FORT WORTH.

eeeeeeeeeeeeee

FiInancial
Management

Policy
Statements

11111



To establish and document a policy framework for fiscal decision-making, the City Manager will develop
and maintain a comprehensive set of Financial Management Policy Statements. The aim of these policies
is to ensure that financial resources are properly managed to meet the present and future needs of the
citizens of Fort Worth. Specifically this policy framework mandates the pursuit of the following fiscal
objectives:

L Revenues: Design, maintain, and administer a revenue system that will assure a reliable,
equitable, diversified, and sufficient revenue stream to support desired City services.

II.  Expenditures: Ensure fiscal stability and the effective and efficient delivery of services,
through the identification of necessary services, establishment of appropriate service levels,
and careful administration of the expenditures of available resource.

III. Fund Reserve Policies: Maintain the fund balance and net position of the various operating
funds at levels sufficient to protect the City's creditworthiness as well as its financial position
from emergencies.

IV. Capital Expenditures and Improvements: Review and monitor the state of the City's capital
assets, setting priorities for the addition, replacement, and renovation of such assets based on
needs, funding alternatives, and availability of resources.

V.  Debt: Establish guidelines for debt financing that will provide needed capital equipment and
infrastructure improvements while minimizing the impact of debt payments on current
revenues.

VI. Interfund Loans: Establish guidelines for loans between funds.
VII. Cash and Investment Management: Invest the City's cash in such a manner so as to ensure
the safety of principal and interest, to meet the liquidity needs of the City, and to achieve the

highest reasonable market yield

VIII. Grants: Seek, apply for and effectively administer federal, state, and foundation grants-
in-aid, which address the City's current priorities and policy objectives.

IX. Fiscal Monitoring: Prepare and present regular reports that analyze, evaluate, and forecast
the City's financial performance and economic condition.

X.  Accounting, Auditing and Financial Reporting: Comply with prevailing federal, state,
and local statutes and regulations, as well as current professional principles and practices.

XI.  Retirement System and OPEB Health Care Trust: Ensure that the Employees' Retirement
Fund is adequately funded and operated for the exclusive benefit of the participants and their
beneficiaries.
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XII. Internal Controls: Establish and maintain an internal control structure designed to provide
reasonable assurance that City assets are safeguarded and that the possibilities for material
errors in the City’s financial records are minimized.

XIII. E-Commerce: To fully utilize available technologies to expedite cash payments and receipts,
enhance employee productivity, and provide customer satisfaction.

XIV. Donations: Establish guidelines for accepting gifts and donations in a responsible, transparent,
and accountable manner that is consistent with the City’s strategic goals.

XV. Lease Policy: Define and provide guiding principles for financial management of leases and
subscription-based information technology arrangements to ensure consistent lease practices and
establish, maintain and enforce a sound system of operational procedures and internal controls.

XVI. Sponsorship Policy: Ensure consistent practices regarding payments made to support local
festivals, special events, community projects or programs, and other similar activities that are not

controlled or hosted by the City.

XVII. Glossary: An alphabetical list of terms or words found in or relating to the Financial
Management Policies
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FORT WORTH.

Revenue Policy

l. Authority

The Fort Worth City Council is responsible for legislation, policy formulation, and setting the overall
direction of government. This includes the approval of financial policies which establish and direct the
operations of the City of Fort Worth (“City”). The City Manager is responsible for carrying out the
policy directives of the City Council and managing the day-to-day operations of the executive
departments, including the Financial Management Services Department (“FMS”). This policy shall be
administered on behalf of the City Manager by the Chief Financial Officer/Director of FMS (“CFO”).

1. Purpose

This policy is intended to establish guidelines for the management of certain City of Fort Worth
revenues in order to design, maintain, and administer a revenue system that will assure a reliable,
equitable, diversified, and sufficient revenue stream to support desired City services.

1. Applicability and Scope

This policy shall apply to all funds under the budgetary and fiscal control of the City Manager and the
Mayor and City Council.

IV.  Glossary
See definitions related to this policy provided in the appendix.
V. Policy:

A. Balance and Diversification in Revenue Sources

The City shall strive to maintain a balanced and diversified revenue system to protect the City
from fluctuations in any one revenue source due to changes in national or local economic
conditions which adversely impact that source.

B. User Fees

For services that benefit specific users, the City shall establish and collect fees to recover the
costs of those services. The City Council shall determine the appropriate cost recovery level
and establish the fees. Where feasible and desirable, the City shall seek to recover full direct
and indirect costs. User fees shall be reviewed on a regular basis to calculate their full cost
recovery levels, to compare them to the current fee structure, and to recommend adjustments
where necessary.
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C. Property Tax Revenues/Tax Burden

The City shall endeavor to reduce its reliance on property tax revenues by revenue
diversification, implementation of user fees, and economic development. The City shall also
strive to minimize the property tax burden on Fort Worth citizens.

