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General Provisions 
 

A. Adoption of Fiscal Policy 
Pursuant to Section C6-20-7(a) of the City of Stamford Charter, the Board of 
Finance has herein executed its power to determine the fiscal policy of the City.  
The accounting policy of the City, consisting of 1-1 through 10-7 inclusive, is 
hereby adopted by the Board of Finance and enacted as the “Accounting Policy of 
the City of Stamford, Connecticut,” and shall be treated and considered as a new 
and comprehensive resolution which shall supersede all other accounting policies 
passed by the Board of Finance on or before January 8, 2009. 

 
1. Amendments and Additions to the Accounting Policy 

Any and all amendments or additions to such Policy, when passed in such 
form as to indicate the intention of the Board of Finance to make them the 
same part thereof, shall be deemed to be incorporated into such Policy so 
that the reference to the “Accounting Policy of the City of Stamford, 
Connecticut,” shall be understood and intended to include such amendments 
and additions. 
 

2. Title 
The title of this resolution shall constitute and be designated as the 
“Accounting Policy of the City of Stamford, Connecticut” and may be so 
cited. 
 

3. Definitions and Section Titles 
The definitions contained in the Connecticut General Statutes and the City of 
Stamford Charter governs the interpretation of this Policy.  Titles of 
chapters and sections are for the purpose of ready reference and shall not be 
held to limit, extend, or affect the interpretation and meaning of the text. 
 

4. Saving Clause 
Nothing contained in this Policy shall be construed to repeal or terminate 
any statute of the State of Connecticut of any Charter section or Ordinance 
of the City of Stamford.  They shall remain in full force and effect.    
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1. Cash Receipts 
 

A. Process Overview 
 

Accounting policies and procedures related to cash receipts are designed to ensure that 
all funds collected by the City are subjected to proper physical safeguards; 
documented in a timely and appropriate manner; deposited promptly; and recorded on 
the City’s general ledger in an accurate and timely manner. 

 
 
B. City Charter/Code of Ordinances References 
 

Reference Subject 
  
§ 23-5 City required to issue receipts for all payments received 
§ 70-9 Alarm fees shall be deposited into the General Fund 
§§ 74-3 to 74-5 Fees for halls and auditoriums, etc. - amended 
§ 137-10(B)(2) Recording of tipping fees 
§ 194-3 Close-out sales fees 

 
 
C. Significant Policies 
 

♦ All checks should be endorsed with department identification before being 
delivered to the Controller’s Office. 

♦ The Controller’s Office maintains an “Uncoded Cash Receipts” account.  The 
account shall be used for monies not yet appropriated by the elected boards. 

♦ The Controller’s Office is responsible for generating a Revenue Verification 
Report and distributing it to selected department heads. Department heads are 
responsible for verifying the completeness and accuracy of the report, and 
communicating any discrepancies to the Controller’s Office.  In addition, 
departments should review their revenue activity on-line periodically. 

♦ No employees within the Controller’s Office should receive cash directly from the 
public. 

♦ All departments with collections greater than $500 daily will make daily deposits. 
Departments with collections less than $500 per day, may hold receipts until they 
exceed $500, but at a minimum must make weekly deposits. 
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♦ The City shall implement credit card and other electronic payment methods as 
payment options if costs are reasonable and appropriate for the type of charge or 
fee being paid and the customer service level desired. 

 
 

D. Attachments – See Appendix A 
 

1. Report of Collections 
2. Policy and Procedure Relating to “Unapplied Tax Payments" 
3. Tax Collector’s Report  
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1 Cash Receipts 
 

1.1 Receipts Prepared by Department Personnel 
 

1.1.1 Because of the volume of cash receipts collected on a daily basis, certain departments are 
responsible for preparing receipts for deposit, by completing a report of collections (either 
manually or through the cash receipts module) and a bank deposit slip.  See Appendix B for a list 
of these departments. 

 
1.1.2 An initial record of all cash receipts received by City departments must be created at the time of 

receipt, either using a cash register, pre-numbered receipts, on-line cash receipts report, or a 
receipts log in the case of payments received by mail.  This initial record is to be compared to 
recorded receipts by appropriate departmental supervisory personnel on a daily basis. 

 
1.1.3 All checks must be restrictively endorsed with “For Deposit Only” and the collecting 

department’s identification prior to deposit.  To facilitate reconciliation, each department has a 
uniquely coded deposit slip. 

 
1.1.4 Automated collection reports are generated through the Cash Receipts module.  Set up and 

maintenance activities including setting up revenue codes shall be coordinated by the 
Controller’s Office.  Manual Report of Collections forms are designed and maintained by the 
Controller’s Office.  Any required changes to these forms must be communicated to and agreed 
to by the Controller’s Office.  Each Department is responsible specifying the appropriate general 
ledger account numbers to be included on its version of the Report of Collections.  The 
Controller’s Office is responsible for ensuring that all general ledger codes on the Report of 
Collections are active and functional in the HTE system.   

 
1.1.5 When a department receives a refund check from a vendor for a current year transaction, it may 

be applied to an expense account.  The Controller or designee must sign the Collection Report 
authorizing the credit to the expense account. 

 
1.1.6 Operating department personnel are responsible for preparing a Report of Collections for each 

deposit.  Operating department personnel should include any appropriate descriptions, dates or 
other identifiers to be input into the HTE system.  In order to facilitate reconciliation of deposits 
to bank activity, a separate Report of Collections shall be prepared for credit card collections. 

 
1.1.7 All departments that accept credit cards must submit the daily Credit Card Settlement Report 

along with the daily Cash Receipt report.  A photo copy or the original settlement report taped to 
an 8.5 X 11 sheet of paper is acceptable.  Signed receipts must be held in the department until 
notified by the Finance Department that it is okay to dispose of them.  These receipts must be 
available for the annual audit. 

 
1.1.8 Departmental personnel are responsible for depositing cash receipts and obtaining a copy of the 

deposit slip that has been validated by the depositing bank. 
 
1.1.9 All receipts shall be deposited as follows: 

 
• Within one business day of receipt when the receipts total more than $500. 
• Receipts of lesser amounts may be held until they equal $500 but not for more than 7 

calendar days. 
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• Any receipts held by departments overnight must be adequately secured. 
 
1.1.10 A copy of the validated deposit slip, the Report of Collections, and all other relevant 

documentation must be forwarded to the Controller’s Office within 3 business days for each 
week’s deposit.  The validated deposit slip for weekly deposits must be submitted by each 
Wednesday for the week ended the previous Friday, or within 3 business days of the end of each 
month when a month ends on a business day other than Friday. 

 
1.1.11 The Controller’s Office is responsible for verifying the mathematical accuracy of the Report of 

Collections and agreeing this amount to the validated deposit slip.  In the absence of any 
discrepancies, the Treasury Accountant or designee signs a copy of the Report of Collections and 
returns it to the original department.  Any discrepancies should be noted and resolved. 

 
1.1.12 Each day, or as workflow dictates, the Controller’s Office is responsible for comparing on-line 

bank activity with the validated deposit slips and Reports of Collections.  Any discrepancies 
should be noted and resolved. 

 
1.1.13 Each department is responsible for reviewing on-line (HTE) general ledger postings on a regular 

basis to ensure that all receipts are properly recorded. 
 
1.1.14 On a quarterly basis, selected departments will be provided with a report listing the department’s 

revenue postings for the quarter.  Departments are required to report discrepancies to the 
Controller’s Office.   

 
1.1.15 The Controller’s Office is responsible for monitoring compliance with all cash receipt policies.  

Non-compliance will be communicated to the relevant department head.  Directors will be 
notified of unusual or continuing violations. 

 
1.2 Receipts Prepared by the Controller’s Office 

 
1.2.1 Because of the limited number of cash receipts collected, certain departments are responsible for 

forwarding all cash receipts to the Controller’s Office for processing and deposit.  See Appendix 
B for a list of these departments.  Employees of the Controller’s Office may not receive cash 
directly from the public. 

 
1.2.2 An initial record of all receipts received by City departments must be created at the time of 

receipt, either using a cash register, pre-numbered receipts, or a receipts log in the case of 
payments received by mail.  This initial record is to be compared to recorded receipts by 
appropriate departmental supervisory personnel on a daily basis. 

 
1.2.3 All checks must be restrictively endorsed with “For Deposit Only” and the collecting 

department’s identification before they are delivered to the Controller’s Office.  Checks without 
the required endorsement stamp will not be accepted by the Controller’s Office. 

 
1.2.4 Report of Collections forms are designed and maintained by the Controller’s Office.  Any 

required changes to these forms must be communicated to and agreed to by the Controller’s 
Office.  Each Department is responsible specifying the appropriate general ledger account 
numbers to be included on its version of the Report of Collections.  The Controller’s Office is 
responsible for ensuring that all general ledger codes on the Report of Collections are active and 
functional in the HTE system. 

 
1.2.5 Operating department personnel are responsible for preparing a Report of Collections for each 

deposit.  Operating department personnel should include any appropriate descriptions, dates or 
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other identifiers to be input into the HTE system.  In order to facilitate reconciliation of deposits 
to bank activity, separate Reports of Collections for checks and cash shall be prepared. 

 
1.2.6 Completed Reports of Collections and related receipts (cash and checks) are hand-delivered to 

the Controller’s Office.  Receipts must be delivered to the Controller’s designee in person no 
later than 10:30 AM each business day.  The Controller’s Office must count all cash and checks 
and compare this amount to the Report of Collections prior to accepting any receipts.  If a 
discrepancy exists, the receipts are not accepted and returned to the originating department for 
resolution.  If no discrepancy exists, the Controller’s designee signs the Report of Collections 
and returns a copy to the originating department. 

 
1.2.7 The Controller’s Office is responsible for ensuring that all checks are properly endorsed, and for 

preparing a deposit slip for all receipts and forwarding the receipts and deposit slip to another 
designee from the Controller’s Office for verification prior to sealing the deposit bag.  For each 
deposit, the supervisor of the designee should also verify the amount of cash (not checks) in the 
deposit before the deposit bag is sealed.  Once the deposit has been verified, the verifying 
individual(s) initials the deposit slip and seals the deposit bag.  The receipts are then ready for 
deposit. 

 
1.2.8 All receipts shall be deposited as follows: 

 
• Within one business day of receipt when the receipts total more than $500. 
• Receipts of lesser amounts may be held until they equal $500 but not for more than 7 

calendar days. 
• Any receipts held by departments overnight must be adequately secured. 

 
1.2.9 The Controller’s Office is responsible for obtaining a validated deposit slip from the bank and 

scanning it with a copy of the Report of Collections and any other supporting documentation. 
 
1.2.10 Each day, or as workflow dictates, the Controller’s Office is responsible for comparing on-line 

bank activity with the validated deposit slips and Reports of Collections.  Any discrepancies 
should be noted and resolved. 

 
1.2.11 On a quarterly basis, selected departments will be provided with a report listing the department’s 

revenue postings for the quarter.  Departments are required to report discrepancies to the 
Controller’s Office.   

 
1.2.12 The Controller’s Office is responsible for monitoring compliance with all cash receipt policies.  

Non-compliance will be formally communicated to the relevant department head and Director.   
 

1.3 Cash Receipts Accounting and Control 
 

1.3.1 The Controller’s Office is responsible for preparing a journal entry for each bank deposit and 
inputting this information into the HTE financial system within 3 business days of the end of the 
previous week.  If a department is using the Cash Receipts module, the revenue and cash is 
posted automatically to HTE when the transaction occurs. 

 
1.3.2 Any returned checks from the bank are researched by the Controller’s Office and forwarded to 

the originating department for resolution. 
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1.3.3 OPM Review – There should be timely monitoring of actual revenue collections to budgeted or 
projected revenue throughout the fiscal period.  Compliance of revenue with all federal, State, 
and local laws and/or regulations should be monitored continuously by the Office of Policy and 
Management and departments. 

 
1.4 Processing of Receipts and Reconciliation by Departments Making Their Own Deposits and 

Entering Receipts Directly Into HTE 
 

1.4.1 The departments (indicated in Appendix B) are responsible for submitting the following 
documentation to the Controller’s Office on a daily basis: 

 
• Generated Journal Entry Report 
• Related Cash Posting Report 
• Related Bank Deposit Tickets 

 
1.4.2 The Controller’s Office is responsible for reconciling the information provided by the above 

departments to bank deposit reports and cash postings on the HTE system on a daily basis. 
 
1.4.3 If any differences between the information detailed in steps 1.4.1 and 1.4.2 above are identified, 

the Controller’s Office is responsible for forwarding the appropriate documentation back to the 
above departments for resolution.  The Controller’s Office is responsible for following up on 
resolutions with the various departments for up to five ensuing business days.  If a difference is 
not resolved in five business days, the matter must be brought to the attention of the Controller or 
Treasury Accountant. 

 
1.5 Tax Receipts – NSF Checks 

 
1.5.1 NSF checks and any related documentation are mailed by the bank to the Controller’s Office.  

The Controller’s Office is responsible for sending the original check and a copy of the advice to 
the appropriate department.  A copy of the check and the advice are maintained by the 
Controller’s Office. 

 
1.5.2  The Controller’s Office is responsible for tracking all NSF checks on a spreadsheet. 
 
1.5.3 The Controller’s Office is responsible for matching all relevant information on NSF checks 

posted on the HTE system for all departments except the Tax Department.  If the amounts match, 
the Controller’s Office removes the NSF check from the spreadsheet and scans all 
documentation.  If unable to resolve the Controller’s Office adjusts accordingly and the 
depositing department must find resolution. 

 
1.5.4 The Controller’s Office is responsible for notifying the Controller and the appropriate 

department of all NSF checks which remain outstanding for more than 30 days.  Management is 
responsible for taking appropriate action on items older than 30 days. 

 
1.5.5 The Controller’s Office is responsible for providing a copy of the spreadsheet detailing all 

unresolved NSF checks to the Controller or designee and the appropriate department on a 
monthly basis. 

 
1.5.6 There will be no starter checks accepted.  All checks should indicate a person‘s full name and 

address. 
 

1.5.7 A customer that has two incidents shall pay either by money order, certified check or cash. 
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1.6 Monthly Tax Receipts Reconciliation 

 
1.6.1 The Tax Department is responsible for reconciling all tax revenue and receivable balances from 

the HTE tax system to the general ledger.  This is accomplished and documented as part of the 
Monthly Tax Collectors Report (See attached sample).  All other departments are responsible for 
reconciling their revenues from the HTE system to their batch reports or other documentation or 
subsidiary ledgers as appropriate. 

 
1.7 Unapplied Tax Payments 

 
1.7.1 The Board of Finance has adopted a policy and procedure relating to the processing of Unapplied 

Tax Payments (Overpayments). (See Policy in Appendix) 
 

1.8 Alarm Fees 
 
1.8.1 The Controller’s Office is responsible for the billing and collection of false alarm fees. 
 

1.9 Gifts or Donations Over $5,000 
 
1.9.1 All gifts or donations must be lawfully accepted by the Board of Representatives and 

appropriated by the Board of Finance.  Until such time a donation or gift is accepted and an 
appropriation approved, it will be deposited into a balance sheet account (Uncoded Cash 
Receipts). 
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2. Treasury Operations 
 

A. Process Overview 
 
 Accounting policies and procedures related to treasury operations are designed to 

ensure that treasury-related transactions and activities are properly authorized 
and approved; processing is complete and accurate; transactions are documented 
in a timely and appropriate manner; and recorded on the City’s general ledger in 
an accurate and timely manner. 

 
 
B. City Charter/Code of Ordinances References 
 

Reference Subject 
  
§ C5-50-2 Finance Functions 

 
 
C. Significant Policies 
 

♦ All City checks must be signed by two of the three authorized positions.  
The authorized positions for check signing are the Controller, Director of 
Administration, or Mayor. 

♦ The Controller’s Office is responsible for monitoring the amount of funds 
available in the City’s disbursement accounts to ensure that there are 
sufficient funds on hand to meet its obligations. 

♦ The Controller’s Office is responsible for initiating all electronic transfers of 
City funds and adopting electronic payment methods suitable for their 
specific needs. 

♦ The Controller’s Office will conduct investment activities in conformance 
with the adopted Investment Policy. 

 
D. Attachments – See Appendix A 

 
1.  Investment Policy 
2.  Mead School Billing Schedule 
3.  Italian Center Billing and Collection Procedure 
4.  Resolution No. 2684 – Returned Check Fee 
5.  Board of Education Policy on School Activity Funds 
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6.  Non-Core Bank Account Listing 
7.  Alarms Administration Policies and Procedures 
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2 Treasury Operations 
 

2.1 Cash Management 
 

2.1.1 The Controller’s Office is responsible for monitoring cash balances in the City’s bank accounts 
and investment accounts on a daily basis to ensure that sufficient funds are available to meet City 
obligations and that transactions are properly authorized. 

 
2.1.2 The Controller’s Office is responsible for monitoring the amount of funds available in the City’s 

Controlled Disbursement account to ensure that there are sufficient funds on hand to fund 
disbursements.  This is accomplished as follows: 

 
• The Controller’s Office performs an inquiry of all significant cash balances and all 

checks that will be cleared against the account for the day with relevant banks each 
morning. 

• All known and planned wire transfers are added/subtracted from the balance on hand. 
• The Controller’s designee determines whether additional funds will be needed in the 

Controlled Disbursement account, and as necessary, authorizes a transfer of funds from 
the City’s Short-Term Investment accounts (STIF, Money Markets, CD’s) to the 
Controlled Disbursement account.  The Treasury Accountant and Controller sign the 
authorization to transfer funds between accounts.  

• If it is determined that there are excess funds in the Controlled Disbursement account, 
an appropriate amount is wired to the STIF or short term investment accounts or the 
money market accounts. (See attached Investment Policy.)  The Treasury Accountant 
and Controller sign the authorization to transfer funds between accounts. 

 
2.2 Electronic and Wire Transfers 

 
2.2.1 The Controller’s Office is responsible for initiating all electronic transfers of City funds on 

behalf of the City and Board of Education. 
 
2.2.2 The Controller’s Office is responsible for recording a journal entry in HTE for each wire transfer 

within 3 business days.  The backup for each wire transfer journal entry is scanned and consists 
of an invoice or authorizing memo with the department head signature, the funds transfer 
initiation status report, and the money market/bank transfer authorization form (if appropriate).   

              
2.2.3 The Controller’s Office is responsible for maintaining pre-authorized wire transfers on the on-

line banking software system, and executing them as scheduled.  Currently wire transfers are pre-
authorized for the following purposes: 

 
• Payroll and payroll tax transfers; 
• Medical and dental insurance premiums; 
• Debt service payments; 
• Heart & Hypertension coverage payments; 
• Monthly allotment of budget appropriation for the Stamford Library; 
• Transfer of drawdowns of HUD grants to the Controlled Disbursement account; 
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• Deposits into STIF and money market accounts regularly transferred to Controlled 
Disbursement account; 

• Board of Education Benefits; 
• Fire Department allocations; 
• DSSD wire transfers; 
• Stamford Museum; 
• WPCA Clean Water; and 
• Various large Capital Project payments 

 
2.2.4 The Controller’s Office is responsible for arranging all non-routine wire transfers via the on-line 

banking software system.  New wire transfer information is approved by two authorized 
employees via the banking software security features.  The Treasury Accountant enters the non-
routine wire transfer information into the on-line banking system.  The Security Administration 
function then performs the approval of non-routine wire information on the on-line banking 
system.  The Controller and the Accounts Payable Junior Accountant are authorized security 
administrators. 

 
2.2.5 Upon written authorization from the Grants Department the Controller’s Office is responsible for 

transferring grant funds from Reich & Tang accounts to a City account.  Funds are transferred by 
check. 

 
2.3 Monthly Pension Payroll 

 
2.3.1 Appropriate persons at the pension funds are faxed the required information, directing them to 

wire funds as needed for pension benefits, taxes and miscellaneous payments (based on the 
Payroll Voucher prepared by the Payroll Department). 

 
2.3.2 Covering checks are hand typed as directed by payroll register.  The checks are approved by the 

Controller and hand stamped with authorized signatures.  These checks are distributed as 
indicated. 

 
2.3.3 Bank reconciliation is performed on pension clearing, payroll tax and covering check bank 

accounts in accordance with month-end reconciliation requirements. 
 

2.4 Checking Operations 
 

2.4.1 The City utilizes two checking accounts for substantially all of its disbursement activity:  the 
Controlled Disbursement account and the Payroll Account. 

 
2.4.2 The Treasury Accountant maintains check stock for all other City accounts (Bank Accounts). 
 
2.4.3 The Controller, Director of Administration, or the Mayor must sign all City checks.   

 
2.4.4 Checks related to segregated BOE accounts (scholarship funds and student activity funds) 

require the signature of the Superintendent and Assistant Superintendent (using a facsimile 
stamp).  See attached BOE Policy on School Activity Funds. 

 
2.4.5 On a daily basis, the Controller’s Office is responsible for recording all cleared checks on the 

HTE system for purposes of reconciling the bank account balances to the general ledger and to 
generate an outstanding check register. 
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2.4.6 The Controller’s Office is responsible for tracking and recording all stopped and voided checks 

on the HTE system.  On a daily basis, the Controller’s office enters a journal entry to reflect 
returned checks (with the exception of the tax department which they do themselves). 

 
2.4.7 The City has adopted a $50 bounced check fee effective 4/4/02.  (See Attached Resolution 

Outlining Fee Schedule.) 
 

2.5 Other Treasury Functions 
 

2.5.1 It is the responsibility of the Controller’s Office to bill Mead School for payment in lieu of taxes 
(see attached schedule). 

 
2.5.2 It is the responsibility of the Controller’s Office to bill the Italian Center semi-annually. (See 

attached billing and collection procedures.) 
 
2.5.3 The Controller’s Office has responsibility for Fire Alarm Billing & Processing.  (See attached 

Billing and Collection Procedures.) 
 

2.6 Grant Reimbursements 
 

2.6.1 Reimbursements from the State Department of Education (SDE) for school construction are 
electronically transferred into the City’s account at Reich & Tang upon approval by the SDE.  
The Controller’s Office is responsible for providing copies of the Reich & Tang statements to 
Grants Administration. 

 
2.6.2 The BOE Project Accountant is responsible for providing a copy of each ED046 and any other 

SDE correspondence to the Controller’s Office so that transfers into the Reich & Tang accounts 
can be recorded on the HTE system. 

 
2.6.3 For municipal bond reimbursement payments, Grants Administration is responsible for analyzing 

the Reich & Tang statements and instructing the Controller’s Office to withdraw funds from the 
Reich & Tang account as necessary.  Grants Administration is also responsible for indicating the 
appropriate revenue account to be recorded. 

 
2.6.4 For school construction progress payments, Grants Administration is responsible for analyzing 

the Reich & Tang statements and instructing the Controller’s Office to withdraw funds from the 
appropriate Reich & Tang account as necessary.  Grants Administration is also responsible for 
indicating the appropriate revenue account and project number to be recorded. 

 
2.6.5 The Controller’s Office is responsible for monitoring activity in the Reich & Tang account on a 

daily basis, and recording all activity on the general ledger within two business days. 
 

2.7 Posting of Pension Plan Activity 
 

2.7.1 Pension reports are received monthly for the CERF, Custodian & Mechanics and Firemen’s 
Pension plans.  The Police Pension report is prepared on a calendar quarter basis.  Postings for 
the balance sheets are calculated as the difference between the figures on the received report and 
the prior report for each line item.  Postings for revenues and expenses are the figures reported 
for each pension plan for the reporting period.  The employee and employer contributions are the 
only figures independently verified from the pension reports to City records.  Pension plan 
activity is posted to the general ledger in accordance with monthly reconciliation and closing 
requirements. 
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3.  Purchasing 
 
A. Process Overview 
 
 City policies and procedures related to purchasing are designed to ensure that 

goods and services are procured in a manner that is fair and competitive; that 
public funds are properly controlled and wisely spent; and that transactions are 
properly authorized and approved. 

 
 
B. City Charter/Code of Ordinances References 
 

Reference Subject 
  
§§ 23-14 to 23-18  City Purchasing ordinance, revised 2/1/99 

 
 
C. Significant Policies 
 

♦ Quotations – Goods and General Services:  Purchases of goods or general 
services which are in excess of three thousand dollars ($3,000), but are less 
than the limit set by the Board of Finance (currently $7,500) shall be based 
upon price quotations.  Purchase requisitions shall not be split to avoid this 
requirement.  Price quotations, either oral or written shall be solicited from 
at least three vendors or service providers, or obtained from current catalogs 
or price sheets (Code §23-16, B.). 

