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Recent Finance Stats 

 $46,379,500 Total General 
Fund Revenues thru 2/28 

 $36,343,000 Total General 
Fund Expenditures thru 2/28 

 1,047 Assets inventoried 
during winter 

 82 Assets randomly reviewed 

Following Finance 
Volume 3, Issue 2 Spring 2018 

Pay Period of May 13 – 26 with a Payment Date of June 1, 2018  

In an effort to help the Department Payroll Clerks and the Payroll 

Office, we will use the same process during the week of Memorial 

Day that was utilized during Christmas 2017. The review and 

import of week 1 hours will occur before Memorial Day; the 

review and import of week 2 hours will happen on May 29th.  

Senior Managers should approve this payroll no later than 10:00 

am on Tuesday, May 29th, upon return from the holiday.  

On Wednesday, May 23rd:   

 Payroll Clerks generate a Complete Payroll Report for week 1 

(May 13 – 19) in Time Clock.   

 Payroll Clerks review week 1 hours.   

  

By May 24th:   

 Payroll Clerks export week 1 hours from Time Clock.   

 Payroll Clerks import week 1 hours into New World.  

 Payroll Clerks generate the Payroll Hours Register in New 

World.   

 Payroll Clerks compare the Payroll Hours Register to the 

Complete Payroll Report.  

 Payroll Clerks make any needed changes in New World and/

or Time Clock.   

On Tuesday, May 29th:   

 Payroll Clerks generate a Complete Payroll Report for week 2 

(May 20 – 26) in Time Clock.   

 Payroll Clerks review week 2 hours.   

 Payroll Clerks export week 2 hours from Time Clock.   

 Payroll Clerks import week 2 hours into New World.   

 Payroll Clerks generate the Payroll Hours Register in New 

World.   

 Payroll clerks compare the Payroll Hours Register to the 

Complete Payroll Report.   

 Payroll Clerks make any needed changes in New World and/

or Time Clock.     

 Payroll Clerks approve hours in New World (the approval is 

for both weeks).   

 Senior Managers approve hours in New World no later than 

10:00 am (the approval is for both weeks).    

 

Please let the Payroll Office know if you are unavailable or 

planning to be out of the office during these times. Thank you in 

advance for your cooperation in helping to meet the bank’s direct 

deposit deadline. If you have any questions, please contact the 

Payroll Office.   

 

Payroll Processing—Memorial Day Changes 

As we welcome this new season, fiscal year 2018 is nearing a close and the 

budget for the coming year is in full swing. We are looking forward and planning 

ahead. In this newsletter, information regarding a Memorial Day payroll change 

is provided, taxable uniforms benefits are covered prior to training later this 

year, and POE training is scheduled for April and May. Calendars are found on 

page 4 that outline payroll, training, and other important dates.  

But, let’s not forget what we have accomplished so far this year: 

 Biennial physical inventory (Big thanks to all that contributed!), 
 FY2017 Financial Statements & audit, 

 Departmental budget requests for FY2019, 
 Survived the tight payroll & AP deadlines during Christmas holiday, and 
 Moved to weekly pcard transaction processing. 

Each of these items involve many hours of work and are significant tasks. 

Thanks for your support and assistance with each of these! As always, please 

contact us with any feedback or suggestions. 

Thanks, 

Erin Ballou 
Assistant Chief Financial Officer 



April: Vendor Change Request via PureSafety 

All main POEs will receive a PureSafety training in early April covering the 

vendor change process. The training will include a PowerPoint slide 

presentation, 12 questions, and documentation of the process. The training is 

required to be completed by Friday, April 20th.  

May: Comprehensive AP Review 

A review of the full AP process beginning with purchase order creation will be 

offered in May. This training is optional, but newer POEs are strongly 

encouraged to attend. The training will be in the Finance Conference Room 

by the CFO office and will be approximately one hour long. Sign up using 

document # 652694. 