D. Enterprise Funds User Fees

It is the intention of the City that all utilities and enterprise funds be self-supporting. As a
result, utility rates and user fees shall be set at levels sufficient to cover operating expenses,
meet debt obligations, provide additional funding for capital improvements, and provide
adequate levels of working capital. The City shall seek to eliminate all forms of subsidization
to enterprise funds from the General Fund.

E. Administrative Services Charges

The City shall establish a method to annually determine the administrative services charges
due the General Fund from other funds for overhead and staff support. Where appropriate,
governmental and proprietary funds shall reimburse the General Fund for direct services
rendered.

F. Revenue Estimates for Budgeting

In order to maintain a stable level of services, the City shall use a conservative, objective,
and, analytical approach when preparing revenue estimates. The process shall include
analysis of probable economic changes and their impacts on revenues, historical collection
rates, and trends in revenues. This approach should reduce the likelihood of actual revenues
falling short of budget estimates during the year and should avoid mid-year service
reductions.

G. Revenue Collection and Administration

The City shall maintain high collection rates for all revenues by keeping the revenue system
as simple as possible in order to facilitate payment. In addition, since revenue should exceed
the cost of producing it, the City shall strive to control and reduce administrative costs. The
City shall pursue, to the full extent allowed by state law, all delinquent taxpayers and others
overdue in payments to the City.

H. Write-Off of Uncollectible Accounts
The City shall monitor payments due to the City (accounts receivable) and periodically write-

off accounts where collection efforts have been exhausted and/or collection efforts are not
feasible or cost-effective.
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l. DFW Airport Car Rental Revenue Sharing

All revenues derived from the DFW Airport car rental revenue sharing shall be dedicated to
facility improvements of the Fort Worth Convention Center and the Will Rogers Memorial
Center.

J. Use of One-time Revenues
The City shall discourage using one-time revenues to fund ongoing expenditures.
K. Use of Unpredictable Revenues

The City shall exercise caution when using unpredictable revenues to fund ongoing
expenditures.

L. Governmental Funds Investment Income Allocation

Absent an applicable provision of law or contractual agreement. the allocation of pooled
investment income for all governmental funds where the General Fund is the “home fund”
shall be recorded as investment income in the City’s General Debt Service Fund to offset
interest costs associated with outstanding debt issuances and to accumulate cash which can
be used to pay off debt prior to maturity to achieve debt service savings.
e Investment income derived from the investment of bond or debt proceeds shall be
allocated to the applicable debt service fund.
e Surplus Governmental Funds’ investment income derived from resources other than
bond or debt proceeds can be allocated to one-time initiatives, capital projects, or to
remain in the General Debt Service Fund, as recommended by the City Manager.

M. Investment Income to Offset Debt Administration Costs

A portion of Governmental Funds’ investment income other than that which is derived from
the investment of bond or debt proceeds will be credited to the General Fund to offset General
Fund expenditures associated with the administration of debt. These expenditures include
but are not limited to:

o Personnel costs (salaries and benefits) associated with the portion of time applicable
to the execution of debt administrative and related compliance activities.
Supplies
Printing
Training and Professional Development
Professional and Consulting Services
Technology (one-time or subscription)
Other directly related expenditures

The amount of General Government Funds’ investment income to be credited to the General
Fund to offset General Fund expenditures associated with the administration of debt will be
determined annually in conjunction with the annual budget development process.
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Iv.

Authority

The Fort Worth City Council is responsible for legislation, policy formulation, and
setting the overall direction of government. This includes the approval of financial
policies which establish and direct the operations of the City of Fort Worth (“City”).
The City Manager is responsible for carrying out the policy directives of the City
Council and managing the day-to-day operations of the executive departments,
including the Financial Management Services Department (“FMS”). This policy shall
be administered on behalf of the City Manager by the Chief Financial Officer/Director
of FMS (“CFO”).

Purpose

This policy is intended to establish guidelines for the management of certain City gas-
related revenue and associated expenditures/expenses in order to ensure reliable,
equitable, and diversified allocation and use of these funds. The goal for these funds
is to strike a balance between current and future needs that are funded from a non-
recurring and unpredictable resource.

Scope

This policy addresses revenue derived from (i) ad valorem tax on mineral valuations;
(i1) leases for the development of natural gas from under City-owned property; (iii)
license or easement fees paid for the installation of gas gathering pipelines under City-
owned property; and (iv) income of the Fort Worth Permanent Fund (Trust).

Glossary
See definitions related to this policy provided in the appendix.

Revenue Allocation

A. Trust/Endowment Fund

1. The City has established a Trust Fund that will be structured and governed
in such a manner to achieve maximum investment flexibility, maximum
investment protection, and professional investment management. The Trust
will be managed to ensure the long-term preservation and growth of the trust
principal.