♦ Competitive Bids – Goods and General Services:  Purchases of goods and 
general services which are in excess of the limit set by the Board of Finance 
(currently $7,500) shall be made by sealed competitive bid as described in 
Code §23-17. Purchase requisitions shall not be split to avoid this 
requirement. 

♦ Special or Professional Services:  Purchases of special or professional 
services costing less than $10,000 do not require price quotations.  For 
purchases of $10,000 but less than $25,000, proposals should be requested 
from at least three qualified firms.  For purchases of $25,000 or greater, a 
sealed competitive bid shall be administered by the Purchasing Agent. For 
purchases of $100,000 or greater, a sealed competitive bid shall be 
administered by the Purchasing Agent, and approved by the Mayor, Board 
of Finance and the Board of Representatives. 
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D. Attachments – See Appendix A 
 

1.  Procedures Concerning City Surplus Property 
2.  Exemption Certificate 
3.  City Purchasing Ordinance 

 
 
 
 
3 Purchasing 
 

Note to Users:  The City’s purchasing policies and procedures are outlined in the City 
Purchasing Ordinance.



 
 
   CITY OF STAMFORD 
   ACCOUNTING POLICY AND  
   PROCEDURES MANUAL 
 
 

Revision 4  
12/30/08 
 
 

16

 

4. Accounts Payable 
 

A. Process Overview 
 

Accounting policies and procedures related to accounts payable are designed to 
ensure that all transactions are properly authorized and approved; goods and 
services conform with specifications and pricing; transactions are documented 
timely and appropriately; expenditures are properly classified; and transactions 
are recorded on the City’s general ledger in an accurate and timely manner. 

 
 
B. City Charter/Code of Ordinances References 
 

Reference Subject 
  
§§ 23-14 to 23-18  City Purchasing ordinance, revised 2/1/99 
§ 103-6 Annual statement of vendors paid by City 
Ordinance No. 663 City of Stamford Travel Policy 
§ 23-29 No payments to City employees for business travel 

entertainment or related expenses shall be made that 
do not comply with the City’s written travel policy 
for these payments. 

 
 
C. Significant Policies 
 

♦ All invoices are to be received by the department and reconciled to the P.O. 
before being sent to the Accounts Payable department for review and 
payment. 

♦ No department should accept or use goods or services that do not appear on 
a properly authorized purchase order (when required). 

♦ All encumbrance rollovers (purchase orders) must be fully liquidated by 
October 31st of the new fiscal year unless special circumstances exist.   

♦ No orders are placed with vendors without a valid, approved P.O. (except in 
an emergency).  

♦ Accounts Payable may change line item prices by up to 10% of the total or 
$300 whichever is greater assuming funds availability. All other changes 
must be done in the adjustment field. 

♦ No encumbrance will be made in one fiscal year to pay for goods or services 
in a subsequent fiscal year. 

♦ Purchasing/Procurement Cards may be used to improve the efficiency of 
purchasing procedures.  These cards can be used as an efficient, cost-
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effective method of purchasing and paying for small dollar or emergency 
purchases. 

♦ The City of Stamford Financial Policy No. 9-2 Payroll Tax Reporting states 
the following: 

Any non-city entity which receives appropriated funds from the City of 
Stamford, including grant funds which are being passed through the City, 
must confirm their agency’s compliance with federal and State payroll tax 
reporting, deposits, and payments for each year they are to receive City 
funds.  The City Controller must receive confirmation of federal and State 
compliance by July 1 each year.  Failure to provide adequate confirmation 
may withhold any future funding from the City. 

 
D. Attachments – See Appendix A 
 

1.  Direct Disbursement Form 
2.  Travel Policy 
3.  Request to Add Vendor to the HTE System. 
4.  Orders Placed Before P.O. Issue 
5.  July 1, 2003 Memo providing additional guidance on encumbrances and 

purchase orders. 
6.  City Procurement Card Policies 
7.  Board of Education Purchasing Card Policies 
8.  City of Stamford Financial Policy No. 9-2 – Agreements Between 

Organizations Receiving City Funds 
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4 Accounts Payable 
 

4.1 Pre-Audit Approval of Purchase Requisitions 
 

4.1.1 The Controller’s Office is responsible for Pre-Audit approval of all purchase requisitions. 
 
4.1.2 Once each purchase requisition has been approved on the HTE system at the first, second and 

third levels, the Controller’s Office is responsible for reviewing the requisition for the following 
items: 

 
• Proper completion and approval of requisition 
• Correct commodity code 
• Proper general ledger account and project code 
• Availability of funds 
• Compliance with requisition policy 
• Multiple approval levels 

 
4.2 Receipt of Goods/Services 

 
4.2.1 All goods should be shipped to, or otherwise delivered to the department that authorized the 

related purchase order.   
 
4.2.2 When goods are delivered, the receiving personnel from the ordering department are responsible 

for documenting those items received and accepted.  The packing slip is to be compared to each 
item received and a check mark ( ) is to be placed next to each item on the packing slip that has 
been received in working condition and in the quantity ordered.  If a packing slip is not enclosed, 
a copy of the corresponding purchase order should be used. 

 
4.2.3 If items listed on the packing slip are not received, those items should be identified on the 

packing slip and the initials N.R. (not received) noted next to them.  If the quantity received is 
less that the amount ordered, that information should also be noted on the packing slip. 

 
4.2.4 If the packing slip indicates that certain items are back ordered, those items should be identified 

and the initials B.O. (back ordered) noted next to them. 
 
4.2.5 The individual responsible for unpacking and checking the shipment should be someone other 

than the requisitioner and should note any pertinent information about the order on the packing 
slip (see 4.2.2 through 4.2.4 above).  This individual should also sign his/her name and note the 
date that the shipment was inspected. 

 
4.2.6 Receipt of goods and services must be documented electronically on the HTE system in order for 

an invoice to be paid.  Departments should only receive amount to be paid (not entire P.O.) 
unless order is complete.  Upon receipt of goods and services, the appropriate departmental 
personnel are responsible for acknowledging the receipt on the system and noting partial 
shipments and backorders accordingly. 

 
4.2.7 If a shipment is received and the receiving department does not have a corresponding purchase 

order on file, the City Purchasing Department should be contacted immediately.  No department 
should accept or use items that do not appear on a properly authorized purchase order, or are 
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duplicates of an order already received.  Departments should only place orders after P.O.s have 
been issued.  Departments not adhering to this policy will receive a standard form (attached) 
asking for an explanation. 

 
4.3 Invoice Processing 

 
4.3.1 All vendors should be instructed to send invoices directly to the department that authorized the 

purchase (except for capital projects, which should be sent to the Project Manager).  Departments 
should forward invoices to Accounts Payable upon receipt of goods and acknowledgment of the 
same on the HTE system.  Accounts Payable will only make payment on vendor invoices.  
Payments will not be made on statements, packing slips, or acknowledgments. 

 
4.3.2 An invoice that has been entered into the HTE system must be characterized by one of seven 

status codes as follows: 
 
  3 – Awaiting acknowledgment of receipt 
  4 – Partially received, no invoice 
  5 – Partially received, invoice entered, invoice partially paid 
  6 – Received, no invoice 
  7 – Received, partially invoiced 
  8 – Completed 
  9 – Canceled 

 
4.4 Authorization of Payment 

 
4.4.1 Receipt of all goods and services must be acknowledged as received on the HTE system before 

the vendor will be paid. 
 
4.4.2 Upon receipt of receiving reports, Accounts Payable is responsible for comparing information 

from the receiving report, vendor invoice and purchase order.  Any discrepancies are noted and 
Accounts Payable refers the matter to the purchasing department. 

 
4.4.3 Upon receipt of a purchase order, receiving report and vendor invoice, Accounts Payable is 

responsible for auditing these documents for accuracy and comparing them to the receiving 
information recorded in the HTE system.  Audit procedures should include a comparison of 
items, quantities and unit prices from the invoice to the purchase order and receiving report and 
compliance with policy related to the requirement to have a valid P.O. before the order is placed 
and/or items are delivered. (See attached form.)  All mathematical calculations should be 
recomputed for accuracy. 

 
4.4.4 Each department is responsible for recording specific items, quantities ordered and quantities 

received on the HTE system when creating a purchase order.  Accounts Payable is not 
responsible for this information and will process invoices as “Drawdown Purchases” when the 
ordering department does not input this information into the HTE system. 

 
4.4.5 If a purchase order was not initially recorded as a Drawdown Purchase on the HTE system, and 

Accounts Payable is forced to process it as such, the invoice and purchase order are forwarded to 
the Purchasing Department.  The Purchasing Department is responsible for changing the status of 
the purchase on the HTE system to “Drawdown Purchase”, and for returning the invoice to 
Accounts Payable for payment. 

 
4.4.6 Accounts Payable is responsible for entering the invoice information into the HTE system. 
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4.4.7 Once checks have been issued, Accounts Payable is responsible for matching the check to the 
related invoice and other documents, and scanning into Optiview (HTE scanning storage 
software). 

 
4.5 Invoice Adjustments 

 
4.5.1 Accounts Payable is authorized to enter vendor invoices into the HTE system in amounts up to 

10% or $300 in excess of the related purchase order.  Funding availability will be checked before 
payments are made in excess of authorized P.O. amount.  Adjustments may be made for price 
changes or shipping charges.  Sales tax should not be paid on City purchases. 

 
4.6 Direct Disbursements 

 
4.6.1 Direct disbursements may be processed when invoices are received representing usage charges 

for monthly services, or where charges for services and/or materials can be processed without 
violating purchasing procedures or impairing control.  A direct disbursement allows an invoice to 
be paid directly, without the issuance of requisitions or purchase orders.  Pre-audit function is 
performed on direct disbursements as well.  This includes checking for proper account codes, 
funds availability and multiple approval levels. 

 
4.6.2 Direct disbursements will not be paid unless the following criteria are met: 

 
• Prior and appropriate understandings with the Controller’s Office exist regarding the 

purchase of specified goods or services. 
• The proper budget expense account is charged, sufficient funds are available in the 

account, and required signatures authorizing payment are present.  The only exception 
will be to charge accounts payable set up in the balance sheet.  All charges to balance 
sheet accounts must be approved by the Controller or the Controller’s designee. 

 
4.6.3 Items that must be paid by direct disbursement are limited to the following: 

 
• Mileage/travel expense reimbursement 
• Seminar fees  (If line item 3202 account is used) 
• Registration fees  (If line item 3202 account is used) 
• Replenishments to petty cash funds 
• Tax refunds 
• Operating subsidies 
• Pension contributions 
• Legal claims 
• Miscellaneous refunds 
• Artists’ Invoices (Art Requirement) 
• Tuition Reimbursement (Requires approval of HR Representative) 
• Pay for rink instructors, election workers and game officials 

 
  Items that may be paid by direct disbursement are limited to the following: 
 

• Association dues and subscriptions (magazines & newspapers) 
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• Advertising 
• Postage  
• Insurance premiums (except one year renewable policies) 
• Payroll tax payments 
• Utility payments 
• Food 

 
4.6.4 In order to pay for goods or services by direct disbursement, the ordering department must 

complete a direct disbursement form complete with a vendor number.  This for must be approved 
by the preparer, the preparer’s department head (or a designee), and a designee of the Controller.  
(See copy of standard form) 

 
4.6.5 Direct disbursements are to be input into the HTE system by a designee of the Controller.  The 

Controller’s designee is responsible for auditing each direct disbursement to ensure that it 
complies with City policy. 

 
4.6.6 The Controller’s designee is responsible for reviewing supporting documentation and approving 

all direct disbursements once they have been entered on the HTE system by updating the “IN” 
group. 

 
4.6.7 Any transactions that fall outside the direct disbursement guidelines must be approved by the 

Controller. 
 

4.7 Petty Cash 
 

4.7.1 Petty cash funds should be established and maintained only as necessary.  The Controller’s 
Office is responsible for maintaining a record of all petty cash funds in use.  Department heads 
are responsible for maintaining any petty cash funds in accordance with City policy. 

 
4.7.2 The Finance Department petty cash fund is available for departments that have not established 

their own petty cash funds. 
 
4.7.3 The limit on purchases with petty cash funds is $50.00. 
 
4.7.4 Petty cash funds are intended to facilitate departmental purchases of small, but necessary 

operating items of nominal dollar amounts, except in emergencies, or for specific exceptions 
granted by the Controller or the Controller’s designee to meet any unique departmental needs. 

 
4.7.5 Some items that may be purchased with petty cash funds include: 

 
• Small office items 
• Parking garage fees 
• Books and periodicals 
• Photocopying services 
• Professional membership dues 
• Postage 

 
4.7.6 Some items that should not be purchased with petty cash funds include: 
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• Gifts 
• Social or travel club dues 
• Traffic citations 
• Interest charges 
• Personal expenses 
• Mileage 

 
4.7.7 Petty cash funds may never be used to cash personal checks. 
 
4.7.8 Sales tax should not be paid in conjunction with City purchases.  A copy of the City’s sales tax 

exemption form can be obtained from the Purchasing Department.  (Attached.) 
 
4.7.9 No advances or loans of any type may be made from petty cash funds. 
 
4.7.10 All expenses associated with out-of-town travel are required to be submitted on a Conference or 

Out-of-Town Trip Request Form, and may not be reimbursed through petty cash. 
 
4.7.11 Original receipts are required for all reimbursements from a petty cash fund.  Acceptable receipts 

include canceled checks, charge card receipts, and cash register receipts. 
 
4.7.12 All claims for reimbursement from a petty cash fund must be approved (by signature) and must 

indicate the general ledger account that the purchase should be charged to.  It is each 
department’s responsibility to assign these accounts. 

 
4.7.13 If an employee has made a series of approved purchases through a petty cash fund that exceeds 

what should be reasonably purchased through petty cash, the employee is required to complete a 
Direct Disbursement Form and submit it to Accounts Payable for reimbursement.  All receipts 
must be attached to the Direct Disbursement Form and must be signed for approval. 

 
4.8 Procurement Cards 

 
4.8.1 Procurement cards allow individuals to purchase goods or services without issuance of 

requisitions or purchase orders.  Fund availability is required to be checked by the individual 
before purchase is made.  A monthly amount per card is determined by the Board of Education 
or the City. 

 
4.8.2 All transactions are required to be verified by the individual who purchased the goods or 

services.  Original receipts are to be submitted with the individual’s account statement each 
month to a designee of the Board of Education or the City. 

 
4.8.3 A designee of the Board of Education (principal, manager) or the City will approve account 

statements each month. 
 
4.8.4 Account statements with original receipts are forwarded to the Board of Education Purchasing 

Department or the City. 
 

4.8.5 The Board of Education or the City will transmit a bank file from Smart Data OnLine, JPMorgan 
Chase with all transactions to the HTE Procurement Card Module. 
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4.8.6 The Board of Education or the City will be responsible for reviewing transactions, approving 
charges, account coding and verifying fund availability. 

 
4.8.7 A procurement card group will be created in HTE to be edited and updated to post transactions to 

the general ledger. 
 

4.8.8 JPMorgan Chase will initiate ACH payment for the full amount owed to the bank for monthly 
procurement card purchases. 

 
4.9 Employee Travel Reimbursements 

 
4.9.1 Employee travel reimbursements are governed by the City of Stamford Travel Policy, adopted 

pursuant to Ordinance No. 663.  Consult the City of Stamford Travel Policy (attached) for 
further details beyond those presented in this Section. 

 
4.9.2 Employee travel is subject to pre-approval by the applicable department head, Director, and the 

Mayor when such travel includes an overnight stay, air transportation, or when the destination is 
in excess of 200 miles from the City (400 miles round trip).  Under these circumstances, the 
employee is required to complete a Conference or Out-of-Town Trip Request Form.   

 
4.9.3 Department heads are responsible for approving all claims for employee travel originating in 

their departments and ensuring that all such claims are in compliance with the City’s Travel 
Policy. 

 
4.9.4 The Controller’s Office is responsible for ensuring that all claims for employee travel are 

properly approved by the applicable department head, and for compliance with all of the 
requirements of the City’s Travel Policy. 

 
4.10 Vendor File Maintenance Standards 

 
4.10.1 The City Controller’s Office is responsible for maintaining the HTE vendor file. 
 
4.10.2 To avoid creating duplicate vendors in the HTE database, the Controller’s Office should 

thoroughly search all active and inactive vendor files prior to creating a new vendor record. 
 
4.10.3 If a vendor cannot be located in either the active or inactive vendor files, the individual 

submitting the related purchase order or direct disbursement form is responsible for completing 
and submitting a Vendor Request Form to the Controller’s Office.  (See attached Request to Add 
Vendor to HTE System.) 

 
4.10.4 When creating new vendor records in the HTE system, the Controller’s Office requires 

completing the entire form including Tax ID number. 
 
4.10.5 The Controller’s Office retains copies of all vendors added.  No vendor will be added without a 

fully completed form.  All information is the responsibility of the Department/BOE requesting 
the new vendor. 

 
4.11 Accounts Payable Accounting and Control 

 
4.11.1 Each month, the Controller’s Office is responsible for reconciling the open payables report 

(invoices approved and unpaid) to the general ledger. 
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4.11.2 Recurring Purchase Orders: We will be requiring that all periodic recurring expenditures be 
encumbered as a draw-down for the full year amount.  Remember, you can always add or reduce 
draw-down amounts as the year progresses.  This process change will save us all time and effort 
in issuing and re-issuing requisitions/purchase orders month after month. 

 
4.11.3 Encumbrances for Future Services: No encumbrance will be made in one fiscal year to pay for 

goods or services in a subsequent fiscal year. 
 

4.11.4 Duration of Encumbrance Rollovers: All encumbrance rollovers (purchase orders) must be 
fully liquidated by the end of the first quarter (September 30th) of the new fiscal year unless 
special circumstances exist.  All rollover encumbrances (purchase orders) not liquidated by 
September 30 will be cancelled, and the revised budget will be reduced by the amount of the 
cancelled encumbrance. 

 
4.11.5 Encumbrance Rollovers: Encumbrance rollovers cover only specific goods or services ordered 

on or before June 30th but are not received, and therefore not paid for, until on or after July 1st.  
Once the goods or services are received, the payment will be made and the balance remaining, if 
any, on the purchase order will be cancelled. 

 
4.11.6 Orders Placed Before the Issuance of Purchase Orders: The accounting and purchasing 

policies clearly state that no orders with vendors may be placed before a valid purchase order is 
issued.  This includes requisitions stating “confirming orders” or “to pay invoices.”  We will 
continue to require that written explanations signed by a director accompany all requisitions for 
goods/services not in compliance with the above policy.  You should explain what state of 
emergency existed that would necessitate non-compliance to the existing purchasing and 
accounting policies.  Poor planning does not constitute an emergency. 

 
4.12 Drug Assets Forfeiture Revolving Accounts 

 
4.12.1 The City maintains two drug assets forfeiture funds, one under the federal program, and one 

under the State program. 
 
4.12.2 Forfeiture funds must be spent according to the relevant statutes. 
 
4.12.3 Distribution of funds must be requested using the Request for Distribution of Proceeds of 

Forfeited Property form. 
 
4.12.4 Forfeiture funds must be deposited into an account maintained solely for that purpose. 
 
4.12.5 The City’s Police Department is responsible for maintaining custody of and responsibility for 

federal and State forfeiture funds. 
 
4.12.6 The Controller’s Office is responsible for approving payments (3rd level approval) from the 

Asset Forfeiture Account.  Payments can only be approved after the HTE requisition has been 
reviewed and the bank account is determined to have sufficient funds for this purpose. 

 
4.13 Annual Processing of IRS Forms 1099 

 
4.13.1 The Controller’s Office is responsible for issuing IRS Form 1099 to vendors by January 31st 

each year and reporting this information to the IRS by February 28th. 
 
4.13.2 The City utilizes IRS Form 1099-MISC for all 1099’s.  IRS Form 1096 is used to transmit the 

related information to the IRS. 
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4.13.3 1099 Generation Process 

 
• Create a work file on the HTE system of all vendors paid $600.00 or more during the 

calendar year (payment history by calendar year). 
• Review the work file and delete any vendors that are known to be incorporated, except 

professional corporations (e.g., law firms, doctors, other medical service providers). 
• Using the flagged error messages from the work file, generate an error report that lists 

all individuals, partnerships and includable corporations with missing taxpayer 
identification numbers (TIN’s) or addresses. 

• Issue IRS Form W-9 to all vendors (from work file) that do not have a TIN recorded 
on the HTE system. 

• For vendors with missing addresses, locate address by querying the HTE system or 
contacting the City employee who authorized the payment(s). 

• Once vendor TIN and/or address information is received, input it into the HTE system 
and generate a new work file. 

• Generate IRS Forms 1099-MISC for all vendors in the updated work file that have 
either an address or TIN and mail forms to vendors. 

 
4.14 Payroll Tax Reporting – Organizations Receiving City Funds 

 
4.14.1 Each entity is required to have its independent accountant provide the City with a certification of 

payment of payroll taxes before operating subsidies will be released.  (See sample letter with 
requirements of Financial Policy No. 9-2.) 
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5. Capital Projects 
 
A. Process Overview 
 

City accounting policies and procedures related to capital projects are designed 
to ensure that project managers (in assigned departments) and the client 
departments are accountable for their projects and that all transactions are 
properly authorized and approved; goods and services conform with 
specifications and pricing; transactions are documented timely and appropriately; 
expenditures are properly classified; and transactions are recorded on the City’s 
general ledger in an accurate and timely manner.  Given their scale and cost, the 
accounting policies and procedures are designed to support effective capital 
project monitoring and reporting. 

 
 
B. City Charter/Code of Ordinances References 
 

Reference Subject 

§ 20-10 Capital projects sunset provision. 
§ 23-27  1% of the estimated cost of construction or remodeling of 

any municipal building must be allocated for works of art. 
§ 40-83 Positions for Clerk of Works, etc. where contract does not 

exceed three years are unclassified. 
 
 
C. Significant Policies 
 

♦ General – When assigned a capital project by the Director of Operations, 
the assigned department will assist the client department in coordination of 
project scope and required budget prior to the capital budget process along 
with project implementation.  Implementation includes preparation and 
review of procurement documents (RFP/RFQ’s), hiring of design 
professional(s), oversight of planning and design, overall project 
administration including compliance, reporting, payment, bidding, 
construction oversight and project closeout.  The client department remains 
responsible for coordinating project cost estimates, scoping and concept 
designs with the assigned department in order to secure adequate funding 
requests in the capital program.  (See attached memo.) 

♦ Client departments shall remain responsible for developing budget requests 
and advocating for them during the budget process.  Project scoping and 
budgeting should be reviewed with any assisting department well in advance 
of the annual budget presentations to ensure that projects are adequately 
funded.  Phasing options may also need to be discussed.  Projects shall 
remain identified by department in HTE and in the budget book.  However, 
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alternative assignments for project management may be made as projects 
progress through conceptual planning into design and construction. 

♦ The Office of Policy and Management is responsible for monitoring all open 
projects on the HTE system semi-annually to determine whether any 
projects have been inactive for one year or more.  OPM is also responsible 
for reviewing projects to ensure compliance with the Capital Project Sunset 
Provision of the City Charter. 

 
D. Attachments – See Appendix A 

 
1.  Capital Projects Administration Memo (Dated November 16, 2007) 
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5 Capital Projects 

 
5.1 Pre-Audit Approval of Purchase Requisitions 

 
5.1.1 The Controller’s Office is responsible for Pre-Audit approval of all purchase requisitions. 
 
5.1.2 Once each purchase requisition has been approved on the HTE system at the first, second and 

third levels, the Controller’s Office is responsible for reviewing the requisition for the following 
items: 

 
• Proper completion and approval of requisition 
• Proper general ledger account and project code 
• Availability of funds 

 
5.1.3 Upon completion of pre-audit function, the Purchasing Department ensures compliance with 

requisition/purchase order policy and converts requisition to purchase order. 
 
5.2 Project Administration 

 
5.2.1 A Project Manager must be designated for each capital project (within the assigned department).  

Upon designation, written notification of this designation must be provided to the OPM Director, 
and the Capital Projects Accountant in the Controller’s Office. 

 
5.2.2 Upon award of project bid, the Project Manager (within the assigned department) is responsible 

for preparing and submitting a contract and purchase requisition to the Purchasing Department.  
 

5.2.3 Copies of all executed contracts must be maintained by the Purchasing Department and the Law 
Department. 

 
5.2.4 The Project Manager is responsible for submitting a project budget to the OPM Director.  The 

project budget must indicate all necessary expenditure accounts for each project. 
 
