



TOWN OF CLEARMONT
ACCOUNTING AND FINANCIAL POLICY MANUAL

Approved – September 19, 2022

This document is intended as a guide for the efficient

and professional performance of your job. Nothing

herein contained shall be construed to be a contract

between the employer and the employee.

Additionally, this document is not to construed by 

any employee as containing binding terms and 

conditions of employment. The Town of Clearmont
 retains the absolute right to terminate any employee at
 any time, with or without good cause. The Town of 

Clearmont retains the right to change the contents of this
 document as it deems necessary, upon compliance with
 The Wyoming Administrative Procedures Act.



Accounts Receivables

There shall be monthly bank deposit verifications completed by the designated councilperson.

Monthly bank statements are to be reviewed at the council meetings and initialed by the Mayor and all councilpersons.

Bank deposits are to be made on a weekly basis by the Mayor, Treasurer, or the designated councilperson.

Accounts Payable

The Mayor shall be the only authorized person to obtain cash back at the bank for petty cash purposes with an additional signature required.

All bills, including paychecks will be approved at the monthly council meetings and paid the following day.

There shall be an annual review and determination of the Towns investments.

Utility bills needed to be sent to collections will be handled at the Mayor’s discretion.

Credit Cards

The use of a credit card is allowed.

An adequate but minimum number of credit cards shall be maintained.
The following individuals may be issued credit cards to be kept on a full time basis if so authorized by the Mayor:

1. Mayor

2. Treasurer

3. Maintenance

All other officers of the Town may be temporarily issued credit cards as needed and with the authorization of the Mayor.

The Mayor is responsible for the establishment of the credit card accounts. The Treasurer will be responsible for safekeeping, distribution, and collection of credit cards. All the credit cards are kept in the safe in the office.
Credit cards may only be used for:

1. Necessary travel costs only when the officer or staff is conducting business on behalf of the Town, and which are authorized in advance of the travel. This use is limited to food, lodging, vehicle repairs and maintenance of Town owned vehicles, and expenditures incidental to travel.
2. Certain expenditures preauthorized by the Mayor. These expenditures are limited to computer software support, monthly payroll expenses, and emergency purchases when time is of the essence and the vendor will not bill the Town for the goods.

PURCHASES MADE BY CREDIT CARD THAT DO NOT FOLLOW ANY OF THE REQUIREMENTS CONTAINED IN THIS POLICY WILL BE PAID FOR BY THE INDIVIDUAL WHO MADE THE PURCHASE.
Charge Accounts
The Mayor is authorized to open and close charge accounts for the purpose of maintenance and operation of the Town. The Mayor will authorize the maximum that can be charged towards the account.

The Mayor authorizes who can use the charge account.
SEGREGATION OF DUTIES
Council members and the Mayor will work with the town clerk to oversee finances for the Town of Clearmont.  Duties will be completed as followed.
Town Clerk

· Operates and maintains Utility Billing and Accounting programs for the Town
· Manages Accounts Payable and Accounts Receivable

· Makes deposits on a weekly basis into appropriate account

· Assists with Audit and CPA duties

Bank statements
Bank statements are sent digitally to the contracted CPA by the town clerk to review and reconcile. Town council reviews and signs bank statements, bank reconciliations and other reports. 
Contracted CPA Company

· Prepare and post payroll

· Prepare quarterly and annual payroll reports

· Prepare checks

· Reconcile bank statements

· Assist with auditors with the audit if needed

· Prepare annual reports to the State of Wyoming

· Prepare reports for Mayor and Council as needed

SIGNATORY BONDS

There shall be a blanket bond in place at all times.

UTILITY RATES
There shall be an annual rate review completed for all utilities.
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