2. The Trust will be managed by a corporate trustee appointed by the City Council
in accordance with the City Charter and the State Local Government Code. The
City’s Chief Financial Officer/Director of Finance
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will be empowered to make fund management decisions and recommendations
consistent with an adopted investment policy of the City Council. The Chief Financial
Officer/Director of Finance shall serve as the financial guardian of the Trust ensuring
fiscal stability, overseeing the trustee appointed by the City Council, monitoring fund
performance and recommending to the City Council the amount of funds available for
disbursement annually, in accordance with this policy and the trust documents. The Chief
Financial Officer/Director of Finance shall be precluded from making specific
expenditure decisions. Such decisions will be made by the City Council upon
recommendation by the City Manager.

3. The Trust instrument may be substantively amended upon the completion of
the process outlined within the trust documents.

4. To the extent not in conflict with common law or any other statutes applicable
to the Trust Fund, the trustee shall retain all powers granted to trustees by
the Texas Trust Code, and particularly is to have the power to invest and
reinvest the trust estate in accordance with the goals and stipulations of the
governing Trust instrument.

5. The determined percentage of bonus and royalty revenue from various sources
are to be held in a consolidated account which will be divided into different
sub-accounts including, but not limited to, the General Endowment Gas Lease
Fund, the Aviation Endowment Gas Lease Fund, the Park System Endowment
Gas Lease Fund, the Nature Center Endowment Gas Lease Fund, and the Water
and Sewer Endowment Gas Lease Fund. Other sub-accounts may be created
in order to account and track for funds as approved within this policy.

The goal of the Trust Fund is to produce income from investments and be a long-
term income source for the benefit of both present and future Fort Worth citizens. The
trustee, in close cooperation with the Chief Financial Officer/Director of Finance, will
recommend to the City Council distribution procedures for the different funds of the
Trust consistent with the goal to preserve, as well as increase, the trust principal. The
amount of income available to be distributed each year from a particular fund of the
Trust shall be determined by the trustee and the Chief Financial Officer/Director of
Finance consistent with the Trust agreement approved by the Mayor and City Council.

The recommended distribution of available investment income generated from the Trust
corpus shall be included in the annual operating and capital budgets as recommended by
the City Manager. This distribution from the Trust will be determined annually each
April with City Council authorization to occur in June.
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6. Inthe event investment regulations prohibit the intended growth and expansion
of the Trust, a provision for dissolution of the Trust will be incorporated into
the initial Trust instrument. Dissolution of the Trust will first require a
determination and recommendation of the corporate trustee and the Chief
Financial Officer/ Director of Finance.

7. To facilitate prudent management and reasonable returns and growth for the
Trust Fund, during the 81st Legislative Session, the Public Funds Investment
Act (Texas Local Government Code Chapter 2256) was amended. As amended
the Act allows the Trust Fund to be managed in a flexible manner consistent
with the Uniform Prudent Management of Institutional Funds Act (Texas
Property Code Chapter 163).

B. Revenue from Current Receipts
1. Ad Valorem Tax Revenue
The ad valorem receipts on mineral valuations will be allocated to the General F und.
2. Water and Sewer Fund

Bonus, royalty and other natural gas-related fee revenue derived from Water
and Sewer assets, including pipeline easements and license agreements, will
generally be allocated in the manner outlined below, provided, however that
no allocation may be made except in compliance with the Water and Sewer System’s
Master Ordinance and applicable Supplemental Ordinances and bond covenants. To
the extent that gas-related revenues subject to this subsection are needed in order to
comply with covenants and duties for the System’s Outstanding Obligations, they
shall be allocated first to such compliance.

Water and Sewer - Lake Worth Property

Funds from Water and Sewer property located in and around Lake Worth
(except the Nature Center and Refuge) shall be designated for qualified
expenditures in the development and execution of the 2007 Lake Worth Capital
Improvement Implementation Plan, until such time as the plan projects are
completed.

Water and Sewer — Other Property
All revenue derived from other Water and Sewer assets will be allocated as
follows:

a. Seventy-five percent (75%) to the Water and Sewer Gas Lease Capital Projects
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Fund.

b. Twenty-five percent (25%) of the revenues will be allocated to the Water
and Sewer Endowment Gas Lease Fund.

3. Park land - Lake Worth

Funds from park land located in and around Lake Worth (except the Nature Center
and Refuge) shall be designated for qualified expenditures in the development and
execution of the 2007 Lake Worth Capital Improvement Implementation Plan, until
such time as the plan projects are completed.

4. Park land - Fort Worth Nature Center and Refuge

Allocation of Bonus

Bonus revenues from gas leases associated with the Nature Center will be
allocated first to establish the Nature Center Endowment Gas Lease Fund such that a
ten million dollars ($10,000,000.00) corpus will be established within the
Endowment Fund. Any remaining bonus funds will be allocated as follows:

a. Fifty percent (50%) to the Nature Center Gas Lease Capital Improvement
Program to implement the Nature Center Master Plan; and
b. Fifty percent (50%) to the Park Gas Lease Capital Project Fund.