5.2.5 The Project Manager is responsible for administering capital projects on the HTE system, and for 

maintaining a project file of all relevant source documentation for each project, including 
retainage records, change orders, etc. 

 
5.2.6 General ledger project codes must be used to track all capital projects.  This code is an additional 

segment added to the normal general ledger account and allows projects to be tracked across 
fiscal years.  The Project Manager is responsible for completing a Request to Link Projects with 
Expense Accounts.  Project codes are assigned by the OPM Director. 

 
5.2.7 The Controller’s Office is responsible for creating project codes on the HTE system using a 

standardized coding format. 
 
5.2.8 Capital projects are budgeted in total by project.  This creates a complication in the HTE system 

when inputting purchase requisitions and purchase orders.  The HTE system will indicate that 
budgeted funds for specific expenditure line items are insufficient (while the project as a whole 
has available funds).  This necessitates that at the pre-audit level, a manual verification of the 
project report is required to ensure the availability of funds. 
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5.3 Change Orders 
 

5.3.1 Change orders are initiated by the Project Manager.  The Project Manager is required to 
complete a Change Order Request Form, indicating the amount of the change, the reason for the 
change, and a signature for approval.  Change Order Request Forms are to be forwarded to the 
Purchasing Department for approval. 

 
5.3.2 The Finance Department determines whether there are sufficient funds for the change order 

requested.  If funds are available, the Change Order Request Form is approved and forwarded to 
the Purchasing Department. 

 
5.3.3 Upon receipt of a properly authorized Change Order Request Form from the Project Manager, 

the Purchasing Department enters the change order on the HTE system and returns all 
documentation to the Project Manager to be filed in the project file. 

 
5.4 Project Monitoring  

 
5.4.1 Project Managers and Department Managers are responsible for generating and reviewing their 

project reports. 
 

5.4.2 The Office of Policy and Management and each Project Manager are responsible for monitoring 
all capital projects recorded on the general ledger.  On a monthly basis, projects should be 
reviewed for sufficiency of budgeted funds.  The relevant Project Managers are to be notified if a 
project incurs a deficit. 

 
5.4.3 On a quarterly basis, the Capital Projects Accountant is responsible for reviewing all project 

budgets, and notifying the Office of Policy and Management of any projects with deficits. 
 
5.4.4 If a project remains in a budget deficit for two consecutive quarters, the Office of Policy and 

Management is required to inactivate the project on the HTE system, and notify the Project 
Manager of the same. 

 
5.4.5 On a semi-annual basis (November and May), the Office of Policy and Management is required 

to review all open projects on the HTE system, and notify Project Managers and department 
heads of all projects that have been inactive for one year or more.  Project Managers are required 
to indicate which projects should be closed on the HTE system. 

 
5.4.6 The Project Manager is responsible for ensuring that completed projects are closed on the HTE 

system, and that the Payroll Department is notified so that any salary allocations to a closed 
project are discontinued.  The Project Manager, upon project completion, should ensure that 
actions are taken to finalize project activity including: 

 
• Confirming that the project is closed out appropriately within all systems used to 

manage, monitor and report on the project. 
• Confirming that the established procedures for user acceptance of project work and 

final project completion have been followed. 
• Confirming that new infrastructure assets are properly recorded. 
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5.5 Project Close-Out 
 
5.5.1 The Project Manager is responsible for notifying the Purchasing Department of the project 

completion.  Upon such notification, the Purchasing Department is responsible for liquidating 
any remaining encumbrance associated with the project. 
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6. Cash Disbursements 
 

A. Process Overview 
 
 City accounting policies and procedures related to cash disbursements are 

designed to ensure that all funds disbursed by the City are subjected to proper 
physical safeguards; all transactions are properly authorized and approved; 
transactions are documented timely and appropriately; and are recorded on the 
City’s general ledger in an accurate and timely manner. 

 
 
B. City Charter/Code of Ordinances References 
 

Reference Subject 
  
§ 23-9 Corporation Counsel required to approve all payments for 

judgments. 
§ 23-10 Payment of damages to debtors of the City must be 

withheld until indebtedness is satisfied. 
§ 23-13 Payments to claimants can only be made once claimant 

agrees to assign to the City the proceeds of the same claim 
against another party. 

 
 
C. Significant Policies 
 

♦ All blank check stock, signature stamps, and check printing equipment are 
required to be secured at all times.  The Controller’s Office is responsible 
for controlling access to these items. 

♦ The Controller is responsible for reviewing and signing the related check log 
to authorize check issuance. 

♦ Vendor payments to delinquent Stamford taxpayers are required to be 
withheld until all taxes are paid. 

♦ Positive pay is utilized on the City’s controlled disbursement bank account 
as an important fraud prevention tool. 

 
 
D. Attachments – See Appendix A 
   

   None
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6 Cash Disbursements 

 
6.1 Safekeeping and Control Procedures 

 
6.1.1 All blank check stock, and check printing equipment must be stored in a secured cabinet or 

room.   
 
6.1.2 The City maintains check stock for the bank accounts listed in the attachment (Check Stock In-

House.) 
 

6.1.3 The Controller is responsible for designating an Account Clerk to maintain a check log or check 
book for each checking account.  The check log should account for the disposition of all checks 
(issued, manual, voided, etc.)  This log should be reconciled monthly by an individual other than 
the designated Accounts Payable Clerk. 

 
6.1.4 When generating checks from the HTE system, the Controller’s Office is responsible for 

determining the check number of the last check issued by the system, and reconciling that 
number to the first check in the remaining stock. 

 
6.1.5 All City checks must bear the signature of the Mayor and the Controller.  The Controller is 

responsible for reviewing the unsigned accounts payable checks and approving (by signing) the 
check log for each check run.  A designee of the Controller is responsible for affixing the 
required signatures with a digital image of the authorized signatures. 

 
6.1.6 An ink stamp used to affix the Controller’s and Mayor’s signature to checks is required to be 

maintained by the Controller in a secured cabinet. 
 
6.1.7 Vendor payments should not be issued to vendors with delinquent Stamford tax bills.  The 

following procedure is to be followed: 
 

• Within one month after the due date for the payment of real and personal property 
taxes, the Tax Collector shall provide a copy of the tax list to the Controller and 
Corporation Counsel. 

• Vendor checks are issued approximately 3 times per week.  All vendor payments 
exceeding $2,500 must be checked against the tax list to determine whether any taxes 
are owed by the vendor. 

• Any matches will be sent by the Controller’s Office to the Corporation Counsel, who 
will send a letter to the vendor advising them that they must pay the tax bill before the 
City will release the vendor payment. 

• As these tax bills are satisfied by vendors, they will be issued a “release” form.  
Vendors will then be instructed to present the release form to the Controller’s Office. 

• The Controller will keep release form and release any held checks to the vendor. 
 
6.2 Accounts Payable Disbursements 

 
6.2.1 The City processes vendor disbursements from the HTE financial system on a regular basis (at 

least weekly). 
 
6.2.2 It is the City’s policy is to pay vendors within 30 days of the vendor’s invoice date. 
 



 
 
   CITY OF STAMFORD 
   ACCOUNTING POLICY AND  
   PROCEDURES MANUAL 
 
 

Revision 4  
12/30/08 
 
 

33

6.2.3 The Controller’s Office is responsible for approving all Accounts Payable transactions for 
payment and generating checks.  This is accomplished as follows: 

 
• Generate and review accounts payable edit report, and resolve any discrepancies or 

errors. 
• Generate a new accounts payable “group” by selecting invoices to be paid. 
• Update invoices selected for payment to create payables in HTE. 
• Create a check processing group in HTE, noting the beginning check number. 
• Load blank check stock into printer and begin check generation process.  Note 

beginning check number and reconcile to previous check register. 
• Generate checks and check register. 
• Review checks and check register for propriety. 
• Update check processing group to post payments to the general ledger. 

 
6.2.4 The check register is forwarded to the Controller for review and approval. 
 
6.2.5 Signed checks go to Accounts Payable to be separated, combined with any support 

documentation and mailed to vendors. 
 
6.2.6 Checks are scanned into Optiview (HTE scanning document retrieval software). 
 
6.2.7 Certain vendor payments are made by wire transfer.  These include the following: 

 
• Medical insurance premiums 
• Debt service payments 
• Stamford DSSD 
• Ferguson Library 
• Childcare Learning Center 
• Stamford Museum 
• Fire Departments (Long Ridge, Turn of River, Belltown, Glenbrook) (Monthly 

Allocations) 
 

6.2.8 Unless prior approval is obtained from the Controller, all accounts payable checks will be mailed 
to the vendors at the addresses contained on the invoice. 

 
6.3 Positive Pay Procedures and Controls 

 
6.3.1 Positive Pay is used for our main disbursement bank account. 

 
• HTE check register is converted to bank issue file. 
• Issue file is uploaded in bank before checks are released. 
• Bank compares checks it receives for payment against the issue file (i.e., payee 

verification, dollar amount verification). 
• If the bank receives a check that does not match the issue file, it identifies it as an 

exception item (i.e., a non-conforming positive pay item) and sends an email to 
selected people in the Controller’s Office. 
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• When there is an exception, it is investigated to determine whether check should be 
paid or rejected. 

• After being investigated we authorize bank to pay the check or to reject the check. 
• If we do not respond to an exception by 2:00 p.m. the default instruction at the bank is 

to return the item. 
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7. Reconciliation and Closing Procedures 
 

A. Process Overview 
 
 Accounting policies and procedures related to reconciliation and closing 

procedures are designed to ensure that accountability for recorded transactions is 
maintained; and that transactions are recorded on the City’s general ledger in an 
accurate and timely manner. 

 
 
B. City Charter/Code of Ordinances References 
 

Reference Subject 
  
None noted.  

 
 

C. Significant Policies 
 

♦ An appropriate level of management, to emphasize their importance and 
authority, should promulgate accounting policies and procedures.  The 
documentation of accounting policies and procedures should be evaluated 
annually and updated periodically, no less than once every three years, 
according to a predetermined schedule. Changes in policies and procedures 
that occur between these periodic reviews should be updated in the 
documentation promptly as they occur.  The Controller is assigned the duty 
of overseeing this process.  Management is responsible for ensuring that this 
duty is performed consistently. 

♦ The Controller is responsible for closing the City’s general ledger each 
month on HTE. 

♦ The City’s general ledger should be closed within five weeks of the end of 
each month. 

♦ All bank accounts are required to be reconciled within four weeks of the end 
of each month. 

♦ Central Services is responsible for providing the Controller’s Office with all 
information related to source changes and telephone charges by the 15th of 
each month. 

♦ The Controller’s Office is responsible for distributing cash collection 
information recorded on the City’s general ledger to selected departments 
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each quarter.  All department heads are responsible for verifying that the 
revenues recorded are complete and accurate. 

♦ The Controller shall approve and update to the general ledger the following 
types of non-standard and non-routine journal entry: 

• Annual charge-backs in approved budget document 
• Adjusting entries exceeding $25,000 between funds 
• All adjusting entries initiated by the City Finance Department 
• All entries related to bank transfers 
• All year-end and monthly closing entries 

 
 
D. Attachments – See Appendix A 
 

1.  Monthly Reconciliation and Closing Procedures Checklist (Including 
Treasury and Non-Treasury Account Reconciliation Checklists and Pooled 
Cash Reconciliation) 

2.  Request for Correction of Expenditure or Revenue Postings 
3.  Sample Letter – Departmental Year-End Closing Procedures 
4.  Controlled Disbursement Account – Bank Reconciliation Procedure 

(2/22/08) 
5.  Transactions/Journal Entry Types and Review and Approval Policy (4/3/08) 
6.  Schedule of Monthly Closings 
7.  Internal Control Questionnaire 
8.  Connecticut Public Records Retention Schedule 
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7 Reconciliation and Closing Procedures 

 
7.1 General 

 
7.1.1 The Controller’s Office is responsible for closing the City’s general ledger each month.  In order 

to provide financial reports that are accurate and complete, certain reconciliations and non-
routine accounting entries must be prepared prior to the monthly closing.  These should normally 
include the following: 

 
• Bank account reconciliations to Treasury Fund balances (see attached) 
• Reconciliation of Treasury Fund equity accounts to corresponding Pooled Cash 

account balances (see attached) 
• Investment account reconciliations (including pension accounts) 
• Reconciliation of open payables to the general ledger (Generate open invoice report at 

the close of business on the last day of each month) 
• Reconciliation of open purchase orders to encumbrance balances on the general ledger 

(Generate open purchase order report at the close of business on the last day of each 
month) 

• Reconciliation of tax receivables, revenues and overpayments from tax collectors 
records to the general ledger 

• Reconciliation of receivable control accounts to subsidiary ledgers 
• Reconciliation of other asset and liability control accounts to subsidiary ledgers 
• Record interest income and change of fair market value from investments 
• Reconcile all interfund balances 
• Reconciliation of sewer receivables (WPCA Fund) to subsidiary ledgers 

 
7.1.2 The Controller is responsible for developing a schedule of monthly closings for the fiscal year by 

July 1 each year.  Each fiscal month must be closed within five weeks from the end of the month. 
 
7.1.3 The schedule of monthly closing dates should be distributed to each department and the Board of 

Education.  (See attached.) 
 

7.2 Monthly Reconciliation Procedures 
 

7.2.1 All subsidiary accounts (with material value) should be reconciled to the general ledger from the 
supporting subsidiary ledger prior to each monthly closing. 

 
7.2.2 The Controller’s Office is responsible for ensuring that all City bank accounts are reconciled to 

balances recorded on the general ledger on a monthly basis.  All accounts are required to be 
reconciled within 4 weeks of the end of each month. 

 
7.2.3 The Controller’s Office is responsible for reconciling the Pooled Cash account balances in each 

fund to the related equity account in the Treasury Fund.  (See attached.) 
 

7.2.4 The Tax Department is responsible for reconciling all tax revenue and receivable balances from 
the HTE tax system to the general ledger on a monthly basis as part of the Monthly Tax 
Collectors Report.   
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7.2.5 The Controller’s Office is responsible for recording all investment income (STIF, MBIA, money 

markets, CDs, bank accounts) within ten business days of the end of each month. 
 
7.2.6 The Controller’s Office is responsible for reconciling accounts payable and encumbrance 

balances from the HTE purchasing system to the general ledger. 
 
7.2.7 The Controller’s Office is responsible for reviewing all material liabilities and accrued expense 

accounts on a monthly basis.  These balances should be reconciled to subsidiary records, and 
assessed for completeness and accuracy, and the Controller should follow up with the relevant 
department as necessary. 

 
7.2.8 The Controller’s Office is responsible for reconciling all interfund balances. 

 
7.3 Other Monthly Responsibilities 

 
7.3.1 Several non-routine transactions are prepared each month (or quarter as noted).  These 

transactions should be prepared and recorded on the general ledger prior to each monthly 
closing, if their effect on the City’s financial statement would be significant.  A detailed list of 
these transactions follows: 

 
7.3.1.1 Source Charges – The Central Services Department is responsible for the Controller‘s 

Office of the total source charges incurred each month by the 15th of the month 
following the month to be closed.  Source charges include expenditures for fuel, 
postage, printing and duplicating.  The Controller’s Designee is responsible for 
allocating these costs to the appropriate City Departments, and recording the related 
journal. 

 
7.3.1.2 Telephone Charges – The OPM Director designee is responsible for allocating these 

costs to the appropriate departments.  The Controller’s Office is responsible for 
recording the related journal entry.  These costs are determined quarterly. 

 
7.3.1.3 Operating Subsidies - Each month, the City issues operating subsidy payments to 

certain City and private enterprises including: 
 

• Ferguson Library 
• Stamford Museum 
• Volunteer Fire Departments (Bell Town, Springdale, New 

Hope/Glenbrook, Long Ridge, Turn of River) 
• Probate Court (quarterly) 

 
7.3.1.4 Pension Contributions – The employee’s share of pension contributions is paid weekly 

in conjunction with each payroll.  The Director of Administration and the Director of 
Human Resources are responsible for determining the timing and amount of payment of 
the City’s share of pension contributions and communicating this to the Controller’s 
Office. 

 
7.3.1.5 WPCA Billing and Collections – The WPCA Billing Department (in the tax 

department) is responsible for reconciling WPCA accounts receivable from the HTE 
Utility Billing System to the general ledger on a monthly basis as part of the WPCA 
Report of Collections. 



 
 
   CITY OF STAMFORD 
   ACCOUNTING POLICY AND  
   PROCEDURES MANUAL 
 
 

Revision 4  
12/30/08 
 
 

39

 
7.3.1.6 Debt Service Payments – The Controller’s Office is responsible for wiring funds and 

recording all Debt Service payments on the general ledger. 
 

7.3.1.7 Medical and Life Chargeback 
 

7.3.1.8 Social Security – The Office of Policy and Management is responsible for determining 
the amount of fringe benefits provided by the City to employees of the WPCA.  The 
Controller’s Office is responsible for preparing a journal entry to record this charge 
back to the City. 

 
7.3.1.9 Unemployment Compensation  

 
7.3.1.10 Payments to Insurance Fund – Upon notification from the Office of Policy and 

Management and the Board of Education of the payment amount, the Controller’s 
Office is responsible for making the City’s payment to the Insurance Fund, and 
recording this payment on the general ledger on a monthly basis.   

 
7.3.1.11 Other Specific Chargebacks (e.g., BOE, WPCA) 

 
7.4 Monthly Closing Procedures 

 
7.4.1 The Controller’s Office is responsible for posting payroll activity to the general ledger within 

three business days of the payroll date.  Corrections to the generated payroll journal entry related 
to grant or project codes are the responsibility of the Board of Education. 

 
7.4.2 The Controller’s Office is responsible for recording any journal entries necessary to make 

corrections from prior months. 
 
7.4.3 Once the monthly closing is complete, the Controller’s Office is responsible for notifying 

departments that reports are available for them to run.  The Controller will distribute executive 
level reports to the Mayor and all directors. 

 
7.4.4 The Controller’s Office is required to identify completed closing activities on the closing 

checklist (see attached).  Controller’s Office employees are required to identify completed bank 
reconciliations and subsequent reviews and approvals on the appropriate reconciliation 
checklists. 

 
7.5 Quarterly Responsibilities 

 
7.5.1 On a quarterly basis the Controller’s Office will issue a detailed revenue transaction ledger 

showing that quarter’s receipts by department.  This ledger consists of a detail of all cash receipts 
for the quarter for revenue accounts or balance sheet accounts.  This should be distributed to 
selected departments responsible for collecting cash receipts, and discrepancies should be 
reported to the Controller’s Office. 

 
7.5.2 Each quarter, the Director of Grants Administration is responsible for providing the Controller’s 

Office with an analysis of all FICA and Medicare payroll taxes charged to grant accounts.  The 
Controller’s Office is responsible for preparing and recording the journal entry necessary to 
records these expenditures in the appropriate grant accounts. 

 
7.5.3 Each quarter, the Controller’s Office is responsible for transferring cash balances from relevant 

funds in order to balance the fund cash to the cash in the bank. 
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7.5.4 State Sales Tax Payments – The Controller’s Office is responsible for preparing quarterly State 

sales tax returns and payments for receipts from the following activities: 
 

• Ice rink rentals 
• Golf Course locker sales 
• Marina sales 
• Parking Facilities 

 
7.5.5 Each quarter, the Controller’s Office and Risk Manager will evaluate the need to update the 

accrual recorded for outstanding workers compensation claims.  The City’s Risk Manager and 
third party administrator for workers compensation claims will determine the total amount of 
claims incurred and those paid for each quarter.  The Controller’s Office determines the quarterly 
accrual. 

 
7.5.6 The Payroll Department is required to bill each pension fund quarterly for its share of payroll 

processing costs. 
 

7.6 Annual Reconciliation and Closing Procedures 
 

7.6.1 Each November, the City is required to remit payment to the State Department of Transportation 
for its share of parking revenues from the Glenbrook and Springdale train stations.  

 
7.6.2 In March each year, the Controller’s Office is responsible for writing off all City checks issued 

prior to the preceding July.  Funds from uncashed checks shall be maintained in a balance sheet 
account pending final disbursement. 

 
7.6.3 The Controller’s Office is responsible for ensuring that all audit adjustments are recorded and 

that the general ledger reconciles to the audited financial statements of the City.  The general 
ledger should be closed for the fiscal year once this has been accomplished. 

 
7.6.4 In May of each year, the Tax Collector will remove all unapplied payments that are 6 years old 

or greater from the tax due date from the active file and transfer these revenues to the General 
Fund of the City per adopted “Unapplied Tax Payments Policy” – Effective April 8, 2002. 

 
7.6.5 On an annual basis, the Controller will issue an “Internal Control Questionnaire” to all 

departments.  The questionnaire summarizes the basic accounting policies and identifies 
compliance with said policies. (See appendix for sample.) 

 
7.7  Records Retention Policy 

 
On a yearly basis, the Controllers Office will request of the State permission to dispose of documents no 
longer needed per State statutes (schedule M3, form RC-075).  This should be done to coincide with the 
completion of the audit of the current fiscal year.  The form is to be signed by the Mayor and the 
Controller.  When the form is returned by the State the original copy is sent to the Town Clerk for 
permanent retention.  Duplicate copies are kept by the Controller and the employees responsible for 
disposing records. 

 
The schedule is as follows: 
 
BANK STATEMENTS   3 YEARS + CURRENT YEAR 
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BILLS, PAID    3 YEARS + CURRENT YEAR 
CHECK, REGISTERS   3 YEARS + CURRENT YEAR 
CHECKS, CANCELLED  3 YEARS + CURRENT YEAR 
CHECKS, PENSION, CANCELLED 3 YEARS + CURRENT YEAR 
DEPOSIT SLIPS   3 YEARS + CURRENT YEAR 
PAYROLL CHECK REGISTERS 6 YEARS + CURRENT YEAR  
PAYROLL CHECKS   6 YEARS + CURRENT YEAR 
PAYROLL JOURNALS  6 YEARS + CURRENT YEAR  
PAYROLL LEDGERS   6 YEARS + CURRENT YEAR 

 
See the attached State of Connecticut Municipal Records Retention Schedule for more detailed 
information.
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8. Grant Accounting 
 
A. Process Overview 
 
 City accounting policies and procedures related to grant accounting are designed 

to ensure that all program managers are accountable for their programs; all 
transactions are documented timely and appropriately; transactions are properly 
authorized and approved; and are recorded in the City’s general ledger in an 
accurate and timely manner.  Note:  These policies and procedures do not apply 
to the Board of Education. 

 
 
B. City Charter/Code of Ordinances References 
 

Reference Subject 

None noted. 
 

 
 
C. Significant Policies 
 

♦ Department heads are responsible for designating a Program manager for 
each grant administered by their department. 

♦ The Grants Officer is responsible for ensuring that each Program manager 
prepares a budget for each grant, and that the Office of Policy and 
Management records each budget on the HTE system. 

♦ Each Program manager is responsible for monitoring the program budget 
and approving all expenditures charged to the program. 

♦ The Grants Account Analyst is responsible for reconciling all grant budgets 
and expenditures to the HTE system. 

♦ The Controller’s Office is responsible for custody and reconcilement of all 
grant-related bank accounts. 

♦ All State and federal forms are filed with the Mayor’s or Superintendent’s 
signature. 

 
 
D. Attachments – See Appendix A 

 
1.  Sample Personnel Time Record
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8 Grant Accounting 

 
8.1 General 

 
8.1.1 Board of Representatives and Board of Finance approval is required prior to the City’s 

acceptance of new grant funds (operating funds and capital projects funds).  The Controller’s 
Office is responsible for designating new grant project numbers using a standardized coding 
format.  Planning Board approval is also required prior to acceptance of any grant funds for 
capital projects. 

 
8.1.2 Department heads are responsible for designating a program manager from their department for 

each grant program administered by the department. 
 
8.1.3 Program managers are responsible for developing a program budget for submission to the Grants 

Officer for each program.  The Grants Account Analyst is responsible for assisting program 
managers as necessary. 

 
8.1.4 The Grants Officer is responsible for ensuring that budgets are prepared for each grant program, 

and that these budgets have been recorded (by the Office of Policy and Management) on the 
HTE system once approved through the additional appropriation process by municipal boards. 

 
8.1.5 Program managers are responsible for monitoring program budgets, and approving all payroll 

and vendor/contractor expenses charges to their programs. 
 
8.1.6 Each program manager is responsible for ensuring that payroll charges to their grant programs 

are current.  In anticipation of depletion of budgeted grant funds, program managers must 
complete the appropriate Personnel Action Form to cease payroll charges to such programs. 

