Management Policy Page 3 of 7



12) Ensure that the maintenance, preservation, microfilming, destruction, or other disposition of the
municipal records is carried out in accordance with the policies and procedures of the records
management program and the requirements of state law;

13) Maintain records on the volume of records destroyed under approved records control schedules,
the volume of records microfilmed or stored electronically, and the estimated cost and space
savings as the result of such disposal or disposition;

14) Report annually to the City Manager on the implementation of the records management plan in
each department of the City, including summaries of the statistical and fiscal data compiled under
paragraph (13) above, and

15) Bring to the attention of the City Manager noncompliance by department heads or other municipal
personnel with the policies and procedures of the records management program or the Local
Government Records Act.

Duties and Responsibilities of Department Heads
In addition to other duties assigned by this article, department heads shall:

1} Cooperate with the records management officer in carrying out the policies and procedures
established in the City for the efficient and economical management of records and in carrying out
the requirements of this article;

2) Adequately document the transaction of government business and the services, programs, and
other duties for which the department head and his or her staff are responsible; and

3) Maintain the records in his or her care and carry out their preservation, microfilming, destruction,
or other disposition only in accordance with the policies and procedures of the records management
program of the City and the requirements of this article.

Designation of Records Liaison Officers

Each department head shall designate a member of his or her staff to serve as records liaison officer for
the implementation of the records management program in the department. If the records management
officer determines that in the best interests of the records management program more than one liaison
officer shall be designated for a department, the department head shall designate the number of records
liaison officers specified by the records management officer. Persons designated as records liaison officers
shall be thoroughly familiar with all the records created and maintained by the department and shall have
full access to all records of the City maintained by the department. In the event of the resignation, retirement,
dismissal, or removal by action of the department head of a person designated as a records liaison officer,
the department head shall promptly designate another person to fill the vacancy. A department head may
serve as records liaison officer for his or her department.

Duties and Responsibilities of Records Liaison Officers
In addition to other duties assigned in this article, records liaison officers shall:
1) Conduct or supervise the conduct of inventories of the records of the department in preparation for
the development of records control schedules;
2) In cooperation with the records management officer, coordinate and implement the policies and
procedures of the records management program in their departments; and
3) Disseminate information to department staff concerning the records management program.

Records Procedures
The records procedures are designed fo act as a guide to the procedures in the records room.

The principle of the records storage center is to provide an organized collection of material which is not
current but might be needed by the City for reference purposes.

To locate material in storage, use the records room index. Look through the list of subjects until a possible
subject is found. Look across the page to see what box numbers are listed for the subject being considered.
Request the box from the records management officer. Please do not request a separate page or file from
the box.
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Step-By-Step Records Retention
In order to comply with State record retention laws, the following are the steps to follow when sending

documents to storage.

1. Use a standard records center box (15 1/8” x 12 %" x 10”). These boxes may be available from
the records management officer. If records management officer orders new boxes they will be
charged to the appropriate departments. As records are destroyed, some old boxes may be re-
used. Departments can order boxes as long as they are the required size as stated. Do not
pack papers too tightly; remember that you may have to retrieve items from this box at a later
date.

**place folders of the same retention period in each box.**

2. The department representative prepares the records transmittal form with detailed description
of the contents of the box and the appropriate retention period for the contents.

3. The department representative should then adhere the transmittal form on each end of the box,

place one copy inside the box on top of the contents, keep a copy for your records and give a

copy to the Records Management Officer.

The records management officer will assign the box number to the box.

The department representative should clearly mark the box with the box number assigned on

each end of the box so that it is clearly and easily visible when boxes are stacked.

6. Inform the records management officer that you have a box to send to storage.

7. The box will be picked up and transported to storage.

ok

Records Storage Locations

Current and frequently used files of the City of Corsicana are kept in each department at the government
center. Permanent and critical files are kept in the vault located in the City Secretary’s office. Older files are
kept at the Record Storage Center at the K-Wolens Building until the retention period is reached at which

time they are destroyed.

The off-site records storage centers are located on the first and second floors of the K-Wolens building.
The rooms are secured and can only be accessed through the records management officer.

Retention Schedules

A retention schedule is necessary to provide departments with guidelines for purging files and destroying
records so that regular destruction schedules can be established and maintained without having to get
approval for each record’s destruction from the City Attorney, State, and City Council. The City of Corsicana
uses the Texas State Library retention schedules for all records. These schedules can be found at
https://www.tsl.texas.gov/sirm/rrs. A PDF of the schedules have also been saved on the Public Drive P:
Records Management/Retention Schedules.

Destruction of Records

A record whose retention period has expired on a records control schedule shall be destroyed unless an
open records request is pending on the record, the subject matter of the record is pertinent to a pending
law suit, or the department head requests in writing to the City Manager that the record be retained for an
additional period. All scanned documents must still follow the Texas State Library retention schedules for

paper documents.

Prior to the destruction of a record under an approved records control schedule, authorization for the
destruction must be obtained by the Records Management Officer.

IMPORTANT: NO DOCUMENTS SHOULD, CAN OR WILL BE DESTROYED UNTIL THEY HAVE BEEN
INDEXED AND RECORDED PURSUANT TO THE PROCEDURES SET OUT ABOVE.
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Destruction of Unscheduled Records

A record that has not yet been listed on an approved records control schedule may be destroyed if its
destruction has been approved in the same manner as a record destroyed under an approved schedule
and the Records Management Officer has submitted to and received back from the director and librarian
an approved destruction authorization request.

Micrographics and Laserfiche

Unless a micrographics or laserfiche program in a department is specifically exempted by order of the City
Council, all microfilming or laserfiching of records will be centralized and under the direct supervision of the
Records Management Officer. The records management plan will establish policies and procedures for the
microfilming or laserfiching of municipal records, including policies to ensure that all microfilming and
laserfiching is done in accordance with standards and procedures for the microfilming or laserfiching of
local government records established in rules of the Texas State Library and Archives Commission. The
plan will also establish criteria for determining the eligibility of records for microfilming or laserfiching, and
protocols for ensuring that a microfilming or laserfiching program that is exempted from the centralized
operations is, nevertheless, subject to periodic review by the records management officer as to cost-
effectiveness, administrative efficiency, and compliance with commission rules.

d ok ok ok hkdk ok dhhkohhkohkk hkk ok kh

Records Management Policy Updafes:
December 17, 2018, Resolution #4111
December 9, 2019, Resolution #4193
December 14, 2020, Resolution #4283
December 13, 2021, Resolution #4370
November 28, 2022, Resolution #4431
December 18, 2023, Resolution #4478
December 16, 2024, Resolution #XXXX

City Manager
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Records Transmittal Form
City of Corsicana

DEPARTMENT DATE SENT

CONTENT SUMMARY

BOX NO. DESTRUCTION DATE

** CONTENTS SHOULD ALL HAVE THE SAME RETENTION PERIOD ***

DESCRIPTION

SIGNATURE TITLE

RECORDS MANAGEMENT SIGNATURE
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