Allocation of Royalties and Other ease Revenues
Royalty and all other revenue from gas leases associated with the Nature Center will
be allocated in accordance with the paragraphs below. Allocation shall vary
depending on whether such allocation occurs before or after Full Funding of the
Master Plan as defined in the following paragraph.

In 2009, the City Council adopted Resolution 3765-07-2009, which endorsed the
allocation of $62 million, adjusted for inflation, to provide full funding of the Nature
Center Master Plan, which was incorporated into the City’s Comprehensive Plan in
February 2004 (M&C G-14276). In accordance with that Resolution, the term “Full
Funding of the Master Plan” shall mean a total combined allocation to the Nature
Center Endowment Gas Lease Fund and the Nature Center Capital Improvement
Program of an amount that, as adjusted by the Consumer Price Index, represents the
equivalent of $62 million in 20009.

Until Full Funding of the Master Plan (as described above) has been achieved, all

royalties and other revenue received from gas leases associated with the Nature
Center will be allocated as follows:
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a. Twenty-five percent (25%) to the Nature Center Gas Lease Capital
Improvement Program
. Twenty-five percent (25%) to the Park Gas Lease Capital Project Fund; and
c. Fifty percent (50%) to the Park System Endowment Gas Lease Fund.

After Full Funding of the Master Plan (as described above) has been achieved, all
royalties and other revenues received from gas leases associated with the Nature
Center will be allocated as follows:

a. Fifty percent (50%) to the Park Gas Lease Capital Project Fund; and
b. Fifty percent (50%) to the Park System Endowment Gas Lease Fund.

5. Park land - Municipal Golf Courses

Bonus, royalty and other natural gas- related fee revenue derived from
designated golf course property, including pipeline easements and license
agreements, will be allocated solely to the Golf Gas Lease Capital Project Fund.

6. Park land - Bonuses

Unless otherwise specified in subsections 3-5 above, all bonus revenues from gas
leases associated with park land will be recorded in the Park Gas Lease Capital
Project Fund and will be designated for use for capital improvements within the
park system.

7. Park land - Royalties and Fees for Federal/State Restricted Parks

With the exception of the Nature Center, royalties and other fees received from gas
leases or license agreements associated with park land that has federal and/or state
restrictions requiring proceeds to be spent within the park system shall be allocated
as follows:

a. Fifty percent (50%) to the Park Gas Lease Capital Project Fund; and
b. Fifty percent (50%) to the Park System Endowment Gas Lease Fund.

This same allocation shall be used for all gas-related revenues generated from the

Fort Worth Nature Center and Refuge that are not otherwise allocated under
subsection 4 above.
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8. Municipal Airports Fund

Bonus, royalty and other natural gas- related fee revenue derived from airport
property, including pipeline easements and license agreements, will be allocated in
the following manner:

1. Fifty percent (50%) to the Aviation Gas Lease Capital Project Fund for
aviation capital improvement projects; and
2. Fifty percent (50%) to the Aviation Endowment Gas Lease Fund.

9. Pipelines in Public Rights of Way

Revenue derived from pipeline easements and license agreements in the public
rights of way will be deposited to the General Fund to offset the staff costs
associated with reviewing and managing the pipeline locations in relation to other
utilities.

10. Property Owned by City-Affiliated Corporation

All gas-related revenues derived from property titled to any City-affiliated
corporation, such as local development corporations, Alliance Airport Authority,
or the Housing Finance Corporation, shall be provided to such City-affiliated
corporation to support its lawful activities per the policies and oversight of its
respective governing board.

11. All Other Revenue
Except as noted in prior sections, all other revenue from bonuses, royalties and fees
from gas leases, pipelines or related activities located on all other City property,

including unrestricted park land, will be allocated as follows:

1. Fifty percent (50%) of the revenue will be allocated to the General
Gas Lease Capital Projects Fund; and

2. Fifty percent (50%) of the revenue will be allocated to the General
Endowment Gas Lease Fund.

12. Minimum Payment Threshold

Notwithstanding anything in this policy to the contrary, if a gas- related revenue
payment is $500 or less, one hundred percent of the payment will be allocated
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to the respective Gas Lease Capital Project Fund.

13. Interest Income

Interest earnings received from any Gas Lease Endowment Fund will be allocated
solely to the respective fund’s Gas Lease Capital Project Fund.

Expenditures/Expenses

Expenditures/Expenses of revenues derived from lease bonuses and royalties, other
gas-related revenue, and distributions from the Trust/Endowment Funds shall be
appropriated for one-time program initiatives and capital projects which meet one
or more of the program and project criteria listed below:

1.