 
8.1.7 The Grants Account Analyst is responsible for ensuring that general ledger accounts are 

established (by the Controller’s Office) on the HTE system so that grants can be tracked by year, 
by program, and in accordance with all grantor requirements (by subrecipient, etc.).  General 
ledger accounts should correspond to program budget line items when possible. 

 
8.1.8 The Grants Account Analyst is responsible for preparing and submitting all additional 

appropriation forms, budget transfer requests, and budget revision forms related to all grants 
(except BOE). 

 
8.1.9 The Grants Account Analyst is responsible for reconciling all grant budgets and expenditures (as 

reported to Grantors) to the HTE system. 
 
8.1.10 The Grants Account Analyst is responsible for confirming that all funds requested from grantor 

by drawdown have been received.  This is accomplished by analysis of the system revenues 
compared to the grant contract, grant budget, Grants Administration revenue records, and Reich 
& Tang accounts. 

 
8.1.11 The Controller’s Office is responsible for providing Reich & Tang deposit information to the 

Grants Office.  The Grants Office is responsible for directing the Controller’s Office to transfer 
funds from the Reich & Tang accounts to City bank accounts. 

 
8.1.12 The Grants Account Analyst is responsible for applying indirect cost allocations to grant 

programs for employee benefits and other costs deemed reimbursable. 
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8.1.13 The Grants Account Analyst is responsible for maintaining a record of any program income 
earned from all grants and reconciling the general ledger balances to grantor reports. 

 
8.1.14 The Controllers Office is responsible for custody and reconcilement of all grant-related bank 

accounts. 
 

8.2 Grant Reporting 
 

8.2.1 The Grants Account Analyst is responsible for preparing periodic financial statements, reports 
and analyses of grant funds for the City and its grantors, including: 

 
• Grant status reports for the Board of Finance and the Board of Representatives; 
• Semiannual tax abatement program reports; 
• Workers’ compensation reports for WIC grants; 
• Other financial and statistical information related to grants as required. 

 
8.2.2 The Grants Account Analyst is responsible for maintaining a database of tax abatements, and 

obtaining the relevant information from the City Tax Collector to ensure compliance with 
program requirements. 

 
8.2.3 The Grants Account Analyst is responsible for preparing a schedule of Federal and State 

Assistance detailing funds expended each fiscal year by grant award.  This schedule should 
provide sufficient detail to serve as the basis for the City’s State and Federal Single Audits. 

 
8.3 Grant Subrecipients 

 
8.3.1 Several grants received by the City are disbursed to subrecipients that are responsible for 

administering the related programs. 
 
8.3.2 For each subaward of grant funds to a subrecipient, a designated representative of the 

subrecipient, the Mayor, and the program manager are responsible for executing a subaward 
agreement with each subrecipient.  All subaward agreements must include a line item budget. 

 
8.3.3 Program managers are responsible for submitting a requisition in the HTE system to establish a 

purchase order which corresponds to the line item budget from each subaward agreement to 
encumber funds to pay the subrecipient upon compliance with the subaward agreement. 

 
8.3.4 Program managers are responsible for approving all subrecipient invoices and forwarding them 

to Accounts Payable for payment. 
 
8.3.5 As checks to subrecipients are processed, the Grants Account Analyst, or the Community 

Development Director in the case of HUD funding, are responsible for requesting drawdown of 
funds from the grantor, and confirming the receipt of those funds by the City. 

 
8.4 Loan Accounting 

 
8.4.1 The City loans grant funds under the following programs: 

 
• Community Development Block Grant 
• HOME Investment Partnership Program 
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• Brownfields Clean-up Revolving Loan Fund 
• Lead Based Paint Hazard Control Program 
• Stamford Capital Budget – Housing Development Program 
• Other federal and State programs 

 
8.4.2 As required by the funding source, a separate revolving loan fund must be maintained for all loan 

repayments, which may be used by the City as provided by the respective program.  In some 
cases, a separate bank account may be required by the grantor. 

 
8.4.3 Each loan must be evidenced by a promissory note signed by the borrower and a loan agreement 

that is signed by the borrower, the Community Development Director, and the Mayor. 
 
8.4.4 The Community Development Director is responsible for notifying the Grants Account Analyst 

of each loan closing, as well as any adjustments to loan balances attributable to repayments, 
discharges, or satisfaction of terms of forbearance loans. 

 
8.4.5 The Grants Account Analyst is responsible for submitting all loan repayment checks to the 

Controller’s Office, with notation of the relevant program fund.  The Controller’s Office is 
responsible for depositing the funds and recording the repayment on the HTE general ledger.  

 
8.4.6 The Community Development Director is responsible for maintaining a subsidiary ledger of all 

loan balances. 
 
8.4.7 Each quarter, the Community Development Director is responsible for updating the subsidiary 

loan ledger to reflect all current activity including new loans, repayments, loan discharges, and 
accrued interest.   

 
8.4.8 Within ten business days of the end of each quarter, the Controller’s Office is responsible for 

preparing a journal entry to record all loan activity for the quarter. 
 
8.4.9 Each quarter, the Controller’s Office is responsible for preparing a reconciliation of the loan 

ledgers to the related general ledger balances. 
 
8.4.10 The Director of Grant Administration is responsible for reviewing and approving the 

reconciliation of the loan ledger to the general ledger. 
 

8.5 State and Federal Grant Receipts 
 

8.5.1 Grant checks from the State of Connecticut are typically received by the Controller’s Office or 
the Board of Education.  The Controller is responsible for designating an employee from the 
Controller’s Office to receive all State and Federal grant checks.  Upon receipt of grant checks 
by any City department, or the Board of Education, checks should be forwarded to the 
Controller’s designee. 

 
8.5.2 The Controller’s Office should maintain a calendar of State grant payments and should monitor 

mail receipts in the Finance Department and the Board of Education accordingly (see Appendix 
C). 

 
8.5.3 The Grants Account Analyst is responsible for reviewing quarterly revenue reports prepared by 

the Controller’s Office to determine whether all revenues have been appropriately received and 
accounted for. 
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8.5.4 Upon receipt of State and Federal grant checks, the Controller’s Office is responsible for 
identifying any Board of Education checks and forwarding a photocopy of these checks to the 
Board of Education for general ledger coding.  Any other State or Federal grant checks must be 
forwarded to the Grants Account Analyst for appropriate general ledger coding.  The Grants 
Account Analyst is responsible for returning all coded checks to the Controller’s Office. 

 
8.5.5 All checks are required to be coded and deposited within one business day of receipt.  Checks are 

prepared in the same manner as other cash receipts processed by the Controller’s Office. 
 
8.5.6 All State and federal grant receipts should be posted to the HTE financial system in accordance 

with the Controller’s cash receipts procedures.  If the proper general ledger account cannot be 
determined within one business day, the receipt should be posted to an appropriate suspense 
account on the HTE system until such time as it can be properly reclassified. 

 
8.6 School Construction Grants 

 
8.6.1 Responsibilities 

 
8.6.1.1 A Project Manager must be designated for each school construction project. 

 
8.6.1.2 The BOE Project Accountant and Office of Operations (when applicable) are 

responsible for the financial administration of the project, including approval of 
purchase orders, change orders, vendor invoices, and recording these activities in the 
HTE system. 

 
8.6.2 Budgeting and Budgetary Accounting 

 
8.6.2.1 No funds may be committed to a project until an authorizing resolution is passed by the 

Board of Representatives (BOR) and the Board of Education (BOE) of the City. 
 
8.6.2.2 A budget must be prepared for each project on the HTE system. 

 
8.6.2.3 The Grants Accountant is responsible for preparing an application online for grant 

commitment (ED049) from the State Department of Education (SDE).  This form must 
be accompanied by the BOR resolution, the BOE resolution Cost Estimate, Local Share 
Authorization, Ed Specs and Appointment of School Building Committee. 

 
8.6.2.4 The ED049 must be approved online by the Superintendent and submitted to the SDE 

by the Grants Accountant. 
 
8.6.2.5 The City will issue bonding equal to its share of the estimated project cost as determined 

by SDE. 
 

8.6.3 Invoice Processing and SDE Reimbursement 
 

8.6.3.1 Invoices for goods and services related to school construction projects are processed by 
the Accounts Payable unit of the Controller’s Office. 

 
8.6.3.2 All claims for payment during the project must be submitted on an approved AIA 

progress payment form, and must be approved by the Architect, the Project Manager 
and the City Engineer prior to payment.  Final payments must also be approved by the 
Director of Operations and the Purchasing Agent. 

 



 
 
   CITY OF STAMFORD 
   ACCOUNTING POLICY AND  
   PROCEDURES MANUAL 
 
 

Revision 4  
12/30/08 
 
 

47

8.6.3.3 Grants Administration is responsible for submitting online Form ED046 for 
reimbursement of construction costs from the SDE.  An ED046 is prepared on a bi-
monthly basis for ongoing progress payment construction projects. 

 
8.6.3.4 Form ED046 is required to be signed online by the BOE Superintendent prior to 

submission to SDE. 
 

8.6.3.5 Upon completion of a project, the BOE is responsible for adopting a resolution 
accepting the project as complete.  Grants Administration is responsible for submitting 
all necessary documentation to the SDE in order to close the project.  Each project must 
be closed within one year of the date of the BOE’s resolution of acceptance. 

 
8.6.4 Records Retention 

 
8.6.4.1 Grants Administration is responsible for providing the Controller’s Office with a list of 

school construction project and City capital project numbers in order for the 
Controller’s Office to forward to Grants Administration copies of all paid invoices 
related to School Construction Projects. 

 
8.6.4.2 The Purchasing Department is responsible for maintaining a file of all RFP, Bid 

Specifications, Bid Summaries, Bid Award and Construction Contracts for all School 
Construction Projects. 

 
8.6.4.3 The BOE and Office of Operations are responsible for providing Grants Administration 

with all Bid Packages, Bid Summaries, Bid Award, Paid Invoices for all furnishings and 
equipment related to School Construction Projects. 

 
8.6.4.4 The Office of Operations is responsible for providing Grants Administration with 

Ineligible and Limited Eligible Cost Worksheets and all change orders on school 
construction projects for submittal to the SDE for approval. 

 
8.6.4.5 The Grants Administration is responsible for compiling:  bid specifications, bid 

summaries, construction contracts, invoices, Ineligible and Limited Eligible Costs 
Worksheets, and any other documents as necessary for audit purposes. 

 
 



 
 
   CITY OF STAMFORD 
   ACCOUNTING POLICY AND  
   PROCEDURES MANUAL 
 
 

Revision 4  
12/30/08 
 
 

48

 

9. Capital Asset Accounting 
 
A. Process Overview 
 

Property accounting policies and procedures were prepared to formalize the 
procedures to be followed and the records to be maintained pertaining to the 
acquisition, custody, protection, and ultimate disposition of capitalized assets.  
These procedures apply to both the City and the Board of Education.  For 
purposes of these procedures, the Board of Education shall be referred to as a 
department. 
 
The importance and need for these procedures can best be illustrated by 
reference to the City’s annual financial statements on which capitalized assets is 
one of the most significant assets.  Keeping asset information current is also 
important for insurance purposes.  There is a responsibility for all City and 
Board of Education personnel to account for this investment, and to at all times 
maintain adequate controls over assets. 

 
 
B. City Charter/Code of Ordinances References 
 

Reference Subject 
  
None noted.  

 
 
C. Significant Policies 
 

♦ The Controller’s Office is responsible for monitoring and tracking all City 
property for accounting purposes. 

♦ Each department is responsible for safeguarding property in the custody of 
the department. 

♦ The Controller’s Office is responsible for determining whether a new piece 
of property should be capitalized or recognized as an expenditure, and for 
booking the asset to the general ledger. 

♦ Capital assets are defined as assets with an initial, individual cost of more 
than $5,000 and an estimated useful life in excess of 2 years. 

♦ The City shall periodically inventory its tangible capital assets (on a test 
basis) so that all such assets are accounted for. 

 

D. Attachments – See Appendix A 
  
 None
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9 Capital Asset Accounting 

 
9.1 Introduction and Overview 

 
9.1.1 Exceptions to Policies and Procedures 
 

Generally, most property transactions will readily fit into established policies and procedures as 
outlined.  Exceptions will arise occasionally, which will necessitate special decisions according 
to circumstances.  Decisions about such exceptions will be made by the Controller’s Office. 

 
9.2 Responsibilities 

 
9.2.1 The Controller’s Office has overall responsibility for monitoring and tracking property assets.  

Specifically, the Controller’s Office is responsible for: 
 

• The development, implementation and all revisions to the procedures outlined in this 
manual. 

• Recording all changes to assets on the general ledger. 
• Preparing a listing of recorded property and distributing it to selected individual 

departments for verification purposes. 
• Contracting with an independent firm and coordinating a periodic physical inventory 

of our property. 
 

9.2.2 Departments are responsible for: 
 

• Being familiar with the City’s property accounting policies and procedures. 
• Providing adequate narrative detail on requisitions/purchase orders so the Controller’s 

Office can make decisions about capitalizing versus expensing (see Section 9.2) and 
property unit versus property group (see Section 9.3).  The careful selection of 
commodity codes will facilitate this process. 

• Maintaining records related to vehicles in Police, Fire, City Fleet and non-capitalized 
computer inventory. 

• Promptly reporting completed capital projects to permit timely closing and reporting of 
the property asset. 

• Reporting to the Purchasing Agent(s) all transfers or retirements of equipment and any 
equipment determined to be of no further use to the department in accordance with the 
City Purchasing Ordinance (attached). 

• Reviewing the listing of property inventory prepared and distributed by the 
Controller’s Office on a timely basis.  Explaining and pursuing the resolution of all 
discrepancies identified in the property inventory. 

• Cooperating with the firm performing the annual physical inventory. 
• Safeguarding all property in the custody of the department. 

 
9.2.3 Purchasing Agents are responsible for notifying the Controller’s Office (summarized on a 

monthly basis) of all transfers or retirements of equipment and any equipment determined to be 
of no further use to the department in accordance with the City Purchasing Ordinance. 
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9.3 The System in General 
 

9.3.1 The control of property begins with the authorization of expenditure.  The City purchasing 
ordinance outlines proper procurement procedures. 
 

9.3.2 The responsibility for the preparation and maintenance of the property record on the financial 
system is a shared responsibility and requires the cooperation of the department that has physical 
custody of the property, the Purchasing Agent and the Controller’s Office. 
 

9.3.3 Prior to and in conjunction with the establishment of a property record on the financial system, 
the Controller’s Office will make the following basic policy decisions: 

 
(a) Whether the item should be capitalized or expensed (see Section 9.4 for detail) 
 
(b) Consolidation of individual items constituting a property unit.  (See Section 9.5 for 

detail) 
 

The Controller’s Office will contact the department making the purchase if additional 
information is needed to make these decisions. 

 
9.3.4 The information in a property record has many uses.  It is recommended that departments 

familiarize themselves with property information available on the financial system.  This 
information can be of assistance not only in accounting and budgeting, but also in engineering, 
purchasing, maintenance, and in the placement of insurance. 
 

9.3.5 The property being controlled has certain established physical characteristics that serve as a basis 
for identification and control.  It is the physical characteristic of the property at any point in time 
that it is reflected on the financial records at original cost.  It is changes to these physical 
characteristics either through additions, partial or complete retirements, transfers, planned 
retirements, obsolescence, or some other factor that causes a change to be made to the financial 
records.  These changes are reflected as separate assets in the HTE Fixed Asset System. 
 

9.3.6 The property record is intended to accurately reflect City property in accordance with established 
policies and to permit the compilation and summarization of the property facts for management 
use as required. 

 
9.4 Capital and Expense Policy 

 
9.4.1 General 

 
Normally, all expenditures for new buildings and extensions, newly acquired equipment or 
substantial improvements that are not currently consumed are capitalized.  In conformity with 
generally accepted accounting principles, guidelines of Government Accounting, Auditing and 
Financial Reporting (GAAFR) and the Government Finance Officers’ Association (GFOA), the 
City requires that for an asset to be capitalized: 

 
• It must be tangible in nature 
• It must have an estimated useful life in excess of two years 
• It must have an initial individual cost of at least $5,000 
• Purchased and constructed assets are recorded at actual historical cost or estimated 

historical cost.   
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• Donated capital assets are recorded at estimated fair value at the date of donation. 
 

9.4.2 Capitalization vs. Repairs/Replacements 
 

Expenditures for repairs should be distinguished from expenditures for improvements, additions, 
renovations and replacements. 

 
9.4.2.1 Expenditures should be recorded as repairs (and expensed) if they do not materially add 

to the value of the property and do not materially prolong the life of the property.  
Examples are: 

 
• Replacing loose or damaged shingles 
• Replacing broken glass 
• Painting and decorating an office 
• Resurfacing a parking lot 
• Making temporary repairs to last less than two years 
• Making minor repairs to fully depreciated assets 

 
9.4.2.2 Expenditures that increase the value of property, prolong its life or adapt it to a new or 

different use are capital expenditures.  If the life of the property has been significantly 
extended, the remaining original cost should be depreciated over the new life. 

 
• Replacing floors 
• Replacing a roof 
• Reconditioning machinery, thereby extending its life 
• Replacing a truck or auto engine 
• Overhauling a truck or auto that was substantially worn out 
• Installing a new heating system 

 
9.4.2.3 Other expenditures that may be capitalized include: 

 
• Land improvements that depreciate over time, for example, parking lots, 

playgrounds, athletic fields 
• Structural changes or alterations to City owned buildings which become 

part of the building and increase its life or value 
 

9.5 Definition of Property Units  
 

9.5.1 Property Units 
 

A property unit is defined as one or more items of property functioning and generally identified 
as a single operating unit.  Auxiliary equipment necessary to the functioning of a unit, although 
possible of separate control, may be considered to be part of a unit when the life and utility of 
such items are mainly dependent on that of the main unit.  Any attachments to a main piece of 
machinery should be included in the cost of the item but clearly identified within the description. 
 
Individually controlled property units generally will include: 
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• Each land site or parcel 
• Each building structure including framing, walls, roof, floors, partitioned rooms and 

interior finish.  Building foundations are also considered part of the structure. 
• Transportation equipment – each piece 

 
Each unit that exceeds the capitalization amount of $5,000 should be identified and capitalized 
separately. 

 
9.6 Accounts and Inclusions 

 
9.6.1 Account Definition 

 
Capital assets shall be classified into the following accounts: 
 
A.  Land 
 
The land capitalized fixed asset account should include all land and land rights purchased or 
otherwise acquired by the City.  The cost of land should include all legal and title fees, surveying 
fees, appraisal and negotiation fees, site preparation costs, and the cost of razing unwanted 
structures.  Donated land should be recorded at fair market value at the time of donation.  If land 
is acquired with a building as a single parcel, the value of the land should be determined at the 
time of the purchase and carried in the land asset account.  Where the historical cost of land is 
not available, historical cost values have been determined through estimated values and 
construction cost indices to determine estimated historical cost. 
 
B.  Buildings 
 
This classification shall reflect the total costs of buildings and, in general, will include such items 
as: 
 

• Excavating and grading costs to prepare building foundation. 
• Construction costs to erect building structure, including architect fees. 
• Alteration costs as discussed below. 

 
The capitalized cost of new construction should include all expenditures incurred in connection 
with and directly related to the construction of buildings.  If the construction work is done by the 
City, the costs should include all material charged to the job, labor and maintenance overhead. 
(Entire cost of project) 
 
The capitalized cost of purchased buildings should include all costs incurred in connection with 
the acquisition, including fees, commissions, and other costs to place the building in operation.  
If the purchase price includes other capital items such as land, or machinery, the cost should be 
allocated between the various asset classifications, as appropriate. 
 
Expenditures for alterations or additions to an existing structure should be capitalized if they are 
greater than $5,000, increase the value of the property or extend the useful life of the structure.  
Generally, all costs of major alterations in connection with the conversion of a facility to a new 
use, and increases the usefulness of the facility, should be capitalized. 
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Alterations that are minor in nature should be charged to expense.  Painting and other 
expenditures, such as repairs, and partial replacement of floors, roofs, etc., necessary to keep the 
building in a usable condition should not be capitalized. 
 
The cost of a building should include all building service items such as elevators, plumbing, 
sewerage systems, HVAC systems, electric lighting systems, and fire protection systems, and 
audio systems. 
 
C.  Equipment 
 
This classification will include items such as vehicles, computer equipment, furniture, etc. 

 
D.  Improvements 
 
This classification will include improvements made to land including parks, golf course, etc. 
 
E.  Infrastructure 

 
This classification will include assets for infrastructure related to sewers, water, roads, sidewalks, 
and bridges, etc. 

 
F.  Construction in Progress 

 
This classification can include buildings, improvements and infrastructure. 

 
9.7 Creation of Property Records in HTE Fixed Assets Module 

 
9.7.1 Assets (purchases) meeting the established dollar threshold are held in a pending asset file on the 

HTE system. 
 
9.7.2 On a weekly basis, the Controller’s Office is responsible for reviewing all purchases in the 

pending asset file in the HTE system.  Purchases not required to be recorded are deleted from the 
pending asset file. 

 
9.7.3 The pending asset is moved from the pending asset file into an active property record on the HTE 

Fixed Asset Module. 
 
9.7.4 On a weekly basis, journal entries are created from the pending asset file as well as any other 

changes made to an asset (e.g., deletions, transfers). 
 

9.7.5 On a monthly basis, the Controllers Office runs the monthly processing that posts depreciation 
expense and accumulated depreciation. 

 
9.7.6 On a quarterly basis, the Controller’s Office shall review all assets identified as Construction in 

Process (CIP).  In General CIP assets that are more than 90% complete (as compared to budget) 
shall be converted to an asset and be depreciated.  The Controller’s Office shall use the Capital 
Projects database as a source to determine when assets are to be moved out of construction in 
progress. 

 
9.7.7 On an annual basis, the Controller’s Office shall submit a listing of assets to the managers of the 

enterprise funds (Water Pollution and Control and EG Brennan Golf Course) and ask them to 
verify the assets listed on the financial records.   Also, Fire, Police and City Fleet management 
will be asked to verify their records against HTE. 
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9.8 Depreciation and Useful Lives 

 
9.8.1 Capital assets of the City are depreciated using the straight line method over the following 

estimated useful lives: 
 

• Buildings 45  years 

• Buildings (Mason or Wood) 40 years 

• Equipment   

♦ Appliances 10 years 

♦ Communications 10 years 

♦ Autos & Heavy Trucks 10 years 

♦ Heavy Construction Equipment 15 years 

♦ Light Trucks & Vans   6 years 

♦ Light Construction Equipment   5 years 

♦ Fire Apparatus   5 years 

♦ Computers   5 years 

♦ Furniture & Fixtures   5 years 

♦ Small Machinery   5 years 

♦ Miscellaneous   5 years 

♦ Office & Multi Media   3 years 

• Infrastructure   

♦ Sewer Lines 99 years 

♦ Bridges 50 years 

♦ Storm Drains 50 years 

♦ Manholes 50 years 

♦ Sanitary Sewers 50 years 

♦ Hydrants 25 years 

♦ Roads 25 years 

♦ Sidewalks 25 years 

♦ Miscellaneous 25 years 

♦ Traffic Signals 15 years 

• Improvements 20 years 
 

Adjustments may be made to these estimated useful lives appropriate to its own particular 
circumstances.  The Controller’s Office may consider the potential effect of quality, application 
and environment when assigning useful lives. 
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10. Payroll Accounting 

 
A. Process Overview 

 
City payroll policies and procedures are designed to ensure that payroll-related 
transactions and activities are properly authorized and approved; payroll 
processing is complete and accurate; and payroll transactions are documented, 
and recorded on the City’s general ledger in an accurate and timely manner. 

 
 
B. City Charter/Code of Ordinances References 
 

Reference Subject 
  
City Charter C5-50-2 Finance Functions 
City Charter C5-10-3 Salaries 

 
 
C. Significant Policies 
 

♦ Payments for wages and salaries should be made to employees only at the 
authorized rate of pay and only through the payroll system. 

♦ Payments for wages and salaries should be made based on time records of 
work performed and must be approved by supervisors or managers. 

♦ Payroll records must be retained by departments in compliance with State 
Record Retention Laws which require payroll records to be retained for at 
least three audited years.  However, payroll records cannot be destroyed 
until the Controller notifies departments that approval has been granted from 
the State of Connecticut.   

♦ Managers are responsible for reviewing payroll registers each pay period 
and reporting all discrepancies immediately.  Periodically, departments will 
be asked to certify that payroll registers are correct. 