June/early July: Fiscal Year-End Training 

The annual reviews of Fiscal Year-End processes and dates will be held in late 

June and early July. As usual, the training will be in the Finance Conference 

Room and all main POEs are required to attend one session. The review will 

also cover any other new processes or items. Training dates will be scheduled 

and made available in the next newsletter to be issued in June. 

 

Banking RFP Awarded 

4ÈÅ #ÉÔÙȭÓ ÂÁÎËÉÎÇ ÓÅÒÖÉÃÅÓ ×ÁÓ 

ÒÅÃÅÎÔÌÙ ÅÖÁÌÕÁÔÅÄ ÁÎÄ ÒÅÂÉÄȢ ! 

ÃÏÍÍÉÔÔÅÅ ÃÏÎÓÉÓÔÉÎÇ ÏÆ ÅÍÐÌÏÙÅÅÓ 

ÆÒÏÍ ÔÒÅÁÓÕÒÙȟ ÁÃÃÏÕÎÔÉÎÇȟ ÁÎÄ ÐÁÒËÓ 

ÒÅÖÉÅ×ÅÄ ÁÎÄ ÅÖÁÌÕÁÔÅÄ ÔÈÅ 

ÓÕÂÍÉÔÔÅÄ ÐÒÏÐÏÓÁÌÓȢ 53 "ÁÎË ×ÁÓ 

Á×ÁÒÄÅÄ ÔÈÅ ÃÏÎÔÒÁÃÔ ÆÏÒ Á ÔÅÒÍ ÏÆ υ 

ÙÅÁÒÓ ×ÉÔÈ ÔÈÅ ÏÐÔÉÏÎ ÔÏ ÒÅÎÅ× ÆÏÒ 

ÔÈÒÅÅ ɉσɊ ÁÄÄÉÔÉÏÎÁÌ ÏÎÅ-ÙÅÁÒ ÔÅÒÍÓȢ  

![[ ǇǳǊŎƘŀǎŜǎ ƻŦ ǎƻƊǿŀǊŜΣ ŎƻƳǇǳǘŜǊ ƘŀǊŘǿŀǊŜΣ ŀƴŘκƻǊ ŀƴȅǘƘƛƴƎ L¢ ǊŜƭŀǘŜŘ 
a¦{¢ ōŜ ǇǊŜ-ŀǇǇǊƻǾŜŘΣ ŜƛǘƘŜǊ ŘǳǊƛƴƎ ǘƘŜ ōǳŘƎŜǘ ǇǊƻŎŜǎǎ ƻǊ ǿƛǘƘ ǘƘŜ ƴƻƴ-
ōǳŘƎŜǘŜŘ L¢ ŦƻǊƳΦ 9ȄŎƭǳŘŜǎ ǎǳǇǇƭȅ-ǘȅǇŜ ǇǳǊŎƘŀǎŜǎ ƻŦ ƅŀǎƘ ŘǊƛǾŜǎΣ ǎǇŜŀƪŜǊǎΣ ŜǘŎΦ 

Computer & Software Purchases 

Upcoming Training Sessions: April through June 

 iPads 

 Any software 

 PC monitor 

 Computer 

 Laptop  

Any purchase related to computer hardware/software must be pre-approved, 

using one of the following: 

1. The IT Non-Budgeted Item Request Form should be used for purchases 

that are not approved during the budget process, this form is found on 

the Click and should be submitted to IT Helpdesk. 

2. During the Annual Budget Process all requests for upcoming hardware 

and software must be submitted ǘƘǊƻǳƎƘ ǘƘŜ L¢ 5ŜǇŀǊǘƳŜƴǘ on the IT 

Budget Request Form. 

This includes anything that will be networked to the City’s system or 

connected to City cell phone service. 