2.

Capital projects with a minimum ten (10) year useful life
To provide matching grant funds to leverage funds for capital projects;
Technology with a minimum five (5) year useful life;

Acquisition of equipment and fleet assets including contributions to a
revolving replacement fund;

Capital equipment with a minimum ten (10) year useful life;

To fund one-time community-wide economic and neighborhood
development initiatives and projects;

To fund labor and materials associated with production, distribution
and establishment activities for trees on public property (including
school and county property);

To periodically transfer funds to the General Fund to offset budgeted
administrative costs associated with administering this policy and
managing the City’s gas leases and pipeline agreements, with the
allocation of the cost being proportional among all gas revenue funds
according to each fund’s relative percentage of the total revenue
collected in all funds (including the Trust/Endowment funds and City
affiliated corporation funds) during that reporting period;

To periodically transfer Park funds from gas lease and pipeline
revenues to the General Fund to offset program costs associated with
leases, conversions, and pipelines;
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10. To replenish the Unassigned Fund Balance (for the General Fund),

11.

12.

Assigned Fund Balance (all other Governmental Funds except the
General Fund), or Net Position (for Enterprise Funds), if necessary, in
any designated City fund, to meet the minimum

reserve requirements established for that fund;

To make payments in support of arts organizations provided, however,
such payments may only be made using distributions from the General
Endowment Gas Lease Fund and not from bonus, royalties, ad
valorem tax revenues, or any other gas-related revenue.
Notwithstanding, royalties received in the General Gas Lease Capital
Project fund can be considered for allocation in support of the Fort
Worth Public Art Collections Management (capital maintenance)
Program. The annual payment amount from the General Endowment
Gas Lease Fund in support of arts organizations will be limited to the
approved contract budget subject to funds availability within the
annual distribution.

To provide a minimum of one million dollars ($1,000,000), subject to
funds availability within the annual distribution, for the acquisition of
land to serve as open space, green space, natural area or other similar
properties that will preserve or increase the permeable surfaces in the
city.
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Iv.

Authority

The Fort Worth City Council is responsible for legislation, policy formulation, and overall
direction setting of the government. This includes the approval of financial policies which
establish and direct the operations of the City of Fort Worth (“City)”. The City Manager is
responsible for carrying out the policy directives of the City Council and managing the
day-to-day operations of the executive departments, including the Financial Management
Services Department (“FMS”). This policy shall be administered on behalf of the City
Manager by the Chief Financial Officer/Director of FMS (“CFO”).

Purpose

This policy defines and provides the guiding principles with respect to Revenue Receipting,
including the handling of cash, reconciling payments received, and reporting on receipting
activity occurring within the City of Fort Worth (*“ City”). The objectives of this policy are
to ensure consistent revenue receipting practices and to safeguard against loss, unauthorized
use, or misappropriation of assets. Controls are created to establish, maintain, and enforce
a sound system of operational procedures in accordance with industry best practices and
internal control objectives. These controls address the decentralized nature of the processes
associated with receipting and depositing revenue while also providing standards and
minimally acceptable practices for these activities.

Applicability and Scope

All employees of the City, including uniformed employees having revenue receipting, cash
handling, and payment reconciliation responsibilities shall conduct all related activities in
compliance with rules and guidelines set forth by this policy, and by their respective
departmental cash handling and reconciliation procedures.

Glossary

See definitions related to this policy provided in the Glossary for Financial Management Policy
Statements.

General Policies

A. Each department is required to maintain a listing of the locations and the employees who
perform revenue receipting activities. Each department shall provide this listing to the
Department of Financial Management Services (“FMS”) on an annual basis. This list
must include the name, employee ID, login ID, and department number of all staff that
handle payments at each location.
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B. The number of employees with access to a change drawer shall be limited to staff
that are required to handle payments as part of their job function. Separation of duties
must exist between those employees receiving and receipting payments and those
individuals who will perform the accounting and recordkeeping functions pertaining to
revenue intakes.

C. Where adequate separation of duties is precluded due to limited available personnel or
other operational constraints, the Department Supervisor shall perform specific
verification functions to discourage misappropriation and/or theft. The Supervisor shall
not be involved in the original transaction steps subject to verification. Departments
should confer with FMS to establish other mitigating controls where separation of
responsibility is precluded.

D. Generally, revenue receipted by all departments shall be deposited at the City’s banking
institution within twenty-four (24) hours of receipt. Departments, in conjunction with
the CFO, shall assess the reasonableness, practicality, and security in determining deposit
timing into the City’s banking institution. Departmental receipts shall not be used to
create or replenish other funds.

E. All revenue receipted should be accurately recorded into the City’s software systems
real-time when such systems are available. Receipt of all payments should be recorded
within the general ledger within one business day.