♦ Employees, editors and approvers are required to follow the Kronos policies 
related to the recording, editing and approving of time and attendance 
information.  Employees not on Kronos are required to follow applicable 
time and attendance policies. 

♦ Payroll deductions should be correctly recorded and paid to the appropriate 
third parties on a timely basis.  Also, related payroll reports to third parties 
should be submitted on a timely basis. 
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D. Attachments – See Appendix A 
 

1.  Kronos Policy (Clock-In/Clock-Out Policy) 
2.  Citywide Overtime Policy 
3.  Motor Vehicle Use Policy 
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10 Payroll Accounting 
 

10.1  Employee Payroll Information, Status, and Changes 
 

10.1.1 The HR/Personnel Department maintains employee files in which employee rate of pay history is 
documented and withholding authorizations are maintained.  Most changes to payroll data 
(which are processed by the payroll department) are initiated by the HR/Personnel department 
(e.g., hiring of new employees, authorization for payroll increases) 

 
10.1.2 All changes to payroll data including new hires, terminations, pay rate changes and voluntary 

and mandated payroll deductions must be authorized in writing.      
 
10.1.3 PAF / EDF - The City uses a Personnel Action Form (PAF) and the BOE uses an Employee 

Data Form (EDF) to communicate authorized changes in employee information to the Payroll 
Department.  Changes to payroll data (via a PAF or EDF) must be authorized by the appropriate 
officials outside of the payroll department.       

 
10.1.4 New Hires – The hiring department completes a PAF, forwards it to HR who will then obtain all 

the required approvals and then enter the information into PeopleSoft.  The week before the new 
hire begins; the information is sent to the Payroll Department through the PeopleSoft interface 
and then imported into payroll SourceLink.  If the employee is paid on a current pay period basis, 
the Payroll Department will make the necessary entries.  Paid on a current pay period basis 
means employees are paid their base pay the same week they work.   

 
10.1.5 Separations – The individual departments must notify HR/Personnel and Payroll Departments of 

a separation as soon as possible.  A delay in notifying HR/Personnel and Payroll Departments 
could result in a salary overpayment.  To avoid an overpayment, the initial notification of a 
separation should be made either by phone or email to HR/Personnel.  The notification must 
include the employee’s name, the date of separation, and the reason for the separation.  The 
initial notification must be followed up with a completed PAF/EDF sent with the proper 
departmental approvals.  The PAF/EDF must include any vacation and sick payouts due to the 
employee.  Refer to the employee’s contract for details.  The HR/Personnel Department reviews 
the PAF/EDF, obtains all the required approvals, and then sends the PAF/EDF to the Payroll 
Department to officially terminate the employee from the payroll system.  Terminations are not 
processed through the PeopleSoft interface.  Exit interviews will be performed by the HR 
Department for payment of accrued leave, post employment benefits and return of City property.  

 
10.1.6 Contract Changes – There are two types of contract changes.  One is processed when a new 

fiscal year begins if a contract is settled and the other occurs when a contract is ratified by the 
union and City during the course of a fiscal year.  Changes are made at the beginning of each 
fiscal year to ensure employee pay and deductions are in compliance with the terms of those 
contracts.  Changes may impact pay rates, as well as deductions for pensions, medical, and group 
life insurance.  These changes are initiated by HR/Personnel, made in PeopleSoft, and imported 
into the payroll system through SourceLink.  If union dues deductions change with the union 
contract, these are made in the payroll department.  If a contract is settled during the course of a 
fiscal year, the payroll department calculates any retroactive payments as a result of the changes, 
which are verified by HR before payments are made.  

 
10.1.7 Step Increases – Step increases that are negotiated to change at the beginning of a fiscal year 

require no action by the department.  HR/Personnel will update the employee’s record and 
process the change through the PeopleSoft interface.  Step increases that are negotiated to occur 
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on the employee’s anniversary date require the department to complete a PAF/EDF to affect the 
step increase.  Refer to the employees’ contract for the date of step increase. 

 
10.1.8 Demographic Changes – Demographic changes, including name, address and marital status are 

interfaced to payroll from PeopleSoft.  In order to make changes to PeopleSoft, the department 
must complete a PAF/EDF form with the appropriate changes and submit it to HR/Personnel for 
entry. 

 
10.1.9 Non-Contractual Deductions – Generally, non-contractual deductions are deductions that do 

not change with the rate of pay. These types of deductions include union dues, credit union, 
transit checks, garnishments, etc.  These deductions are entered directly into the payroll system 
by the payroll department, based on authorization forms submitted by the appropriate 
managers/employees.  Each organization submits their own format authorizing the deductions in 
writing.     

 
10.1.10 Tax changes – Tax changes are made to the payroll system by the Payroll Department.  The 

changes are made when the Payroll Department receives the completed tax forms (Federal W-4 
Form and CT-W4 Form) from an employee.  The forms are available in the Payroll Department 
or on the City of Stamford website.  The City will monitor compliance with IRS regulations 
relating to W-4’s.  

 
10.1.11 Direct Deposit – Employees are strongly encouraged to utilize direct deposit.  In order to do so, 

they must complete a direct deposit form, attach a voided check and return both the form and the 
voided check to the payroll department.  The forms are available in the Payroll Department or on 
the City of Stamford website. 

 
10.1.12  Internal Control – HR and OPM will periodically compare sample payroll data to the 

personnel files to ensure that all changes have been made accurately and timely and that only 
authorized changes have been made.  Additionally, the external auditors test a sampling of 
changes at the end of each fiscal year as part of their audit procedures. 

 
10.2 Basic Payroll Processing 
 

10.2.1 Overview – Basic payroll processing is the periodic payments made to employees for services 
provided in compliance with the employee’s contract and labor laws.  Some employees are paid 
as “forecasted” employees. These employees are teachers, school administrators, and for base 
pay, members of the police union.  This means these employees will be paid even if no entries 
are made to the payroll system.  All other employees’ entries must be made to the payroll system 
to generate a paycheck. Employees who are paid current receive a paycheck for the first week 
they work, on the Friday of the first week worked.  Employees who are paid on a week behind 
basis receive a paycheck for the first week they worked on the following Thursday.  

 
10.2.2 Payroll Sources – The payroll department receives five sources of payroll data to process the 

periodic payroll:  timecards, worksheets, Kronos, computerized data file and vouchers.   
 

• Time cards are used in departments that do not use Kronos or flat files.  Time cards are 
filled out and signed by the employee each week and submitted to their supervisor.  
The supervisor verifies the hours worked, contract compliance, and budget information 
and signs the timecard.  Supervisors are required to maintain the original timecards in 
compliance with the record retention requirements.   

• Summary worksheets are used for the Day Care Center employees who are paid via the 
City payroll system.  The time cards (signed by the employee and supervisor) are 
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summarized on to the worksheets and approved by the supervisor or their designee.  
The worksheets are submitted to the Payroll Department where they are reviewed for 
completeness and proper authorizations and entered into the payroll system. 

• Kronos is the City of Stamford’s automated time and attendance system.  Time 
punches and edits in Kronos create a file that is formatted to interface to Ceridian 
payroll. 

• Until such a time that Kronos is implemented in the respective departments, on a 
monthly basis, the Police Department transmits a data file that contains premium pay 
for the sworn officers.  On a weekly basis, the Fire Department and Police Extra Duty 
send a data file to the Payroll Department.  The Fire Department and Extra Duty also 
send a hard copy of what is on the data file.  The electronic version and hard copy are 
verified for completeness and accuracy.  The electronic file is imported into Ceridian, 
processed and paychecks are generated.  

• Vouchers are used for Home Tutors, Bus Aides, and Adult Education.  Vouchers are 
also used for extra service pay such as BOE Police/Fire, Intramural, Breakfast Aides, 
and Extra Service.  Vouchers are filled out and signed by the employee and approved 
by their supervisor/department head.  The supervisor/department head sends the 
completed voucher to the BOE Personnel Department with the proper rate and budget 
code.  The BOE enters the information directly into the payroll system.  Source 
documents are retained in accordance with record retention requirements.  More 
detailed information on vouchers is contained in Exhibit 5.   

10.3 Kronos 
 

10.3.1 The City of Stamford and Board of Education have adopted three Kronos policies related to time 
and attendance.  There is a policy for employees, editors and approvers and they are included as 
exhibits 2, 3 and 4. 

 
10.3.2 The time and attendance information is reconciled before and after it is imported into the payroll 

system.  First, a report from Kronos is generated that provides the total hours in each payroll 
company.  Second, all transactions occurring in Kronos within the pay period are segregated and 
an electronic file is created.  This file is then imported into the payroll system.  Third, once the 
import is complete, a summary report is run from the payroll system and compared with the 
original report run from Kronos.  All differences are reconciled and documented for future 
reference and review. 

 
10.3.3 The Office of Policy and Management performs random electronic audit processes to review the 

weekly time recorded on Kronos to determine if edits were in compliance with adopted policies.  
These random audits will also verify that “approvers” have not delegated responsibility to 
subordinates by providing their password to the Kronos system. 

 
10.3.4 Any group of City of Stamford or Board of Education employees that do not use Kronos to track 

time and attendance should be transitioned to Kronos at the earliest possible time, once any 
practical, technical, or contractual obstacles are resolved. 

 
10.4 Distribution of Paychecks – General 
 

10.4.1 Payroll checks should be distributed to employees by individuals who do not approve time 
records, are not responsible for hiring/firing, and do not control the preparation of the payroll. 

 
10.4.2 All department representatives picking up batched checks for distribution will be required to sign 

a form identifying the department, the representative’s name, date and time of pick-up.  A 
specific description of paycheck distribution by department is included as Exhibit 1. 
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10.4.3 Periodically, a sampling of endorsements on paychecks will be compared with employee 

signatures on file. 
 
10.4.4 Unclaimed payroll checks should not be mailed to employees.  They should be returned to the 

accounting department.  Subsequent payment will require the presentation of appropriate 
evidence of employment by the employee. 

 
10.4.5 Paychecks and direct deposit stubs will be distributed to City employees on Friday.  Paychecks 

and direct deposit stubs will be distributed for Board of Education employees on Thursday, or 
per the union contract.    

 
10.5 Special Distributions 

 
There are several types of special distributions. A special distribution may be processed if a manual 
check is authorized.  Special distributions are also payments that are required by contract, and do not 
occur every period or may be a part of a settlement between the City/BOE and an employee. 

10.5.1 Manual Checks – Manual payroll checks are issued for four reasons.  First, an error may have 
occurred in the payroll entry or transmission process.  Second, the department may have made an 
error and did not properly credit an employee for time worked.  Third, manual checks will be 
issued in the case of stale dated or damaged checks.  Lastly, a manual check will be issued if a 
payroll check is lost by the employee.  The controller is required to approve the issuance of all 
manual checks. 

 
10.5.2 Error in Payroll Entry or Transmission – In the case of an error in the payroll entry or 

transmission process, a manual check will be issued within 24 hours of detection of the error by 
payroll or notification by the department and/or employee.   

 
10.5.3 Error in the Department – In the case of errors or omissions made by a department, a written 

request (signed by a City director or an assistant superintendent) for a manual check must be 
addressed and submitted to the controller.  The written request must include a sufficiently 
detailed explanation of how the error or omission occurred.  The controller is required to approve 
the issuance of the manual check and the check will be issued within 24 hours.  In addition, the 
affected employee must come to the payroll department to pick up the check and sign for it.  
Exceptions will be considered on a case-by-case basis. 

 
10.5.4 Stale Dated Checks or Damaged Checks – An employee may present the payroll department 

with a stale dated check (a check more than 90 days beyond the check date) or a damaged check 
(if it is easily recognizable).  If the original check is presented to the payroll department, a 
manual check will be issued to the employee within 24 hours (except when paid through 
accounts payable which takes 48 hours to process) upon approval by the controller. 

 
10.5.5 Lost Checks – An employee may request a replacement pay check if they have lost their 

original.  Upon the employee’s request for a replacement check, the City’s bank will be notified 
and a “stop payment” will be placed on the original check.  Once a confirmation of a “stop 
payment” is received by the controller’s office, usually 3 – 5 business days, a replacement check 
will be issued to the employee upon approval by the controller.  In addition, the affected 
employee must come to the payroll department to pick up the check and sign a statement that 
should they find the original check that they will return it to us.  

 
10.5.6 Allowances for Car, Tools, Gas and Uniforms are paid in compliance with union contracts.  
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10.5.7 Other Payments including Longevity and Education (not included in base) are paid in 
accordance with union contracts. 

 
10.5.8 Settlement Payments are paid with authorized documentation from the Legal or HR/Personnel 

Department(s). 
 

10.5.9 Vacation Advances  
 

10.5.9.1 For departments with employees not using Kronos to record time - Permanent 
employees (not on direct deposit) wishing to receive an advanced check for a vacation 
period must send a request (signed by the department manager) to the payroll manager 
two weeks prior to the vacation period.  No manual checks will be issued for vacation 
advances. 

 
10.5.9.2 For departments with employees using Kronos – Permanent employees wishing to 

receive an advanced check for a vacation period must request the advance check in the 
Kronos Time and Attendance System for payment two weeks before the vacation 
period so the editor/approver has ample time to make the entry.    

 
10.6 Accounting – The payroll system generates a tape that is interfaced with the HTE. accounting system.  

The tape indicates account number (department) charged, and the summary amount charged to each 
account for the pay period.  If an account number on the tape is not an account number on the HTE 
system, it creates an error that is resolved by one of the accountants. Managers can review each week’s 
payroll entries on HTE  Payroll charges will be posted to each department within two weeks of the end 
of each pay period. 

 
 

10.7 Payroll Verification and Reconciliation Procedures 
 

10.7.1 Payroll Compared to Control Totals – After the payroll is processed, the grand total page for 
each payroll company’s payroll register will be verified against the Ceridian general ledger 
reports by the payroll supervisor or designee.  Based upon that review and reconciliation, a 
payroll summary report is prepared (signed by the payroll supervisor) and provided to an 
accounting employee (for verification and then signs the document.  A wire transfer form is then 
prepared and signed by a third employee in the accounting department.  The controller approves 
and signs the wire transfer form. 

 
10.7.2 The Office of Policy and Management is sent an electronic version of the detailed payroll general 

ledger on a weekly basis.  They randomly review the summary and detailed postings and identify 
variances. 

 
10.7.3 The Payroll Department will periodically run reports that will identify if duplicate direct deposit 

accounts or social security numbers are being used. 
 
10.7.4 City employees who are inactive (have had no transactions) in payroll or Kronos for more than 

12 weeks will automatically be purged from the systems in January and July of each year.   
Inactive BOE employees will be purged after 6 months of inactivity.  The Payroll Department 
will provide a list to the HR/Personnel Departments who will process the terminations. 

 
10.7.5 The Benefits Departments in the City and BOE will reconcile payments of payroll deductions of 

insurance, pensions, etc. to third parties.  Detailed reports are sent to each benefit department 
after the payrolls are generated.  Discrepancies are identified and researched. 
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10.7.6 The City and BOE will advise the Law Department when a payroll overpayment has been made 
and no repayment agreement can be reached within 10 days.  The law department will pursue all 
appropriate avenues of collection. 

 
10.7.7 Department managers will be aware of and approve all overtime and compensatory time before it 

is worked except in emergency situations or under extraordinary circumstances. 
 
10.7.8 Payroll Registers – After each payroll run, a check register is produced and sent to each 

department.  Each manager must review the check register.  It is vital that the check register be 
reviewed, as this report is generated directly from the payroll processor (Ceridian) and cannot be 
changed by anyone who processes the payroll. The registers contain the names, addresses, pay 
rates and other demographic information for each employee in the department.  If any changes 
are needed, the department should contact HR or Payroll Department depending on the change 
needed. 

 
10.7.9 Payroll record retention – Payroll records must be kept by the department for at least three 

audited fiscal years.  However, since the City of Stamford is a local government, we must receive 
permission from the State to discard/destroy records.  The Controller will formally contact the 
State annually regarding the records we wish to discard.  Once written approval is received, the 
Controller will notify departments as to which records can be destroyed. 

 
10.7.10 The Payroll Department will perform payroll payouts to verify the identity and existence of each 

employee receiving a paycheck.  Payroll payouts will be performed at no less than one school 
and one City department each quarter.  Exhibit 6 contains the payroll payout procedures for the 
City and Board of Education. 

 
10.7.11 All sensitive payroll information (payroll registers, pay checks, Kronos reports, etc.) should be 

secured and safeguarded at all times.  Electronic and hardcopy records should be accessible only 
to authorized managers/employees. 

 
10.7.12 There will be an annual review of all “outside contractors” to ensure compliance with IRS 

regulations. 
 
10.7.13 The payroll bank account will be reconciled weekly by an accounting employee who has no 

responsibilities for the preparation of the payroll or the physical distribution of paychecks. 
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Appendix A – Attachments 
  
1 Cash Receipts 
                          Page 

1.  Report of Collections  67 
2.  Policy and Procedure Relating to “Unapplied Tax Payments"  68 
3.  Tax Collector’s Report  71 

 
 
2 Treasury Operations 
 

1.  Investment Policy  72 
2.  Mead School Pilot Billing Schedule  78 
3.  Italian Center Billing and Collection Procedure  80 
4.  Resolution No. 2684 – Returned Check Fee  86 
5.  Board of Education Policy on School Activity Funds  88 
6.  Non-Core Bank Account Listing  93 
7.  Alarms Administration Policies and Procedures  94 

 
 
3 Purchasing  
 

1.  Procedures Concerning City Surplus Property  97 
2.  Exemption Certificate  99 
3.  City Purchasing Ordinance  100 

 
 
4 Accounts Payable 
 

1.  Direct Disbursement Form  114 
2.  Travel Policy  115 
3.  Request to Add Vendor to the HTE System.  119 
4.  Orders Placed Before P.O. Issue Form  120 
5.  July 1, 2003 Memo providing additional guidance on encumbrances and purchase 

orders. 
 

121 
6.  City Procurement Card Policies  123 
7.  Board of Education Purchasing Card Policies  138 
8.  City of Stamford Financial Policy No. 9-2 – Agreements Between Organizations 

Receiving City Funds 
 

155 
 
 
5 Capital Projects 
 

1.  Capital Projects Administration Memo (Dated November 16, 2007)  157 
 
 
6 Cash Disbursements 

 
 None 
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7 Reconciliation and Closing Procedures 
 

1.  Monthly Reconciliation and Closing Procedures Checklist (Including Treasury and 
Non-Treasury Account Reconciliation Checklists and Pooled Cash Reconciliation) 

 
170 

2.  Request for Correction of Expenditure or Revenue Postings  174 
3.  Sample Letter – Departmental Year-End Closing Procedures  175 
4.  Controlled Disbursement Account – Bank Reconciliation Procedure (2/22/08)  178 
5.  Transactions/Journal Entry Types and Review and Approval Policy (4/3/08)  180 
6.  Schedule of Monthly Closings  185 
7.  Internal Control Questionnaire  186 
8.  Connecticut Public Records Retention Schedule  190 

 
 
8 Grant Accounting 
    

1.  Sample Personnel Time Record  196 
 
 
9 Capital Asset Accounting 
 
 None 
 
 
10 Payroll Accounting 

 
1.  Kronos Policy (Clock-In/Clock-Out Policy)  198 
2.  Citywide Overtime Policy  200 
3.  Motor Vehicle Use Policy  201 
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Appendix B 
 
Cash Receipts – Deposit Preparation 
 
City Departments, Boards and other Operating Units responsible for preparing receipts for deposit by completing a 
report of collections and a deposit slip, and depositing all funds in the appropriate bank account directly (See 
Section 1.1) 
 

• Town Clerk’s Office 
• Police Department 
• Golf Course 
• Traffic and Parking 
• Sanitation 
• Parks and Recreation* 
• Building* 
• Health* See attached page 
• Smith House 
• Social Services* 
• Parking Garages (Springdale, Glenbrook, Bell Street, Bedford Street) 
• Ice Rink 
• Animal Shelter 
• Board of Education insurance* 
• Board of Education interscholastic* 
• Community Development Program* 
• Drug Assets (Federal and State) 
• Traffic and Parking (meter revenues) 
• Land Use* 
• Cashiering and Permitting 
• Risk Management* 

 
* These departments have the option of utilizing the Finance Department to transport their prepared deposits to the  
bank. 
 
City Departments and other Operating Units responsible for preparing receipts for deposit by forwarding all 
receipts to the Controller’s Office for processing and deposit (See Section 1.2)  
 

• Registrar of Voters • Employee Benefits 
• Board of Representatives • City Grants 
• Board of Finance • Board of Education Grants 
• Mayor’s Office • Finance Department 
• Law Department • Engineering  
• Purchasing • Alarms Administration 
• Assessor’s Office • Fire Department 
• Personnel Department  
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Appendix C 
 
Grant Accounting – State Formula Grant Calendar 
 

Formula Grant Payment Date(s) 
  
State-Owned Real Property PILOT September 30 
College and Hospital PILOT September 30 
Pequot/Mohegan Fund Grant December 31, March 31, June 30 
Town Aid Road Fund Grant 50% in July or August, remainder in January 
Local Capital Improvement Program Upon certification of project 
Public School Transportation March or April 
Non-Public School Transportation March or April 
Adult Education 66% paid August 31, remainder paid May 31 
Education Cost Sharing 25% by October 31, 25% by January 31,  
         remainder by April 30 
Exempt Machinery, Equipment and Commercial Vehicles December 31 
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Adopted by the Board of Finance:  September 2008 
      

       
 
 

CITY OF STAMFORD, CONNECTICUT 
INVESTMENT POLICY 

 
 
 

1.0  Policy Statement 
 
It is the policy of the City of Stamford (the City) that the administration and investment of City 
funds shall be handled with a degree of professionalism that is worthy of the highest public trust.  
Investments shall be made in a manner which will provide the maximum safety for principal 
invested.  Policy limits and diversification of the portfolio are established to protect liquidity for 
daily and other reasonably anticipated cash flow needs.  Achieving a higher rate of return is 
secondary to the requirements for safety and liquidity.  All investments will be made in full 
compliance with local ordinances, state statutes and any applicable IRS requirements.   
 
 
2.0  Scope 
 
This Investment Policy (the Policy) applies to the investment and management of all the funds 
under direct authority of the City of Stamford.  The Policy will apply to all funds accounted for in 
the City’s Annual Financial Report, with the exception of the City’s four Pension funds. 
 
Except for cash in certain restricted and special funds, the City will consolidate all funds.  
Investment income will be allocated or charged back to the various funds based on their actual 
balances and in accordance with generally accepted accounting principles.  Interest will be 
calculated on a monthly basis, and credited back to all participating funds. 
 
 
3.0  Prudence 
 
3.1  The standard of prudence to be used by investment officials shall be the “prudent person” 
standard and shall be applied in the context of managing an overall portfolio.  The Director of 
Administration, Controller and all those delegated investment authority under this Policy, when 
acting in accordance with the written procedures and this Policy and exercising due diligence 
shall be relieved of personal responsibility for an individual security’s credit risk or market price 
changes, provided deviations from expectations are reported in a timely fashion and the liquidity 
and the sale of securities are carried out in accordance with the terms of this Policy.  The 
“prudent person” standard states that “Investments shall be made with the 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 their capital as well as the probable income to be derived.   
 
 

 
 

72



-2- 
 

4.0  Objectives 
 
The objective of the City of Stamford investment and cash management program is to ensure the 
safety, liquidity and yield on the funds entrusted to it.  These objectives, set by the Policy, will 
ensure that all funds are immediately and continuously invested at the most reasonable market 
rates obtainable at the time of investment.  The City of Stamford will seek to attain market rates of 
return on its investments, consistent with constraints imposed by its primary objectives (as listed 
below), cash flow considerations and state laws that restrict the investment of public funds. 
 
The primary objectives, in priority order, of the City of Stamford’s investment actions shall be: 
 
4.1  Safety:  Safety of principal is the foremost objective of the investment program. Investments 
shall be undertaken in a manner that seeks to ensure the preservation of capital and protection of 
principal in the overall portfolio. This will be achieved by mitigating credit and interest rate risk.  
        
a.   Credit Risk:   The City will minimize credit risk, the risk of loss due to the failure of the 

security issuer or backer, by:  
• Limiting investments to the safest types of securities (highest quality, creditworthy). 
• Pre-qualifying the financial institutions, broker/dealers, intermediaries, and advisers 

with which the City will do business. 
• Diversifying the investment portfolio by maturity and issuer so that potential losses on 

individual securities will be minimized. 
  

b.    Interest Rate Risk:   The City will minimize the risk that the market value of securities 
in the portfolio will fall due to changes in general interest rates, by:  
• Structuring the investment portfolio so that securities mature to meet cash 

requirements for ongoing operations, thereby avoiding the need to sell securities on 
the open market prior to maturity. 