Examples of items that must be approved by IT are: 
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PAFR & CAFR Awards 

The City has again been 

recognized by the Government 

Finance Officer’s Association 

and awarded: 

 Certificate of 

Achievement for 

Excellence in Financial 

Reporting 

 Award for Outstanding 

Achievement in Popular 

Annual Financial 

Reporting 

The Certificate of Achievement 

for Excellence in Financial 

Reporting was awarded for our 

preparation of the FY2017 

Comprehensive Annual 

Financial Report (CAFR). The 

CAFR is the City’s full and 

detailed set of financial 

statements for the fiscal year. 

This is the twelfth consecutive 

year the City has received this 

award. 

The Award for Outstanding 

Achievement in Popular 

Annual Financial Reporting was 

awarded for the City’s FY2017  

Popular Annual Financial 

Report (PAFR). The PAFR is a 

condensed version of the CAFR 

and offers an easy-to-read 

picture of the City’s financial 

statements. This is the seventh 

consecutive year the City has 

received this award. 

Fringe Benefit - Uniforms 
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SUITS ATHLETIC WEAR 

BUTTON SHIRTS 

POLO SHIRTS SOCKS, BELTS, HATS & TIES 

POLICE OFFICER UNIFORM 

FIREFIGHTER GEAR 

A fringe benefit is a form of pay for the performance of services. The City offers many 

fringe benefits to employees, such as uniforms, cell phones, one day trip meals, 

employer provided vehicles, and tuition reimbursement. One of the most common 

fringe benefits is employee uniforms. Each department has issued varying rules and 

policies regarding uniforms, but all must record uniform purchases and report to 

payroll to ensure taxes are properly applied. 

The Internal Revenue Code states the following: 

Clothing or uniforms are excluded from the wages of an employee if: 

 Specifically required as a condition of employment, and  

 Not worn or adaptable to general usage as ordinary clothing. 

Uniforms are considered a working condition fringe benefit. To be consider non-

taxable, the uniform or article of clothing must be a condition of employment AND 

cannot be adaptable to general use outside of work or be suitable for taking place of 

regular clothes.  

The payroll division provides two forms to track uniform purchases:  

1. Uniform Non-Cash Form for City purchased uniforms where employees only 

need to be taxed, and  

2. Uniform Reimbursement Form for employee purchased uniforms where the 

employee will be reimbursed for the purchase and then taxed.  

Both forms should be completed and submitted to payroll monthly. Any applicable 

taxes will be applied on the last payroll of each month. 

Refresher training covering taxable uniforms will be scheduled in the upcoming 

months. More information on the training will be made available soon. Until then, 

contact payroll with any uniform questions. 

HARD HATS, GLASSES & GLOVES 

STEEL TOE BOOTS 



April 2018  

May 2018  
Mon Tue Wed Thu Fri 

 1 2 3 4 Payroll Pay Date 

7 8 9 10 Comprehensive 

AP Review Training 

9:00 am 

11 Comprehensive 

AP Review Training 

9:00 am 

14 Taxable Uniform 

Forms Due 

15 FY19 Budget 

Presentation to 

BOC 

16 Comprehensive 

AP Review Training 

2:00 pm 

17 Comprehensive 

AP Review Training 

2:00 pm 

18 Payroll Pay Date 

21 22 23 Review week 1 

hours in Time Clock 

24 25 

28  HOLIDAY—

MEMORIAL DAY 

29 Review week 2 
hours in Time Clock 

Payroll approved 
by Sr Managers by 
10:00 am 

30 31  

Mon Tue Wed Thu Fri 

2 3 4 5 6 Payroll Pay Date 

9 10 11 12 13 

16 Taxable Uniform 

Forms Due 

17 Net Profits due 18 19 20 Payroll Pay Date 

23 24 25 26 27 

30  

PureSafety—Vendor Change Processing for all POEs, due 4/20 

PureSafety—Vendor Change Processing for all POEs, due 4/20 

PureSafety—Vendor Change Processing for all POEs, due 4/20 