F. Management review and approval of such recordings shall be completed within two
business days of deposit.

G. Employees performing payment receipting functions must use due diligence in
handling City assets to ensure that reasonable protection is provided to those assets at all
times. Employees must report to their department supervisor, who in turn should submit
the report to FMS and the Internal Audit Department, of any instance where a City
employee has knowledge or suspicion of a theft or dishonest act by another City
employee.

H. Employees receipting payments shall not knowingly accept counterfeit bills, foreign, or
mutilated currency.

I. Employees receipting payments shall not make adjustments to invoices. The

departmental supervisor or designated authorized employee shall make any necessary
corrections, changes, or adjustments to amounts billed to a City customer.
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J.

Discrepancies between the amounts deposited at the City’s financial institution, written
receipts, and/or cash register or computer system generated receipts, must be recorded
along with appropriate supporting documentation. The supervisor must review, on a daily
basis, such documentation and follow up with the appropriate corrective action. Any
cash overages/shortages must be recorded to the appropriate account in the general
ledger. Cash overages should be promptly deposited and cash shortages should be
promptly replenished. Department Directors have the ultimate responsibility to ensure
discrepancies are identified and corrective measures are taken.

K. Funds from Cash/Change Drawers or Imprest Funds, which are no longer necessary for

departmental operations must be deposited into a City owned bank account within
forty-eight (48) hours from the date the determination is made the Cash/Change Drawer
or Imprest Fund is no longer necessary for departmental operations.

VI. Cash/Change Drawer and Imprest Funds

A. Cash/Change Drawers

The following procedures will be maintained for all Cash/Change Drawers:

1.

Each employee performing payment receipting functions and activities shall have their
own Cash/Change Drawer from which to work.

. Employees performing payment receipting functions on any given business day shall

open their Cash/Change Drawer and reconcile to the pre-defined amount of cash/change
assigned to the drawer before beginning revenue receipting activity.

. At the end of the business day, all employees performing payment receipting functions

will balance and close their Cash/Change Drawer through a review of the receipts and
transactions recorded in an automated or manual point of sale system. All receipts shall be
prepared for bank deposit.

The supervisor of the employee performing payment receipting functions shall verify
the accuracy of the revenue received during the day through a review of the receipts and
transactions recorded in an automated or manual point of sale system.

. The ending balance of the Cash Drawer shall be the same as the beginning balance, and

equal to the amount assigned to each respective drawer.
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6. Completed daily deposits shall be kept in a locked combination vault or safe, or in a
locked room in a locked drawer or file cabinet until it can be transmitted to the
depository institution through an armored car service.

7. The amount of beginning cash within a Cash Drawer will be periodically evaluated based
upon the number of transactions, the volume of cash versus other payment types, and
the frequency change is forecasted to be needed in an average day.

8. Cash maintained for the purpose of making change must not be commingled with
operational cash amounts and should not be used for any other purpose.

B. Imprest Funds

Imprest Funds are designated amounts of cash held outside of the general treasury and the use
of such funds is subject to the City of Fort Worth Police Department’s operating procedures.

Requesting a New and/or Increase in a Cash/Change Drawer or Imprest Fund

Authority to establish or modify a Cash/Change Drawer or Imprest Fund must be initiated by
a request from a Department Director and receive approval from the CFO. The CFO has the
ability to delegate this function to appropriate staff within FMS. Departments shall
collaborate with the CFO, or his/her designee, to establish and maintain a system of
procedures, controls, and reporting activities associated with the receipting of payments and
depositing of funds for all areas of their revenue receipting operations. Each Cash/Change
Drawer and Imprest Fund shall be assigned an amount of cash as the beginning/opening
balance. This amount shall be determined based upon the activity level of the department and
the associated business operational requirement and should be maintained throughout the
lifecycle of the Cash/Change Drawer or Imprest Fund.

VIII. Petty Cash

IX.

The City of Fort Worth does not allow any department to own or operate Petty Cash funds.
Training

All new employees who have payment receipting responsibilities must successfully complete
the City’s Cash Handling Policies and Procedures course within thirty (30) days of
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X.

employment. Existing employees must contact the FMS Department to register to take the
cash handling course upon obtaining the cash receipting responsibility. Employees
performing payment receipting activities are required to complete the cash handling course
annually, subsequent to the initial training. Successful completion of this course is defined as
achieving at least a seventy percent (70%) passing grade on the test administered upon
completion of the course.

It is the responsibility of the department to notify FMS when a new or transferred employee
becomes responsible for payment receipting activities and whenever an employee is no longer
responsible for payment processing. In addition, it is the responsibility of the operating
department to ensure all staff responsible for payment receipting activities complete the
City’s Cash Handling training at least annually.