• Investing operating funds primarily in shorter-term securities, money market mutual 
funds, or similar investment pools.  

 
4.2  Liquidity:  The investment portfolio shall remain sufficiently liquid to meet all operating 
requirements that may be reasonably anticipated.   This is assured through sufficient distribution 
of funds in highly liquid investments. The portfolio will be structured so that securities mature 
concurrent with cash needs to meet anticipated demands (static liquidity). Furthermore, since all 
possible cash demands cannot be anticipated, the portfolio should consist largely of securities 
with active secondary or resale markets (dynamic liquidity) or investments which offer same day 
liquidity for short term funds.  
 
4.3  Yield:   The investment portfolio shall be designed with the objective of attaining a market 
rate of return throughout budgetary and economic cycles, taking into account the investment risk 
constraints and liquidity needs. Return on investment is of secondary importance compared to 
the safety and liquidity objectives described above. The investments authorized by this Policy are 
limited to relatively low risk securities in anticipation of earning a fair return relative to the risk 
being assumed.  
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5.0  Delegation of Authorities 
 
The investment authority for the City of Stamford is established by the Connecticut General 
Statues.   Responsibility for the investment program has been assigned to the Director of 
Administration by the Charter of the City of Stamford, Connecticut.  The Director of Administration 
may engage the services of a professional cash manager to advise the City on investments in 
accordance with this Policy.  The Director of Administration may delegate the daily investment 
management decisions and activities to the Controller.    
 
The Controller will establish written procedures for the operation of the investment program, 
consistent with this Policy.  Procedures will include safekeeping, investment transaction reports, 
trade documentation, master repurchase agreements and shall include specific delegation of 
authority to persons responsible for investment transactions.  No person may engage in an 
investment transaction except as provided under the terms of this Policy and the procedures 
established by the Controller.  The Controller shall be responsible for all transactions undertaken 
and shall establish a system of internal controls to regulate the activities of subordinate officials.  
Investment officials shall be bonded to protect the public against possible embezzlement and 
malfeasance. 
 
All participants in the investment process shall seek to act responsibly as custodians of the public 
trust.  It is the policy of the City to provide investment training through attendance at courses and 
seminars offered by professional organizations and associations in order to insure quality, 
capability and currency in investment decisions.   
 
 
6.0 Ethics and Conflict of Interest 
 
Employees who have investment authority for the City of Stamford (specifically, the Director of 
Administration and Controller) shall refrain from personal business activity that could impair, or 
create the appearance of an impairment of, their ability to make impartial investment decisions.   
They shall disclose, as part of the annual audit disclosure process, any material financial 
interests in financial institutions that conduct business with the City, and they shall further 
disclose any material personal financial/investment positions that could be related to the 
performance of the City’s portfolio.   Employees shall comply with all applicable laws, regulations, 
professional codes of responsibilities and City policies.  Employees and investment officials shall 
also refrain from undertaking personal investment transactions with the same individual with 
whom the business is conducted on behalf of the City. 
 
 
7.0  Authorized and Suitable Investments 
 
All investments shall be made in accordance with Connecticut General Statutes Sections 7-400-
402.  Only the following types of securities and transactions shall be eligible for use by the City: 
 
1. U.S. Treasury bills, notes and bonds with a final maturity not exceeding three years from the 

date of purchase. 
 
2. Federal Agency debentures and mortgage-backed securities with a final maturity not 

exceeding three years from the date of purchase issued by the Government National 
Mortgage Association (GNMA). 
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3. Federal Instrumentality debentures, discount notes, callable and step-up securities, with a 
final maturity not exceeding three years from the date of purchase, issued by the following 
only: Federal Home Loan Banks (FHLB), Federal National Mortgage Association (FNMA), 
Federal Farm Credit Banks (FFCB), and Federal Home Loan Mortgage Corporation 
(FHLMC). 

 
4. Time Certificates of Deposit with a maturity not exceeding three  years issued by a qualified 

public depository as defined in section 36a-330 of the General Statutes of Connecticut that 
are fully insured or collateralized. 

 
5. Money Market Mutual Funds registered under the Investment Company Act of 1940 that (1) 

are “no-load” (meaning no commission or fee shall be charged on purchases or sales of 
shares); (2) maintain a constant daily net asset value per share of $1.00; (3) limit assets of 
the fund to the securities described in 1, 2 and 3 above and repurchase agreements 
collateralized by such securities; and (4) have a maximum stated maturity and weighted 
average maturity in accordance with Federal Securities Regulation 2a-7.  . 

 
6. Investment Pools that (1) are “no-load” (meaning no commission or fee shall be charged on 

purchases or sales of shares; (2) maintain a constant daily net asset value per share of 
$1.00; (3) limit assets of the fund to the securities described in 1, 2 and 3 above and 
repurchase agreements collateralized by such securities; and (4) have a custodian that is a 
bank as defined in Section 36a-2 of the General Statutes of Connecticut, or an out-of-state 
bank, as defined in said section, having one or more branches in Connecticut. 

 
7. State Short-Term Investment Fund (STIF). 
 
It is the intent of the City that the foregoing list of authorized investments be strictly interpreted.  
Any deviation from this list must be preapproved by the Investment Oversight Committee. 

 
 
8.0  Safekeeping and Custody 
 
The Director of Administration shall approve one or more financial institutions to provide 
safekeeping and custodial services for the City of Stamford.  A Safekeeping Agreement shall be 
executed with each custodian institution prior to utilizing safekeeping services.  All investment 
securities and collateral will be held in third-party safekeeping by the approved custodian on 
behalf of the City. 
 
 
9.0.  Diversification  
 
Invested funds shall be diversified to minimize risk or loss resulting from over-concentration of 
assets in a specific maturity or specific issuer.  The asset allocation in the portfolio should, 
however, be flexible depending upon the outlook for the economy, the securities market, and the 
City’s anticipated cash flow needs.         
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10.0.  Maximum Maturities  
 
To the extent possible, the City of Stamford will try to match its investments with anticipated cash 
flow requirements.  The City of Stamford will not invest in instruments maturing more than three 
years from the date of purchase, and no more than 30%  of the City’s total portfolio shall be 
invested in instruments maturing more than two years from the date of purchase. 
 
 
11.0.  Internal Controls 
 
The Controller shall incorporate additional internal controls into the current cash management 
process and document them in writing.  The internal control procedures will be reviewed and 
approved by the City’s independent auditors.  The controls shall be designed to prevent losses of 
public funds arising from fraud, employee error, misrepresentation by third parties, or imprudent 
actions by employees and officers of the City.   The external auditors will annually review 
compliance with policies and procedures. 
 
 
12.0. Selection of Broker/Dealers 
 
The Director of Administration shall maintain a list of authorized broker/dealers and financial 
institutions which are approved for investment purposes, and it shall be the policy of the City to 
purchase securities only from those authorized institutions and firms.  To be eligible, a firm must 
meet at least one of the following criteria: 

1. Be recognized as a Primary Dealer by the Federal Reserve Bank of New York, or 
2. Report voluntarily to the Federal Reserve Bank of New York, or 
3. Qualify under Securities and Exchange (SEC) Rule 13c3-1 (Uniform Net Capital Rule). 

Broker/dealers will be selected by the Director of Administration on the basis of their expertise in 
public cash management and their ability to provide service to the City’s account.  Each 
broker/dealer shall be required to submit and annually update a Broker/Dealer Information form 
which includes the firm’s most recent financial statements.  Broker/dealers shall also attest in 
writing that they have received a copy of this Investment Policy. 
 
 
13.0. Competitive Transactions 
 
Each investment transaction shall be competitively transacted with broker/dealers who have been 
authorized by the City.  At least three broker/dealers shall be contacted for each transaction and 
their bid and offering prices shall be recorded.  If the City is offered a security for which there is 
no other readily available competitive offering, quotations for comparable or alternative securities 
will be documented. 
 
 
14.0  Investment Oversight Committee 
 
An Investment Oversight Committee will be created to ensure sound investment practices.  The 
committee will be comprised of two elected officials (one from the Board of Finance and one from 
the Board of representatives), the Director of Administration and the Controller.  The Investment 
Oversight Committee will meet as needed.  The Investment Advisory Committee will be provided 
with reports outlining performance, cash balances and budgetary projections no less than twice a 
year.  The role of the committee is not to make actual investment decisions, but rather to act as 
an overseer of the investment program.    
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15.0  Performance Standards 
 
The investment portfolio will be designed to obtain a market average rate of return during 
budgetary and economic cycles, taking into account the City of Stamford’s investment risk 
constraints and cash flow needs.   
 
15.1  Market Yield (Performance Benchmarks):  The standard benchmark for determining 
whether market yields are being achieved for short to intermediate-term investment portfolios will 
be the yields of Treasury Securities with a maturity that matches the weighted average of the 
portfolio and the market yields of the State Treasurer’s Investment Fund (STIF). 
 
 
16.0.  Reporting 
 
If an external professional cash manager is utilized, they shall prepare monthly investment 
reports that summarize recent market conditions, economic developments and anticipated 
investment conditions.  The report shall summarize the investment strategies employed in the 
most recent period, and describe the portfolio in terms of investment securities, maturities, risk 
characteristics and other features.  It should also include a comparison of the performance 
standards outlined in section 15.1.  The report shall explain the period’s total investment return.  
 
 
17.0.  Investment Policy Adoption 
 
The City’s Investment Policy shall be adopted by resolution of the City of Stamford Board of 
Finance.  The policy shall be reviewed annually and any modifications made thereto must be 
approved by the Board of Finance. 
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ORDINANCE NUMBER 865
ARTICLE II
Purchasing

[Adopted 4-1-1991 as Ord.  No. 669,1 amended in
its entirety 10-7-1991 by Ord.  No. 6831

§ 23-14.  Regulations established. [Amended
12-2-1996 by Ord.  No. 805]

Pursuant to C.G.S. §7-148v, as amended, and Sec. C5-50-2(j) of the Charter of the City of
Stamford, regulations governing the purchasing of supplies, materials, equipment and services are
hereby established.

§ 23-15.  Definitions.

For the purpose of this Article, the following definitions shall apply:

BIDDER OR SERVICE PROVIDER LIST - A list, maintained by the purchasing agent, of all
suppliers, vendors, contractors or service providers who have requested, in writing, that they
receive notice of bids or requests for proposals sought by the city.

COMPETITIVE BIDDING - The procedure for obtaining goods or services in which sealed bids
are submitted in response to specifications provided by the city.  This method does not include
negotiation with bidders after the receipt and opening of bids.

COMPETITIVE PROPOSAL - A procedure for obtaining special or professional services in
which proposals are solicited by a request for proposals (RFP), and specific terms and prices may
be negotiated by the city after receipt of the proposals.

CRITICAL EMERGENCY PURCHASES - Those purchases of goods or services which, if not
purchased or ordered immediately, can result in injury or damage to human life or property.  This
shall include all goods or services needed on an emergency basis to comply with federal, state or
local public health, safety or housing codes and emergency repair of city-owned property,
buildings, infrastructure, equipment and vehicles.

DEPARTMENT - Any entity of the city, including but not limited to any Office, agency, board,
commission, department or part thereof.

DEPARTMENT HEAD – Any Director of an Office, Bureau Chief or such other employee with
purchasing authority commensurate with the purchase to be made.

DESIGN/BUILD SERVICES – A combination of professional and general services as defined
under this chapter, to be performed by one contractor under the Competitive Proposal Process
with the approval of the Boards of Finance and Representatives.

GENERAL SERVICES - All services which result in a measurable end product which can be
defined by bid specifications and all services used in the process of building, altering, improving or
demolishing any city property, structure or building or any public infrastructure, but excluding
architectural, engineering and other design services.  Examples include, but are not limited to,
electrical work, road resurfacing, sewer repair, building demolition, equipment maintenance and
haul-away or disposal of waste products.

LOWEST RESPONSIBLE QUALIFIED (OR PRE-QUALIFIED) BIDDER - The bidder whose
bid is the lowest of those bidders possessing the skill, ability and experience necessary for faithful
performance of the work based on objective criteria considering past performance and financial
responsibility.  Bidders may be excluded, provided that  they have been disqualified pursuant to
§23-18.12 of this Code. Bidders may also be pre-qualified utilizing the Request for Qualifications
Process described in § 23-18.1 B 1 of this Code or otherwise using recognized industry standards,
                                                       
1 Editor’s Note:  This ordinance also repealed former Art. II, Purchasing, adopted as 6-50 through &54 of the 1972 Code.
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provided that such pre-qualification criteria have been certified in writing to the purchasing agent
as commercially relevant by the department head and/or the Director responsible for the purchase.

REQUESTS FOR QUALIFICATION/QUALITY BASED SELECTION – A procedure for
selecting pre-qualified proposers for the provision of special or professional services, or for the
final selection of such proposers under §23.18.1 A. and B. of this chapter, respectively, where the
selection criteria may be primarily influenced by the qualifications or experience of the proposer in
similar or related projects.

SPECIAL OR PROFESSIONAL SERVICES - The furnishing of judgment, expertise, design,
advice or effort by persons other than city employees, not involving the delivery of a specific end
product defined by bid specifications.  This shall include consulting, professional, legal, financial,
personal and technical services.  Examples include, but are not limited to, architects, auditors,
attorneys, physicians, real estate appraisers, actuaries, engineers, computer programmers,
professional construction managers, and systems designers.  Special services shall also include
repair services for city-owned property, equipment and vehicles where the nature of the repair
cannot be defined in advance by bid specifications and the professional expertise of the service
provider is more important than the lowest cost.

SUMMARY BID PROCESS – A competitive bid process which may be utilized among original
responsible qualified bidders for a specific project or purchase when all bids exceed the budget
appropriation for such project or purchase after deduction of all reasonably anticipated
contingencies or the budget for such project or purchase, as is authorized under §23-17. H of this
chapter.

SUPPLIES, MATERIAL AND EQUIPMENT (Collectively referred to as goods) - Any and all
articles, whether purchased or leased, furnished to or used by any city department.  Examples
include, but are not limited to, fuel oil, desks, typewriters, paper, sand and high technology
equipment such as computers, commercial software, telecommunications equipment and
photocopying equipment.

23-16.  Purchase of supplies, materials and equipment and general services.

A. Purchases requiring formal competitive bid process.  All purchases of goods and general
services, as defined above which are listed on a requisition to an individual vendor, and which
are anticipated to exceed the limit set annually by the Board of Finance shall be made by
sealed competitive bid as described in § 23-17 of this article. Purchase requisitions shall not
be split to avoid this requirement. In accordance with C.G.S. §7-148v, as amended, said limit
set by the Board of Finance shall not exceed $7,500 or such other maximum amount as set by
said statute. [Amended 12-2-1996 by Ord.  No. 805]

B. Purchases requiring informal competitive quotation process.  Purchases of goods or general
services which  are in excess of three thousand dollars ($3,000.) but are less than the limit set by
the Board of Finance, shall be based upon price quotations. Purchase requisitions shall not be split
to avoid this requirement. Upon compliance with this section, a purchase order shall be issued.

     (1) Price quotations, either oral or written, shall be solicited from at least three (3) vendors or
service providers or obtained from current catalogues or price sheets.  The refusal to quote from
an otherwise valid supplier shall qualify as a quotation.  The process shall be documented in
writing by the purchaser.  If a single reasonable source exists for the purchase, this shall be
documented in writing.

    (2) A purchase of goods or general services shall be counted as one (1) purchase for like
items. Unlike items, grouped together on one (1) purchase requisition, shall require price
quotations only for those items on the purchase requisition that are in excess of three ($3,000.)
thousand dollars. The determination of like and unlike items shall be based on the commodity
codes assigned such items under the then current City financial system.
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    (3) The soliciting of price quotations may be waived for any critical emergency, as defined
above, or for any of the reasons for waiving a bid process in § 23-18.3B. Said waivers shall
require the approval of the department head or designee, who shall certify in writing to the
purchasing agent the need for a waiver, and the approval of the purchasing agent or designee.  No
further approval shall be required.  Said waivers shall be included in the purchasing agent's
quarterly report.

§ 23-17.  Competitive bidding process.

For each purchase of goods or services made by competitive bid, the following shall apply.

A. All requirements, terms and conditions sought by the city, including quality, delivery terms and
vendor or contractor qualifications shall be contained in the bid specifications.  For purchases
requiring a contract, a draft contract shall be made a part of the bid specifications whenever
possible.

B. The purchasing agent shall publish a notice inviting sealed competitive bids at least once in a
daily newspaper in the City of Stamford.  The notice shall be published not less than ten (10)
working days before the final date for submitting bids.  Said notice shall contain a general
description of the goods desired, the place where the bid specifications may be obtained and the
day, hour and place the bids will be opened.

C. The purchasing agent shall, in addition to the notice required, solicit sealed bids from all
qualified potential suppliers who have requested that their names be placed on the bidder list by
sending them copies of the newspaper notice or any other form of publicly available notice that
will acquaint them with the proposed purchase at least ten (10) working days before the final date
for submitting bids. Mailings made by the purchasing agent to qualified potential suppliers shall be
solely for the convenience of suppliers. The failure of the purchasing agent to provide any supplier
with notice of any bid shall not invalidate the bid process nor shall it prejudice the City in any
manner.

D. The purchasing agent may revise the bidder lists by dropping vendors and service providers
who have not responded to three (3) consecutive bid notices sent to them and have not given
written notice of interest in remaining on the list.

E. All bids shall be submitted sealed to the purchasing agent and shall be accompanied by security
in the form of certified check or bond in the amount stated in the public notice.  The bids shall be
opened in public at the time and place stated in the notice.

F. For each purchase made by competitive bidding, a record of all bids submitted, giving the
names of the bidders and amounts of the bids and indicating the successful bidder, together with
the originals of all sealed bids and any other pertinent documents, shall be preserved by the
purchasing agent for not less than three (3) years in a file which shall be open to public inspection.

G. The contract for which the sealed bids are submitted shall be awarded to the lowest responsible
qualified or pre-qualified bidder who meets the requirements, terms and conditions contained in
the bid specifications.2

H. In the event all bids submitted by responsible qualified bidders exceed the budget appropriation
for such purchase after deduction of all reasonably anticipated contingencies, or the budget for
such purchase, at the request of the department head the purchasing agent shall provide a
summary bid process open only to such responsible qualified bidders that originally submitted a
bid. Such summary bid process may include a post-bid conference, and shall permit resubmission
of such original bids or the submission of new bids in not less than three (3) days from the mailing
of notice to the original bidders, and may provide for the deletion or modification of one or more
alternates or specifications provided in the original bid package as determined by the department
head.

                                                       
2 Editor's Note: Former Subsection H. which provided for appeals by bidders. and which immediately followed &b on, was repealed 12-2-1996 by Ord.  No. 805.
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23-17.1. Awarding of contracts which contain alternates. [Added 5-1-1995 by Ord.  No.
7591

A. All bid specifications for a project for which alternates are to be included shall have the
alternates listed in their order of priority.

B.  Prior to awarding a contract for which the bid specifications list alternates to be included, the
purchasing agent shall be informed which alternates are to be included in the contract.

§ 23-18.  Special or professional services and Design/Build Services.

A. Services requiring formal competitive proposal process.  Purchases of special or professional
services,  as defined above which are anticipated to exceed twenty-five thousand dollars
($25,000.), or Design/Build Services shall be made by a competitive proposal process as
described in § 23-18.1 of this Article.  The award of any contract for Design/Build Services shall
require the approval of the Boards of Finance and Representatives. Notwithstanding the
requirements of this section, , said purchases may be made by competitive bid if the selection of a
provider can reasonably be based upon the lowest possible price as determined by the department
head.

B. Purchases requiring informal competitive proposal process.  Purchases of special or
professional services which do not exceed twenty-five thousand dollars ($25,000.) but are in
excess of ten thousand dollars ($10,000.) shall be based upon a reasonable and documented
attempt to solicit proposals.

     (1) Proposals shall be solicited from at least three (3) qualified or pre-qualified service
providers.  The refusal to submit a proposal from an otherwise valid provider shall qualify as a
proposal.  The process shall be documented in writing by the purchaser.  If a single reasonable
source exists for the service, this shall be documented in writing.

     (2) The soliciting of proposals may be waived for any critical emergency, as defined above, or
for any of the reasons for waiving a proposal process in § 23-18.3B. Said waivers shall require the
approval of the department head or designee, who shall certify in writing to the purchasing agent
the need for a waiver, and the approval of the purchasing agent or designee.  No further approval
shall be required.  Said waivers shall be included in the purchasing agent's quarterly report.

§  23-18.1. Competitive proposal process: Requests for Proposals and Quality Based
Selection.

A. Requests for Proposals.

Except as authorized pursuant to §23.18.1 B, for each purchase of special or professional services
in excess of twenty-five thousand dollars ($25,000.) made by competitive proposal, the following
shall apply:

   1.  Preparation of the request for proposals.

      (a) Requests for proposals shall be prepared by the department head requesting the service.
The purchasing agent shall assist in the preparation if needed.  For purchases which require an
additional appropriation, the request for proposals shall clearly state that the awarding of a
contract is contingent upon the appropriation of funds.

      (b) For requests for proposals for services anticipated to exceed $100,000, a selection
committee shall be formed which shall review the  proposals.  The committee shall include the
purchasing agent and representation from all departments directly involved in the project.
Additional members may be appointed by the Mayor.  One (1) department head shall be
designated as the lead department by the Mayor.
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      (c) All requirements, terms and conditions, including provider qualifications, desired by the
city in the proposal shall be contained in the request for proposals.  Whenever possible, a draft
contract shall be made a part of the request for proposals.

  2.  Solicitation of proposals.

      (a) Unless preceded by a Request for Qualifications process as provided in §23-18.1 B 1. of
this Code, the  purchasing agent shall publish notice of the request for proposals at least once in a
daily newspaper in the City of Stamford at least ten (10) working days prior to the deadline to
submit proposals.  Whenever the service requested is so specialized that few appropriate
providers can reasonably be expected to respond to said notice, it shall also be published in other
newspapers or periodicals appropriate to the nature of the service requested.

    (b) The notice shall include a general description of the services sought, the location where
requests for proposals may be obtained and the deadline for the acceptance of proposals.
    (c) In addition to the notice required, proposals shall be solicited from persons or firms thought
to be qualified potential providers of the requested service and from qualified potential service
providers who have requested that their names be placed on a service provider list.  Solicitation
shall be made by sending copies of the newspaper notice or any other form of publicly available
notice that will acquaint providers with the proposed purchase of services at least ten (10)
working days prior to the deadline to submit proposals. All mailings made by the purchasing agent
to qualified potential proposers shall be solely for the convenience of proposers. The failure of the
purchasing agent to provide any proposer with notice of any request for proposal shall not
invalidate the proposal process nor shall it prejudice the City in any manner.

     (d) The proposal process may be waived for any critical emergency, as defined above, or for
any of the reasons contained in § 23-18.3B. Said request for a waiver shall be carried out in
accordance with § 23-18.3B of this Article.

  3.  Awarding of contract.

      (a) Procedures and criteria for reviewing and evaluating proposals shall be defined by the
department head or selection committee in advance of the deadline to submit proposals.  For
projects anticipated to exceed one hundred thousand dollars ($100,000.), the committee shall, if
possible, interview the most qualified proposers.

      (b) No proposal shall be reviewed by the city until after the deadline for proposals.

      (c) The contract shall be awarded to the proposer whose proposal is deemed by the
department head or selection committee to best provide the services desired, taking into account
the requirements, terms and conditions contained in the request for proposals and the criteria for
evaluating proposals.

      (d) For each purchase of services by competitive proposal, a record of all proposals
submitted, giving the names of the proposers and indicating the successful proposer, together with
the originals of all proposals and any other documents pertaining to the selection process, shall be
preserved by the purchasing agent for not less than seven (7) years in a file which shall be open to
public inspection.  The  basis for selection of the successful proposal shall be clearly stated.