The FMS Department is responsible for providing all training related to Cash Handling and
payment processing. The FMS Department, in conjunction with the IT Solutions Department,
will notify employees when they are due for their annual training. Notwithstanding, the
operational department(s) retain ultimate responsibility for ensuring that all employees with
cash handling responsibilities successfully complete the training outlined herein.

The IT Solutions Department maintains training records for Cash Handling. Employees may
access a list of courses completed in the system at any time.

Receipt of Pavments

A. Cash

1. The cashier should have complete control and responsibility when collecting and
securing the cash received from customers.

2. The cash drawer must be securely locked when the cashier is away from the cash
drawer.

3. To reduce the risk of error, all cash should be separated according to the
denomination, and should be sorted face up in the same direction.

S5|Page



FORT WORTH.

Revenue Receipting Policy

4. The cashier should test each negotiable instrument used to make a payment to the
City of Fort Worth to ensure it is not counterfeit.

B. Checks

1. Checks, money orders and other negotiable instruments must be made payable to the
“City of Fort Worth” and shall be promptly endorsed upon being received.

2. All checks made payable to the City of Fort Worth shall be accepted only in the
amount of the transaction. Checks may not be written for more than the amount due to
the City.

3. When accepting a check for amounts due to the City, the cashier shall capture the
following payer’s information and note same at the top of the check:
(1) Driver’s license number and state issuing the identification
(2) Physical home address
(3) Valid Telephone number
(4) Only accept checks drawn on a United States Bank and for U.S. dollars.

4. No temporary, post-dated, or third-party checks are to be accepted by the City.

5. Check cashing is strictly prohibited by this policy.

C. Credit/Debit Cards

Employees taking payments are required to follow the information security procedures
covered in the IT Security Administrative Regulations located on the City of Fort Worth
Intranet. Employees are to be aware of and adhere to Payment Card Industry Data Security
Standards (“PCI-DSS”) practices at all times. Departments should exercise care with
regard to credit card terminal and receipts in compliance with PCI-DSS requirements.

1. Employees should encourage customers to pay with a credit/debit card whenever
possible. Credit/debit card use promotes a stronger internal control environment.

2. Employees should never write down or store a customer’s credit card information.
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XL

XII.

XIIL

3. Employees should request customer identification (i.e. Government issued Driver’s
License or Identification Card) to ensure the customer name matches the credit card
provided for payment.

Transaction Receipts

Customers are entitled to, and should always be provided with, a receipt detailing information
about the payment made. All departments with revenue receipting operations must maintain
a permanent collection record such as a cash register tape or point of sale system report
detailing all payment related transactions including voids, refunds, or cancellations. Receipts
shall be sequentially numbered and unique to each transaction.

Refunds and Overpayvments

Refunds from Cash/Change Drawers or Imprest Funds are prohibited unless the
overpayment/void occurs within the same day as the original receipt. There must be a system
to track and report any voided transaction(s) and the approval by the appropriate departmental
supervisor. Refunds and voids relating to a prior day’s activity may only be made through
Accounts Payable and must be properly approved by the appropriate departmental supervisor.
In situations where the department has a computerized system to process refunds/voids, the
operating department is responsible for ensuring the accurate accounting and approval of
refunds and voids through the computerized system.

Safeguarding

Access to the Cash Drawer should be limited to one person. The Cash Drawer shall be counted
and balanced before another person takes possession of the Cash Drawer. Both parties
involved in the Cash Drawer transfer shall be present when cash is counted, and a receipt shall
be signed by the person accepting custody of the Cash Drawer.

A. All areas surrounding the cash handling sites shall be visible and without obstruction.
B. Dual control over the processing and storage of all monetary intakes should be utilized.

C. All funds shall be kept out of public view and shall be available for inspection by
authorized City personnel such as the FMS Department, the City Auditor, or other
authorized personnel as approved by the CFO.
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D. Physical protection of payments through the use of bank facilities, armored vehicles,
vaults, locked cash boxes, tamper proof bags, or locked drawers shall be utilized at all
times. Only assigned personnel shall have access to keys and vault combinations.

E. Armored car services should be utilized based on a mutually agreeable schedule
between the department and the CFO or his or her designee. The operating department
and the CFO shall agree upon a schedule that promotes timely deposit of revenue, but
does not create a cost for this service outweighing the benefit.

F. Cash should never be transported to the City’s banking institution by any method other
than Armored Car service.

XIV. Liability for L.oss

Departments performing payment receipting activities retain the ultimate liability for
misappropriation and loss or theft of all funds on hand (including, but not limited to cash and
change drawers, daily receipts, imprest funds, equipment containing cash, etc.) until such
time as the custody is transferred to an armored car service or to the Department of Financial
Management Services through delivery of a deposit for processing. Departments are required
to notify the Assistant Director over Treasury, the City Auditor, and the Risk Management
Division, in writing, by the next business day, in the event any funds are lost or stolen. This
written notification must include the date and amount of the loss in addition to an explanation
and description of the sequence of events that lead to the discovery of the loss, and a copy of
the police report.

XV. Monitoring Performance

Departmental controls shall include a practical means for employees to report instances where
system controls, processes and/or procedures are overridden that could increase the City’s risk
exposure. Department Directors, Assistant Directors, and Managers/Supervisors shall monitor
and annually assess any risk areas and adopt appropriate strategies to manage these functions,
thereby minimizing loss opportunities.
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XVI. Audits

The FMS Department will perform Cash/Change Drawer audits to determine whether each
Cash/Change Drawer and Imprest Fund balance is in agreement with the associated balance
on the City’s General Ledger.

The operational department(s) are responsible for auditing and validating all Cash/Change
Drawer and Imprest Fund balances on a quarterly basis and providing authorized FMS
Department personnel full access to all funds at all revenue collecting locations.

The FMS Department is responsible for notifying the operational department(s), within a
reasonable lead time, to ensure the person with authority is available during the audit. At the
conclusion of each Cash/Change Drawer and Imprest Fund audit, the FMS department will
provide a memo detailing the results of the audit which will include instruction for how
to handle identified discrepancies.

XVII. Revision History

Changes By Date
. . . 08/15/2017
Created and adopted to Financial Management Services
administer and safeguard the Department
City's financial resources. M&C
G-19058
Added clarification relating to the Financial Management Services 10/22/2019
departmental responsibility. Department/Treasury

Added clarification relating to the
timing of recording, reviewing,
and approving deposits. Added
more detailed
instruction/requirements in the
Liability for Loss section. M&C
19-0260

For additional information or questions concerning this policy, please contact the FMS Treasury
Office at (817) 392-8500.
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. Authority

The Fort Worth City Council is responsible for legislation, policy formulation, and overall
direction setting of the government. This includes the approval of financial policies which
establish and direct the operations of the City of Fort Worth. The City Manager and the
Assistant City Managers are responsible for carrying out the policy directives of the City
Council and managing the day-to-day operations of the executive departments, including the
Department of Financial Management Services. This policy shall be administered on behalf
of the City Manager and the Assistant City Managers by the Chief Financial Officer / Director
of Finance.

I1. Purpose:

The Water and Sewer Fund is an Enterprise Fund, with the Water and Sewer System operating
similar to a business in the private sector. However, as a tax-exempt governmental unit, the
Fund does not pay franchise fees or property taxes that would be required of a private utility.
The purpose of this policy is to outline the assessment of charges and fees to the Water and
Sewer Fund by the General Fund in order to provide revenue for general government services
comparable to what would be received from a private utility. In addition, this policy is also
intended to address contributions from the Fund in support of the City’s Public Art Program.

I11. In General:

Payments from funds within the Water and Sewer System must comply with the Master
Ordinance (Ordinance 10968), which establishes the revenue financing program that provides
for issuance of System revenue bonds to finance capital improvements. The rate covenant in
the Master Ordinance obligates the City to establish and collect rates “necessary to produce
Gross Revenues and other Pledged Revenues sufficient (1) to pay all current Operating
Expenses, (2) to produce Net Revenues for each Fiscal Year at least equal to the Annual Debt
Service Requirements during such Fiscal Year of the then Outstanding Parity Obligations, and
(3) to pay all other financial obligations of the System reasonably anticipated to be paid from
Gross Revenues.” To fully implement this policy, in designing rates the Water and Sewer
System shall also take into account payments under this policy to the extent allowed by
applicable law and current contracts.

Under the Master Ordinance, payments such as those outlined in this policy can only be made
from Excess Pledged Revenues, which, generally speaking, consist of System revenues that
remain available after all Operating Costs have been paid and all debt-related obligations have
been met. The following paragraph describes in more detail the process for determining Excess
Pledged Revenues under the Master Ordinance.

In accordance with the Master Ordinance, Gross Revenues of the Water and Sewer System are
reduced by Operating Costs to determine Net Revenues, which, together with any other monies
pledged to the payment of Parity Obligations, constitute Pledged Revenues. The City also has
the right to pledge the Pledged Revenues in payment of, and as security for, debt obligations
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that are subordinate to the Parity Obligations. Such subordinate lien obligations, which the
City has issued and may continue to issue, are also considered Outstanding Obligations under
the Master Ordinance. Under Section 11(b) of the Master Ordinance, provision must first be
made for funds from Pledged Revenues to be deposited to the debt service, reserve, and other
funds and accounts for ALL Outstanding Obligations as required by the Master Ordinance and
applicable Supplemental Ordinances and bond covenants. If System funds remain available
after these actions have occurred and provisions have been made for all Operating Expenses
and debt-related payments, remaining System funds constitute Excess Pledged Revenues that
can be used for other lawful purposes, including payments under this policy.

By adoption of this policy, the Mayor and City Council