B. Solicitation of Proposals Using Quality Based Selection.

1. Quality Based Selection as Pre-Qualification.

a. A Request for Qualifications process may be utilized in the pre-qualification of
proposers in the purchase of special or professional services, or bidders in a competitive
bidding process, where it is determined by the department head that such services are
unique or that the nature of the project requires selection criteria primarily influenced by
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the past experience of a proposer in similar or related projects. Such determination shall be
made in writing and approved by the Director with oversight responsibility for such
department head. Copies of the written determination and Director’s approval shall be
immediately forwarded to the Boards of Finance and Representatives.

b. The notification and publication requirements in §23-18.1 B of this Code shall be
deemed to have been satisfied where such procedures have been utilized in a preliminary
process of Requests for Qualifications. Where a Request for Qualification has been so
utilized, the Request for Proposals may be exclusively directed to the proposers deemed
qualified by the selection committee.

c. Requests for Qualification shall be prepared by the department head most closely
involved in the project. A selection committee shall be formed which shall evaluate the
responses.  The committee shall include the purchasing agent and representation from all
departments directly involved in the project.  Additional members may be appointed by the
Mayor.  One (1) department head shall be designated as the lead department by the
Mayor.

d. The selection committee shall review all qualifications submitted and shall interview
not less than three proposers (or such lesser number as shall have submitted
qualifications), and shall determine which of the proposers are qualified under such
qualification criteria as shall have been certified in writing to the purchasing agent as
commercially relevant by the department head and/or the Director responsible for the
purchase. The selection committee shall furnish a list of such pre-qualified proposers to
the purchasing agent. Thereafter, a Request for Proposals process shall be utilized
pursuant to §23.18.1 A of this chapter. In the case of a purchase of supplies, materials,
equipment or general services a Competitive Bid Process pursuant to §23-17 shall be
utilized, except that bids may be solicited exclusively from the list of pre-qualified bidders.

2. Quality Based Selection as a Final Selection Process.

a. A Request for Qualifications process may be utilized in the purchase of special or
professional services in lieu of the Request for Proposals process, where it is determined
by the department head that such services are unique or that the nature of the project
requires selection criteria primarily influenced by the past experience of a proposer in
similar or related projects, and that the best interests of the City will be served by the use
of such process. Such determination shall be made in writing and approved by the Director
with oversight responsibility for such department head. Copies of the written
determination and Director’s approval shall be immediately forwarded to the Boards of
Finance and Representatives.

 
b. Requests for Qualification shall be prepared by the department head most closely

involved in the project. A selection committee shall be formed which shall review and
evaluate the responses.  The committee shall include the purchasing agent and
representation from all departments directly involved in the project.  Additional members
may be appointed by the Mayor.  One (1) department head shall be designated as the lead
department by the Mayor.

c. The purchasing agent shall publish notice of the Request for Qualifications at least
once in a daily newspaper in the City of Stamford at least ten (10) working days prior to
the deadline to submit proposals.  Whenever the service requested is so specialized that
few appropriate providers can reasonably be expected to respond to said notice, the
publication may be waived or limited to newspapers or periodicals appropriate to the
nature of the service requested. The notice shall include a general description of the
services sought, the location where requests for qualifications may be obtained and the
deadline for the acceptance of proposals. Mailings made by the purchasing agent to
potential proposers shall be solely for the convenience of proposers. The failure of the
purchasing agent to provide any proposer with notice of any request for qualification shall
not invalidate the proposal process nor shall it prejudice the City in any manner.

d.  In addition to the notice required, proposals may be solicited from persons or firms
thought to be qualified potential providers of the requested service and from qualified
potential service providers who have requested that their names be placed on a service
provider list.  Solicitation may be made by sending copies of the newspaper notice or any
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other form of publicly available notice that will acquaint providers with the proposed
purchase of services at least ten (10) working days prior to the deadline to submit
proposals.

e. The selection committee shall review all qualifications submitted and shall interview
not less than three proposers (or such lesser number as shall have submitted
qualifications), and shall determine which of the proposers are qualified under such
qualification criteria as shall have been certified in writing to the purchasing agent as
commercially relevant by the department head and/or the Director responsible for the
purchase. The selection committee shall rank the proposers based upon such qualification
criteria in order of preference and shall provide a list thereof to the purchasing agent.

f. The department head shall then negotiate a contract with the highest qualified firm
with the assistance of the Office of Legal Affairs, at a compensation determined by the
department head to be fair and reasonable to the City, considering the estimated value, the
scope, the complexity and the professional nature of the services to be rendered. Should
the department head be unable to negotiate a satisfactory contract with such firm,
negotiations shall be formally terminated. The department head shall then undertake
negotiations with the second most qualified firm. Failing an agreement with the second
most qualified firm, the department head shall formally terminate negotiations with that
firm, and shall proceed to the next most qualified firm(s) in the order of rank and in the
same fashion, until a contract is negotiated at a fair and reasonable compensation to the
City.

g. For each purchase of services by quality based selection, a record of all qualifications
and proposals submitted, the names of all proposers and the selection committee’s list and
rank of the qualified vendors, together with the originals of all proposals and any other
documents pertaining to the selection process, shall be preserved by the purchasing agent
for not less than seven (7) years in a file which shall be open to public inspection.

§  23-18.2. Office of Operations to be responsible.

The Office of Operations shall have the primary responsibility for all bid specifications and for all
requests for proposals for technical services, including architectural and engineering services, for
construction, alteration or demolition of city buildings or infrastructure, even if the building or
structure being designed or constructed will be operated or used by another city department when
finished.

§ 23-18.3. Waivers of competitive bid process or competitive proposal process.

    A.  Critical emergency purchases.

      (1) Critical emergency purchases, as defined above, may be made by waiving the competitive
bid or proposal process.  Emergency procurement shall be limited to those supplies, services or
construction items necessary to meet the emergency.  Said purchases shall be authorized by the
appropriate department head or designee with the written consent of the Mayor or the Director of
Administration if the Mayor is unavailable.

      (2) Written certification of the emergency and the reason for the selection of the particular
supplier, signed by the department head or designee, shall be submitted to the purchasing agent,
the Director of Administration and the Mayor within five (5) working days of the authorization of
the waiver and shall be made a part of the purchase file.

      (3) Notification of all such emergency purchases shall be made to the Board of Finance and
Board of Representatives within two (2) weeks of authorization.

   B. Other purchases made by a waiver of bid or proposal process.

      (1) Purchases of goods and services, other than critical emergency purchases, may be made
by waiving the bid or proposal process for the following reasons:
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           (a)  Only one (1) reasonable or qualified source can be identified.  This shall include
situations where only one (1) vendor or provider is manufacturer authorized or certified or where
parts are available only through a single distributorship.

           (b)  A special source, including but not limited to a sale, purchasing plan, government
discount or trade-in allowance, will provide a lower cost than that which would result from a bid
process.

           (c)   Time is a critical factor.

           (d) A bid or proposal process would result in substantially higher costs to the city or
inefficient use of personnel or cause disruption to city operations.

(e) Prices of goods or services are federal or state regulated.
 

    (2) Such purchases shall require the written certification of the reason for the waiver, signed by
the department head, and the written approval of the purchasing agent, the Director of
Administration and the Mayor.  Purchases over fifty thousand dollars ($50,000.) shall require the
approval of the Board of Finance.

    (3)  Sole source bid and proposal waivers shall clearly document that only one (1) reasonable or
qualified source exists.  Bid waivers for other reasons shall include price quotations sought from
three (3) vendors, if available.  All waiver documentation shall be made a part of the purchase or
contract file.

    (4)  A written record of all waivers of the competitive bid or proposal process shall be kept by
the purchasing agent and be included in the quarterly report.  This record shall include the reasons
why a bid waiver was used.

§  23-18.4. Contracts.

  A. Contract required.  A written contract between the city and a contractor or service provider
is required for any service which exceeds twenty-five thousand dollars ($25,000.). Said contract
shall be reviewed and approved as to form by the Office of Legal Affairs, approved by the Risk
Manager if insurance is required and signed by the Mayor in accordance with the procedure
established by the Office of Legal Affairs. Purchases of services for less than twenty five thousand
dollars ($25,000.) shall be made by purchase order on a form approved by the Office of Legal
Affairs..

  B. Contract approval.  All contracts for services which exceed One Hundred Thousand Dollars
$100,000, obtained through the competitive proposal (Request for Proposals or Request for
Qualifications) process or by bid waiver, shall require the approval of the Board of Finance and
Board of Representatives in that order.  If the Board of Finance does not act upon said contract
within 30 days of receipt of the contract, or the Board of Representatives within 60 days or the
second regular Board of Representatives meeting following said Board’s Steering Committee
meeting for which said contract was submitted, whichever occurs later, the contract shall be
considered to be approved by that respective Board.  Approval shall be by a majority of each
board present and voting.  If modifications are made to the contract after approval by the Board
of Finance, said modifications need not be approved by the Board of Finance, provided that the
Board of Representatives approves the revised contract by a majority vote of the entire Board.
[Amended 4-2-1996 by Ord.  No. 771]

   C. Contracts which exceed the contracted price.  No extra work shall be authorized or paid for
in connection with any service contract unless the following have been complied with:
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    (1) Contracts for public improvements, including special or professional services associated
with such contracts such as architectural, engineering and construction management, shall follow
the procedure in Charter Sec. C5-50-2(d).          [Amended 12-2-1996 by Ord.  No. 805]

    (2) Contracts for other services which required the approval of any board and which exceed the
contract price by 15% or more shall require the approval of the  Director of Administration, the
Mayor, and the Board of Finance before the additional cost shall be paid.  Said contracts shall
specifically refer to this section of the Code of Ordinances, and the city shall not be liable for
payment of any additional costs unless this provision shall have been fully complied with.

   D.  Contract extensions. [Amended 10-5-1992 by Ord. No. 698; 5-1-1995 by Ord.  No. 754]

    (1) No contract for goods or services which would require a formal bid or proposal process
may be extended beyond the contracted time period unless the department head certifies the
necessity of such extension and the purchasing agent approves and submits such request to the
Mayor.  For contracts for special services obtained by the request for proposals process, the
department head shall certify the necessity of such extension directly to the Mayor.  Extension of
a contract for services which originally exceeds One Hundred Thousand Dollars $100,000 , or
will exceed said sum after such extension, obtained by the request for proposals process shall
require the approval of the Mayor and of the Board of Finance and Board of Representatives, in
that order.  The same procedure as that for contract approval, mandated by § 23-18.4B, above,
shall apply to the approval of an extension of a contract.  Extension of all other contracts shall
require approval by the Mayor and the  Director of Administration.

   (2) Contracts may be extended without formal bid or proposal for the following reasons:

       (a)  The contractor is the sole qualified or reasonable provider of such goods or services.
This shall include exclusive service/maintenance contracts for existing equipment or vehicles.

         (b)  New competitive bids or requests for proposals would result in an increase in the cost
of goods or services or significant disruption of city operations.  Employee health and life
insurance shall be included in this category.  For contracts obtained by bid, an increase in price
shall be documented by price quotations, if possible, in addition to a written quotation submitted
by the present contractor.

       (c) City services cannot be discontinued and a new contractor has not been acquired to
replace the current contractor.  There shall be a six-month limit on the contract extension.

         (d)  The option for an extension is included in the original contract.

    (3) The extension of all special or professional contracts awarded under the competitive
proposal process shall be reported by the appropriate department head to the purchasing agent,
who shall include said information, together with the extension or renewal of all bid contracts, in
the quarterly report.

  E. Subsequent purchases from a contractor.  The city shall not purchase from a consultant or
service provider engaged by the city any subsequent goods or services of any kind which are not
provided for in the contract unless said goods or services are purchased in compliance with this
Article or the contract is extended in accordance with this section.

§ 23-18.4.1. Set-off of property taxes owed to city. [Added 7-7-1997 by Ord.  No. 826]

  A. Pursuant to Section 12-146b of the Connecticut General Statutes, as amended, the city shall
have the right to set-off or withhold any payment, or portion thereof, due to any business
enterprise pursuant to any contract or purchase order for the purchase of any supplies, material,
equipment and services if any taxes levied by the city against any property. both real and personal,
owned by such business enterprise are delinquent and have been so delinquent for a period of not
less than one year, provided, however, that no such amount withheld shall exceed the amount of
tax, plus penalty, lien fees and interest, outstanding at the time of withholding.
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B.  A statement that the city shall have said right of set-off or withholding shall be included in all
documents used for the purchase of goods and services, including but not limited to bid
documents, requests for proposals, purchase orders and contracts.  Pursuant to Sec. C5-20-3
of the Stamford Charter, the Corporation Counsel shall prepare or cause to be prepared all
such documents.  Any contractor or vendor signing a contract or executing a purchase order
with the City of Stamford shall thereby authorize the city to execute such set-off.

23-18.4.2. Procedure. [Added 7-7-1997 by Ord. No.826]

  A. Within one month after the due date for the payment of real and personal property taxes, the
Tax Collector shall notify the City Controller and the Office of Legal Affairs of all property taxes
delinquent for a period of one year or more.  The City Controller, with the approval of the
Corporation Counsel, shall have the authority to withhold any payment owed to any business
enterprise as provided in § 23-18.4.1 above.

  B. Any contractor or vendor shall have the opportunity to dispute the delinquency and/or to
negotiate a reasonable and acceptable payment arrangement.  Pursuant to Sec. CS-20-3 of the
Stamford Charter, the Corporation Counsel shall have the authority to make any such payment
arrangement.  The City Controller, at the direction of the Corporation Counsel, shall have the
authority to withhold payment, pending resolution of such appeal.

C.  A procedure to accomplish the set-off or withholding of payments, as provided above, shall be
developed by the Office of Legal Affairs,  Director of Administration,  City Controller and
Tax Collector and shall be supplied to the Board of Representatives.

§ 23-18.5. State and federal bids. Cooperative Associations of Municipalities. [Amended 5-
1-1995 by Ord.  No. 759]

  A. Contracts obtained by competitive bid by the State of Connecticut or by the Connecticut
Hospital Association or its affiliates or by the federal GSA or through a cooperative association of
municipalities, may be utilized when it is determined, in writing, by the purchasing agent to be in
the best interests of the City, provided that proper bidding and awarding procedures have been
used and the bid specifications are as stringent as city requirements.

  B. Said certification shall be made part of the contract file, and all such purchases shall be
included in the quarterly report.

      §  23-18.6. Centralized purchasing.

  A. Purchased goods or services common to many departments, where the total annual purchases
of such goods or services are in excess of $25,000, shall be bulk purchased by the purchasing
agent for all departments.  Such goods or services shall include but not be limited to alarm
services, personal computers, long-distance telephone services, office and general supplies and
copying goods and services.

  B. Specific departments or specific goods or services may be excluded from centralized
purchasing, provided that:

     (1)  A written determination, with documentation, is made by the purchasing agent and signed
by the Director of Administration that no significant savings in cost can be achieved through
centralized purchasing, or

  (2) A written determination is made by the appropriate department and signed by the Director of
Administration that the unique requirements of that department require it to purchase specific
goods or services separately from centralized purchasing.

  C. The purchasing agent, at his discretion, may purchase common items under one contract, or
may obtain a master, or umbrella, contract from which departments may obtain goods or services
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directly from the provider, subject to department budget limitations.  In selecting a master
contract, the total cost of all goods or services at the expected quantity or amounts to be
purchased shall be used in determining the total cost of the proposal or bid.

  D. The purchasing agent shall solicit departmental requirements in the purchasing of centralized
goods and services and, as appropriate, shall utilize committees drawn from the appropriate
departments to set specifications.

  E. The proportionate cost of any centrally purchased goods or services utilized by an individual
department shall be charged to that department.

  F. This provision shall take effect July 1, 1992.

       §  23-18.7. Exemptions.

 Public utilities are not subject to the provisions of this Article.

§ 23-18.8. Reports.

 A.. The purchasing agent shall prepare written quarterly reports to be submitted to the Director
of Administration, the Mayor, the Board of Finance and the Board of Representatives.  Said
reports shall contain the following information:

        (1)  Contracts awarded by the competitive bidding process.

            (2)  Contracts awarded by the competitive proposal process.

(3)  Waivers of the competitive bidding or proposal process.
 
(4)  Contracts which have been extended.

(5) Contracts obtained through state bids.

(6) Waivers of informal bid and proposal process.

  B. A list of all contracts awarded by the City of Stamford for the purchase of goods and services
shall be filed annually by the purchasing agent with the Town and City Clerk.  Said list shall
include the name, address and minority and/or female status of the vendor or contractor, the
department making the purchase, the type of goods or services purchased and the total price paid
by the city.

§ 23-18.9. Audit.

The purchasing process shall be audited every three (3) years by the City Internal Auditor.
Notwithstanding this requirement, an audit may be performed at any time by an auditor hired by
the Board of Finance.

§ 23-18.10. Violations and penalties.

Any deliberate and willful attempt to violate or circumvent the purchasing process established by
this Article shall be a violation of the Code of Ethics of the City of Stamford.   This section shall
take effect on January 1, 1992.

§ 23-18.11. Purchases involving federal or state grant funds. [Added 9-7-1993 by Ord.  No.
7151

 Notwithstanding the provisions of this chapter, in any situation wherein federal or state grant
funds are utilized to support a City purchase of goods or services, and either a majority of the
funding is provided by the federal or state government, or as a condition of such grant the City is
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required to follow the grantor’s procurement regulations, such grantor’s procurement regulations
may be followed in lieu of compliance with this chapter.

§23-18.12 Disqualification of Contractors From Bidding On City Contracts [New]

A. Purpose/Definitions

1) In order to help ensure that the City does business with qualified contractors,
there shall be a system of disqualification of contractors created pursuant to C.G.S.
§7-148w., as amended.

 
2)  As used in this ordinance, the term "contractor" means any person, firm or

corporation which has contracted or seeks to contract with the city of Stamford, or to
participate in such a contract, in connection with any public works of the city,
including professional consultants.

 
3) As used in this ordinance, the term “hearing officer”, shall mean a person,

appointed by the Mayor, to hear and decide allegations that any contractor should be
disqualified pursuant to this ordinance, except that no hearing officer shall be
appointed who has personally carried out the function of an investigator in any
contested issue before that hearing officer.

 
4) Any contractor may be disqualified for a period not to exceed two years from

bidding on, applying for, or participating as a subcontractor under, contracts with the
city for one or more causes set forth under §23.18-12 C of this ordinance.

B. Hearing/Procedure:

1) The hearing shall be conducted in accordance with C.G.S.§§4-176e through 4-
181a, as amended.  The hearing officer shall issue a written decision within ninety days
of the last date of such hearing and state in the decision the reasons for the action
taken and, if the contractor is being disqualified, the period of such disqualification.
The existence of a cause for disqualification shall not be the sole factor to be
considered in determining whether the  contractor shall be disqualified.  In determining
whether to disqualify a contractor, the hearing officer shall consider the seriousness of
the contractor's acts or omissions and any mitigating factors.  The hearing officer shall
send the decision to the contractor by certified mail, return receipt requested.

C. Disqualification/Reinstatement/Exception:

1)  Causes for disqualification from bidding on, applying for or participating in, contracts
shall include the following:

(a)  Conviction or entry of a plea of guilty or nolo contendere for or admission to
commission of a criminal offense as an incident to obtaining or attempting to obtain a public or
private contract or subcontract, or in the performance of such contract or subcontract;

(b) Conviction or entry of a plea of guilty or nolo contendere or admission to the violation
of any state or federal law for embezzlement, theft, forgery, bribery, falsification or destruction of
records, receiving stolen property or any other offense indicating a lack of business integrity or
business honesty which affects responsibility as a municipal contractor;

(c)  Conviction or entry of a plea of guilty or nolo contendere or admission to a violation
of any state or federal antitrust, collusion or conspiracy law arising out of the submission of bids
or proposals on a public or private contract or subcontract;

 (d) A willful failure to perform in accordance with the terms of one or more public
contracts, agreements or transactions;
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(e)  A history of failure to perform or of unsatisfactory performance of one or more public
contracts, agreements or transactions; or

(f) A willful violation of a statutory or regulatory provision or requirement applicable to a
public contract, agreement or transaction.

2). For purposes of a disqualification proceeding under this ordinance, conduct may
be imputed as follows:

(a) The fraudulent, criminal or other seriously improper conduct of any officer, director,
shareholder, partner, employee or other individual associated with a contractor may be imputed to
the contractor when the conduct occurred in connection with the individual's performance of
duties for or on behalf of the contractor and the contractor knew of or had reason to know of
such conduct. The term "other seriously improper conduct" does not include advice from an
attorney, accountant or other paid consultant if it was reasonable for the contractor to rely on
such advice.

(b) The fraudulent, criminal or other seriously improper conduct of a contractor may be
imputed to any officer, director, shareholder, partner, employee or other individual associated
with the contractor who participated in, knew of or had reason to know of the contractor's
conduct.

(c) The fraudulent, criminal or other seriously improper conduct of one contractor
participating in a joint venture or similar arrangement may be imputed to other participating
contractors if the conduct occurred for or on behalf of the joint venture or similar arrangement
and these contractors knew of or had reason to know of such conduct.

3) The City may reduce the period or extent of disqualification, upon the contractor's
request, supported by documentation, for the following reasons:

(a) Newly discovered material evidence;

(b) Reversal of the conviction upon which the disqualification was based;

(c) Bona fide change in ownership or management;

(d) Elimination of other causes for which the disqualification was imposed; or

(e) Other reasons the City deems appropriate.

4) The City may grant an exception permitting a disqualified contractor to participate in a
particular contract or subcontract upon a written determination by department head and
purchasing agent that there is good cause, in the interest of the public, for such action.

This ordinance shall take effect upon enactment.

________________________________________________________________________
Carmen L. Domonkos, President, and Annie M. Summerville, Clerk, do hereby certify that
the foregoing ordinance was approved on the Consent Agenda by the 25th Board of
Representatives at their regular monthly meeting held on Monday, February 1, 1999.
________________________________________________________________________

Dated this ____ day of Feb., 1999
APPROVED:

______________________________
Carmen L. Domonkos, President
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____________________________
Dannel P. Malloy, Mayor
City of Stamford

______________________________
Annie M. Summerville, Clerk

EFFECTIVE DATE:  February ___, 1999 Dated this ___ day of February, 1999

cc: Mayor Dannel P. Malloy
Patricia Broom, Director of Operations
John C. Byrne, Director of Public Safety, Health & Welfare
Thomas M. Cassone, Esq., Director of Legal Affairs
Thomas M. Hamilton, Director of Administration
Lois PontBriant, Town & City Clerk
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City of Stamford 
Procurement Card Program 

 
Reminders 

 
 

1. You will be required to activate your credit card before using it.  The number is listed on 

the front of the card.  Your pin number to activate the card will be the last four digits of 

your social security number. 

2. City of Stamford’s tax exempt ID number is listed on every card.  Please remind each 

vendor we are tax exempt and provide them with the tax ID number. 

3. Purchasing Cards (PCards) are not meant to replace purchase orders.  They should be 

used for one time vendors, emergency purchases, or last minute requests.  If you use the 

same vendor frequently you should continue to initiate draw downs for orders. 

4. Your daily transaction limit and monthly credit limit were set by your manager.  Effective 

the day you received your card your designated limits were set at: 

Single Transaction Dollar Limit $____________ Monthly Limit $___________________ 

Please note:  These amts are subject to change and can also be changed by exception if 

needed.  Contact your PCard Administrator. 

5. Request and retain a receipt for every purchase. 

6. A Transaction Log should be maintained monthly.  The total on the Transaction Log 

should match the credit card statement at the end of the month.  Note:  The credit card 

closing date is the 26th of the month.  You should also have a receipt to match every 

purchase on the credit card statement. 

7. Before the 5th of every month, the Transaction log (first), the credit card statement 

(second), and the original receipts (last) should be attached together and forwarded to your 

manager for signature.  Your manager will sign the transaction log.  Afterwards, everything 

should be sent over to your designated account coder.  The account coder must receive 

everything by the 5th of the month. 
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PURCHASING POLICY AND PROCEDURES MANUAL 
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1. Purpose:  Purchasing cards are being issued to selected managers and their designees  
as a means of providing an efficient and convenient method of purchasing and paying for small-dollar or 
emergency purchases of goods and services.   This program grants the authority for these commitments to 
those staff members who have been authorized to utilize a purchasing card. With this granting of authority, a 
cardholder will also assume complete accountability for the proper use of the card, as detailed in this policy 
and procedure manual. 

 
2. Policy:  Purchasing cards may only be used for the purchase of those supplies and services that are 
directly related to the support and execution of the responsibilities of the using department. Improper use of a 
purchasing card will result in a revocation of card privileges and possible disciplinary action.  
    
The following transactions are specifically identified as those that should not be made with a JPMorgan 
Chase purchasing card and should be obtained through traditional means:  
 

• Cash advances or other any financial transaction 
• Gifts 
• Items for Personal Use 
• Alcoholic Beverages 
• Items Available from Internal Departments  
• High risk industry items such as fur shops, jewelry stores, casinos, etc. 

 
Exceptions to this list may be only made by the Program Administrator.  
 
3.   Program Administration: The Program Administrator, as designated per the Director of 
Administration, will provide for the issue of JPMorgan Chase purchasing cards to managers and appropriate 
designees based on the demonstration of need. 
 
 
4.  Procedure: 

 
I.   Individual Responsibilities 
 
A.  The Department Manager, working with the designated Program Administrator, establishes 

purchasing card eligibility and authorizes those eligible within each department to be issued cards. 
The number of purchasing cards issued will be kept to a minimum.  The manager then notifies the 
employees selected for the program and explains the program.  Card applications are then 
completed for employees who indicate that they fully understand and accept card responsibilities by 
signing an Employee Card Agreement (Exhibit C).  Managers then sign and review completed 
application forms (Exhibit A) and send them to the Procurement Card Administrator.  Upon the 
leave or termination of an employee from the City of Stamford, Managers are responsible for 
securing the purchasing card and turning it in to the Program Administrator immediately.  
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B.   When cardholders receive their purchasing cards, they must sign them immediately and also sign 
and return an acknowledgment letter (Exhibit D) to the Program Administrator confirming card 
receipt. 

 
C.  In the event a card is lost, stolen or misplaced, the cardholder is responsible for immediately 

notifying JPMorgan Chase at any hour of any day, and as early as possible on the next business day, 
the Program Administrator. 

 
D.  The JPMorgan Chase contact telephone number is available on the back of cardholder’s credit 

cards. 
 
D.  Individual cardholders are charged with using their cards properly and entering each purchasing 

card transaction in their transaction logs (Exhibit E) on a monthly basis.  Also each month, 
Managers are responsible for monitoring proper card usage and approving transaction logs to 
ensure they are accurate and complete. 

 
E.  The Program Administrator is responsible for maintaining a file of individuals authorized to make 

purchasing card transactions.  The Administrator is also the focal point for overall program 
administration and problem resolution. 

 
F.  At the end of each billing cycle, Accounts Payable reviews and approves the consolidated monthly 

JPMorgan Chase Purchasing Card statement for all City cardholders for payment. 
 
 
II.  Application Procedure 
 
A.  To request a purchasing card for an employee, a manager submits an application (Exhibit A).  The 

application must include a department number and an account number that can be used to allocate 
purchases made by the cardholder. 

 
B.  The applicant, applicant's Manager, and the Director must sign and date the form. 
 
C.  The Program Administrator then approves and processes the purchasing card requests.  The 

administrator keeps the applications on file permanently. 
 

E. Each purchasing card is issued to the CITY OF STAMFORD and the individual employee named on 
the card.  No one else can use this card-even in an emergency situation. 

 
E.  When cardholders receive their cards, they must sign and return an acknowledgment letter        

(Exhibit B) and, if they have not previously signed one, a CITY OF STAMFORD Purchasing Card 
Program Agreement (Exhibit C).  The acknowledgment letter confirms receipt of the card, while 
the agreement is the employee's signed pledge to follow the purchasing card policies and 
procedures and accept responsibility for any personal misuse of the card.  The letter(s) are filed and 
stored by the Program Administrator. 

 
III.  Using the Purchasing Card 
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A.  The purchasing card program is designed to let end-users of goods and services buy necessary 

small-dollar items directly from vendors, thus reducing the need for reimbursements, improving 
vendor relations, increasing efficiency, decreasing cycle time and reducing the number of checks 
and invoices processed. 

 
B.  CITY OF STAMFORD’s general criteria for using a purchasing card are: 
 

• Eligible orders (including freight) must total the single transaction limit amount designated 
to the individual cardholders on initial cardholder application (See Exhibit A).    

• Goods or services that total more than this amount may not be broken into smaller 
purchases (parceling) to meet the transaction dollar limit. Contact the Program 
Administrator for approval by exception. 

 • No cardholder may spend a cumulative total of more than the monthly limit amount 
designated unless approved by Administrator.   

• Each cardholder must maintain a monthly transaction log listing all goods and services 
acquired using the purchasing card. 

 
C. While most merchants will accept the purchasing card, some merchandise and merchants may be 

excluded from the purchasing card program. If the card is presented to an excluded merchant, the 
transaction will be declined.  
 
If a cardholder believes a vendor who declines a transaction should fall within an approved 
category, he/she should contact the JPMorgan Chase customer service number on the card to 
determine if the transaction was declined because of merchant exclusion or for another reason.  A 
transaction may have been declined because the cardholder exceeded a daily or monthly limit on the 
number of transaction or total value of transactions.  

  
When a cardholder is declined at a point-of-sale terminal, JPMorgan Chase customer service will 
not authorize the transaction but will identify the reason for the decline.  If a merchant has been 
improperly excluded, the cardholder can contact the card administrator to change the blocking 
procedure that is in place.  If a dollar limit has been exceeded, the cardholder should contact his or 
her manager to determine if the card limit can be increased. 

  
D. No CITY OF STAMFORD employee shall attempt to purchase an item using a purchasing card 

issued to another person. Delegation of authority is not permitted in regard to card transactions. 
 

F.  Each purchasing card will be linked to a unique account number.  All purchases made with the card 
are automatically charged to the corresponding account number, unless an exception is noted when 
a cardholder forwards their monthly transaction log (Exhibit E) to their Account Coder.  

 
G.  After making a purchase, the cardholder enters the required details on a transaction log (Exhibit E). 

If an accounting adjustment is required to charge a purchase to another cost center or project, the 
item receipt should be marked with the transaction log number.  If the receipt does not include a 
complete description of the purchase, the cardholder should handwrite a description on the receipt 
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or request an accompanying invoice from the supplier.  To provide complete information on the 
adjustment item, the cardholder may use an additional sheet and attach it to the transaction log.  

 
H.  Purchasing card transaction receipts are to be kept with the transaction log. For telephone orders, 

the cardholder should request a receipt from the vendor. 
 
I.  If any item purchased with the purchasing card is returned, the merchant must credit the card 

account. The cardholder should then note the credit on the transaction log and include the credit 
receipt with the others.  A note of the credit should be written in the log's "description" column. 

 
K. The Administrator is responsible for all card maintenance, and must be notified of any updates or 

changes that are needed, such as a cardholder's change of name or address, or a change in transaction 
authorization limits.  Managers request these changes by completing the appropriate sections of the 
same application form used to obtain new cards. 

 
IV.  Monthly Reconciliation 
 
A.  JPMorgan Chase will forward a monthly activity statement to each individual cardholder and also 

sends a consolidated statement to the Program Administrator.  The consolidated statement is 
forwarded to Accounts Payable for payment.  

 
B.  Each employee who has a purchasing card is responsible for verifying the accuracy of charges by 

performing the following reconciliation steps:  First, the cardholder verifies that all items included 
on the monthly activity statement are correct.  Second, the cardholder immediately notifies 
JPMorgan Chase Commercial Card Customer Service of any unauthorized charges. Timeliness in 
uncovering unauthorized use is critical.   

  
D.  The cardholder encloses the reconciled monthly activity statement with his/her receipts/invoices 

along with the transaction log before sending it to the approving manager for review and approval. 
  
E.  The approving manager is responsible for reviewing, signing and forwarding the transaction log to 

the Designated Coder. By his/her signature, the manager indicates that all charges for the cardholder 
have been reviewed and approved as expenditures made in compliance with CITY OF 
STAMFORD’s policies and procedures.  

 
V.  Billing and Remittance Procedures 
 
CITY OF STAMFORD’s purchasing card payment system is an individual bill/central payment system. 
 
Each cardholder receives a monthly activity statement for information and reconciliation purposes only.   
 
A summary of all charges with supporting detail is sent to Accounts Payable, which pays JPMorgan 
Chase on behalf of all cardholders.  The Account Coder posts the individual totals to the proper 
accounts based on the department or cost center code linked to each card number.  
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Reconciling the transactions shown on the monthly activity statement supplied by JPMorgan Chase with 
the cardholder's transaction log and individual charge slips is the primary responsibility of the 
cardholder.  
 
This crosscheck is essential to verify accuracy.  If all the charges are correct, the cardholder forwards 
the transaction log and monthly statement to the approving manager, who in turn signs the log and 
forwards it to the Account Coder.   
 
Vendors should not charge your account unless goods have been delivered or services rendered. 
 
If an error is discovered on the monthly activity statement, the cardholder should immediately notify 
JPMorgan Chase at the 800 number indicated on the back of their card.  
 

5  Auditing: 
  
Routine CITY OF STAMFORD audits ensure that funds are being spent properly and that adequate 
transaction information is being kept by the CITY OF STAMFORD to document how, where and for 
what purposes purchasing cards have been used. 
  
Our audit procedures include: 
 

- Comparing cardholder-supplied information on transaction logs to JPMorgan Chase records 
- Asking cardholders to explain any discrepancies between cardholder and JPMorgan Chase data 
- Reviewing cardholder receipts and logs records to confirm that the goods and services acquired 

represent approved purchasing card expenditures obtained following proper procedures 
- Verification of actual goods purchased 

 
6  Records: 

 
A monthly transaction log is included as Exhibit E. 
 
The log will be provided for the cardholder to record purchases matching store receipts and invoices.   
Any purchases that do not indicate an account number is posted as an operating expense to the account 
number linked to the cardholder in the purchasing card database. 
 
At the end of each month, the transaction log is compared and reconciled to the monthly activity 
statement.  This JPMorgan Chase monthly statement is then placed with receipts and the transaction log 
and sent to the manager for review and approval, and forwarded to the Account Coder.  
 

7  Budget Allocations: 
 
The billing date for the purchasing card is the 26th of each month.  Therefore, any purchases made from 
the first day of the prior month through the last day of the current month are posted to the ledger in the 
current month.   
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General ledger entries related to purchasing card use are posted monthly.  Therefore, all transactions 
must be approved and coded in HTE by the 15th of each month.  Cardholders will have approximately 
10 days from the time their statement arrives to log their transactions, have them approved, and coded in 
HTE.  
 
If a transfer or adjustment of operating expense (i.e. journal entry) is required, the Controller’s Office 
will make the adjustment in the month the transaction log is received.   
 

8  Summary: 
 
Participating suppliers are paid within 24 to 48 hours of each business transaction  
depending on their relationship with their processing bank . 
 
CITY OF STAMFORD asks its employee cardholders to exercise good judgment and act responsibly 
when using their JPMorgan Chase Purchasing Cards.  
 
These cards are issued in the names of individual employees and all activity is assumed to have been 
incurred by employees named on the cards even though the Medical Center will be responsible for 
actual payment. 
 
We require employees to maintain accurate transaction logs and always to retain card purchase receipts.  
 
If you have any questions about the purchasing card program or need additional information, please 
contact the CITY OF STAMFORD Program Administrator.  

 
 

Attached Forms: Exhibits A thru F  
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Return Form to the Program Administrator 
Form Revised 07/11/08 

Please Note:  Purchasing cards are to be used for small-dollar or emergency purchases of goods and services 
 

 
City of Stamford Individual Cardholder Application 

 
                                              Exhibit A 

 
CHECK TYPE OF REQUEST BELOW FOLLOW PAIRED INSTRUCTIONS 
� New Account 
 

Complete all sections of form. 

� Close Account 
 

Fill in first and last name. 

� Change in Cardholder Spending Limit 
 

Fill in first and last name.  Explain change request in appropriate 
section of form. 

� Change in Cardholder Transaction Limit 
 

Fill in first and last name.  Explain change request in appropriate 
section of form. 

� Change in Cardholder Spending Limitations/Restrictions Fill in first and last name.  Explain change request in appropriate 
section of form. 

 
INFORMATION 

 
First Name   Last Name    Social Security Number (last 4 digits only)   
 

 
Dept  Name   Dept Number (4 digit)   Default Acct# (11 digits) (can be changed by exception) 
 
     
Mailing Address (to mail credit card statements)   Dept/Floor 
 
 
City                    State    Zip Code  Expanded Zip Code 
 
 
Business Telephone        Birth Date (MM/DD/YY) 
 
 
Single Transaction Dollar Limit (max allowable $2,999)    Monthly Limit (should not exceed budget) 
 
$    Director’s Initials __________  $   Director’s Initials __________ 

 
Indicate Primary Purpose of Card 
 

 
MANAGERS:  Please specify any restrictions on cardholder spending.  (Note:  All cards are restricted from use for travel purposes.) 
 

 
Employee Signature  Date      Manager Signature Date            
 

 
Director Signature  Date   
 

131



Form Revised 07/11/08 

City of Stamford Purchasing Card Program Questions and Answers Brochure Exhibit B 
 

 
Q Who can use the CITY OF STAMFORD JPMorgan Chase MasterCard ® Purchasing Card? 

 
A Managers can request cards for any employees who routinely make small-dollar purchases of goods 

or services for the CITY OF STAMFORD. 
  
Q What types of purchases can I make with my purchasing card? 
 
A You may purchase low-cost, necessary expense items on the card. The card should not be used to 

purchase capitalized assets such as computer hardware and software, furniture or fixtures. 
  
Q  Should I use my card for travel and entertainment expenses? 
 
A No. You normally should not use the card for travel and entertainment expenses.  These should be 

charged to a personal credit card and reimbursed via the Travel & Entertainment procedure, which 
is designed to help provide the specific business purpose documentation required for such expenses.   

 
Q Where can I use the JPMorgan Chase MasterCard ® Purchasing Card? 
 
A You may use the card in making purchases from suppliers and merchants who accept MasterCard ® 

for payment and are engaged in business categories approved for purchasing card use. 
  
Q Can I use my card for purchases made over the phone? 
  
A Yes.  You should request a receipt with the order. 
  
Q Can I use my card immediately upon receipt? 
  
A No.  You must activate your card by calling JPMorgan Chase.  The number is available on the back 

of your card. 
  
Q Are there any limits on the use of the purchasing card? 
  
A Yes.  The single transaction and monthly limits will be determined by the managers.   

             
Q What happens if a vendor indicates that authorization to accept my purchasing card has been 

declined? 
  
A A vendor could decline your purchasing card for several reasons, including the following: (1) You 

may have exceeded your daily or monthly limits on dollar value or number of transactions.  (2) You 
may have tried to charge an item that costs more than the maximum for any single item.  (3) You 
may have attempted to use your purchasing card with a supplier or vendor who is prohibited from 
accepting the card because his business falls within a "blocked" merchant or MCC code.  You can 
call your Program Administrator to find out why any transaction has been rejected.  If you feel it 
would be beneficial to use your purchasing card with a vendor that is currently excluded from the 
program, you may want to discuss the matter with your manager.  Your manager also is the person 
to contact if you feel transaction limits should be altered to meet your normal monthly purchasing 
requirements. 

 
Q     Who pays my monthly bill? 
  
A Neither employees nor their departments make any monthly card payments directly. Accounts 

Payable pays a monthly consolidated bill for all CITY OF STAMFORD units.  These costs are later 
allocated to the appropriate departments or cost centers by debiting the appropriate expense 
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accounts.  Employees are responsible for keeping charge tickets or slips for all purchasing card 
transactions and maintaining a monthly log. 

  
Q How do I reconcile my purchases with my monthly statements? 
 
A Retain and hold onto all receipts after every purchase.  You will need to compare your charge slips 

with your monthly statement. Additionally, you will use a form with a transaction log to record the 
receipts.  You will then forward the transaction log, receipts, and matching monthly statement to 
your manager on a monthly basis for approval.  Your manager will forward the information to your 
designated account coder. 

  
Q What if there is a mistake on my statement? 
  
A If you believe a mistake has been made, first try to resolve the issue directly with your 

supplier/vendor.  If you are unable to resolve the dispute, clearly mark the item as a disputed 
transaction on the transaction log and provide a complete explanation of the discrepancy.  
Additionally, a JPMorgan Chase MasterCard Purchasing Card Dispute Form (Exhibit F) should be 
submitted to JPMorgan Chase directly. 

 
Q  What if I lose my card? 
  
A If your card is lost, stolen or misplaced, immediately notify JPMorgan Chase Commercial Card 

Customer Service at 800-316-6056. Customer service representatives are available 24 hours a day, 
365 days a year.  You also should notify your CITY OF STAMFORD card administrator as early as 
possible on the first business day after you discover the loss. 

  
Q Whom do I call if I need additional assistance? 
 
A  Contact your CITY OF STAMFORD designated Purchasing Card Administrator. 
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City of Stamford Purchasing Card Program Employee Agreement Exhibit C 

 
 
 
I,             ,  
 
agree to the following regarding my participation in the CITY OF STAMFORD Purchasing Card 
Program: 
 
1.  I understand that I am being entrusted with a JPMorgan Chase MasterCard ® Purchasing Card and 

will be making financial commitments on behalf of CITY OF STAMFORD and will strive to obtain 
the best value for the CITY OF STAMFORD. 

 
2.  I understand that under no circumstance will I use the purchasing card to make personal purchases, 

either for myself or for others. 
 
3.  I will follow the established procedures for using the purchasing card. Failure to do so may result in 

either revocation of my use privileges or other disciplinary actions, including termination of 
employment. 

 
4.  I have been given a copy of the CITY OF STAMFORD Purchasing Card Program Policy and 

understand the requirements for using the purchasing card. 
 
5.  I agree that should I willfully violate the terms of this Agreement and use the purchasing card for 

personal use or gain, I will reimburse CITY OF STAMFORD for all incurred charges and any fees 
related to the collection of those charges. 

 
 
 

                                         
Employee Name (Please Print) _______________________________________________________________________________ 

                                                                                            

 

Employee Signature _____________________________________________________        Date  _________________ 

 
 
(To be completed by Procurement Card Administrator) 

 
Purchasing Card Account Number__________________________________________ 

 

Card Administrator Signature _____________________________________________         Date _________________ 
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City of Stamford Employee Acknowledgment Letter Exhibit D 

 
 
 
 
I,             , 
hereby acknowledge receipt of my JPMorgan Chase MasterCard ® Purchasing Card.  I have verified the 
information contained on the card and attest to its accuracy.  I agree to use this purchasing card only for 
actual and necessary business expenses incurred in accordance with the purchasing card agreement that I 
signed and returned with my card application. 
 
  If the card is lost, stolen or misplaced, I will immediately notify JPMorgan  Chase by 
phone. I also will inform the CITY OF STAMFORD card Program Administrator of this loss. I 
understand that failure to notify JPMorgan Chase of the theft, loss or misplacement of the card could 
make me personally responsible for any fraudulent use.  I also understand that unauthorized use of this 
card may result in immediate disciplinary action up to and including termination of my employment. 
 
  I agree to surrender the card immediately upon my retirement or termination of 
employment, or upon the request of any authorized representative of the CITY OF STAMFORD.  I 
understand that use of the card after privileges are withdrawn is prohibited. 
 
 
 
 

Employee Name (Please Print) _______________________________________________________________________________ 

                                                                                            

 

Employee Signature _____________________________________________________        Date  _________________ 

 
 
(To be completed by Procurement Card Administrator) 

 
Purchasing Card Account Number__________________________________________ 

 

Card Administrator Signature _____________________________________________         Date _________________ 
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City of Stamford Purchasing Card Monthly Transaction Log Exhibit E 

 
 
Cardholder Name: John Smith     Default 11 digit Acct #:  01410156100  

 
Credit Card Statement Date:   06/26/08    Date Submitted: 07/10/08 
 

 Item#   Date            Vendor            Amt    Description of Purchase/Credit          Account # 
                                

1    
 06/10/08  Home Depot  $129.99  Electric Saw    01410156700 

 
2   

 06/12/08  Dell     $29.99  Power Cord    01410156100 
 
3   

 06/24/08  Rent A Center    $132.00            Rental of Dryer   01410166605 
 
4    

 
 
5   

 

 
6  

 

 
7  

 
 
8    

 
 
9    

 
 
10    

 
 
Total (must match credit card statement)  $     291.98  
 
Manager’s Signature:  ___________________________    Date: __________________________   
 
Account Coder:   ___________________________  Date: ___________________________ 

 
 
Transaction Log Procedures: 
1.  The first time you use your purchasing card each month, fill in your name and your default account number. 
2.  For each purchase you make, complete a line on the log.  Fill in all of the fields.   
3.  On the front of each invoice or receipt clearly write the corresponding line number of the transaction log.  Circle this number on the receipt to make it easy to find. 
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JPMorgan Chase MasterCard ® Purchasing Card Dispute Form 

 
Exhibit F 

 
Name (Please Print)  ____________________________________________ Credit Card Account Number_________________________ 

 
Statement Date   Post Date  Transaction Date      Reference #           Transaction Description   Vendor            

      
 

Please Check the Appropriate Box (es) 
 

� I certify that the charge listed above was not made by me or by a person authorized by me to use my card.  Nor 
were the goods or services represented by the above transaction received by myself or by a person authorized 
by me. 

  
� I do not recognize the transaction as listed above.  Please inform me of supplier name and description of goods 

purchased. 
  
� The credit slip was listed as a sale on my statement.  Enclosed is a copy of my credit memorandum. 
  
� The amount of the sales slip was increased from $__________ to $__________.  Enclosed is my copy of the 

sales slip prior to alteration. 
  
� I received a price adjustment (credit slip) on the above transaction and it has not appeared on my statement.  

Enclosed is a copy of the credit memorandum. 
  
� Although I did engage in the above transaction, goods and/or services were to be provided on (date) 

____________, but as of this date are yet to be received.  I have contacted the supplier to no avail.  I am 
disputing the entire charge, or a portion, in the amount of $____________. 

  
� Although I did participate in the above transaction, it has been canceled.  Enclosed is a copy of my 

cancellation notification to the supplier. 
  
� Although I did make the above transaction, the goods were received damaged/unsuitable for purpose intended 

(explain below).  I have attempted to return the goods.  I am therefore disputing the entire charge, or a portion, 
in the amount of $___________. 

  
� Although I did engage in the above transaction, my enclosed documentation does not conform to the 

characterization of the item (explain below).  I have attempted to return the goods.  I am therefore disputing 
the entire charge, or a portion, in the amount of $____________. 

  
� I am disputing the charge because: (Please explain completely) 
 
 
 
 
Date    Signature     Phone 
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Stamford Public Schools 

Purchasing Card Program 
Policies and Procedures 

 
 
 
 
 
 

This Policies and Procedures Guide provides the general guidelines 
for using your Purchasing Card.  Please read it carefully.  Your 
signature on the Cardholder Agreement shows that you understand 
the intent of the Program and agree to follow the established 
guidelines.   
 
 
 
Date Effective: April 2006 
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IMPORTANT TELEPHONE NUMBERS 
 
 

JPM Chase Customer Service 
Diana Query, Vice President 
1 Patriot Ridge Road 
Sandy Hook, CT 06482 

     203-270-1271 
     203-364-1179 (fax) 

 
 

JPM Chase Customer Service 
Diana Query, Vice President 
1 Patriot Ridge Road 
Sandy Hook, CT 06482 
203-270-1271 

     203-364-1179 (fax) 
 
 

 Don Duffy 
 Purchasing Department  
 dduffy@ci.stamford.ct.us  
 203-977-4241  
 Fax: 203-977-5966   
  
 
 

 
 

 Don Duffy 
 Purchasing Department  
 dduffy@ci.stamford.ct.us  
 203-977-4241  
 Fax: 203-977-5966

To report a lost or 
stolen card (24 

hours a day) 

For questions 
about your card 

account 

For questions 
about the 

Stamford Public 
Schools 

Purchasing Card 
Program 

For specific 
purchasing and/or 

supplier 
assistance 
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PURPOSE 
 
Welcome to the Stamford Public Schools Purchasing Card Program.  
The purpose of the Purchasing Card is to establish a more efficient, 
cost-effective method of purchasing and paying for small transactions 
(generally less than $100), such as copying, printing, subscriptions, 
postage, travel and seminars.  The Purchasing Card will not only 
eliminate the standard purchase requisition process for most small 
orders, it will also significantly reduce the need for Accounts Payable 
check requests, and expense reimbursement requests. 
 

HOW DOES THE PURCHASING CARD WORK? 
 
 The Purchasing Card is for business use only. 

 
 The Purchasing Card is a MasterCard credit card issued by JPM 

Chase Bank that works exactly the same as your personal credit 
cards. 

 
 Cards are issued in the cardholder’s name. All purchases made on 

the Purchasing Card must be business related and be made by 
the cardholder.  

 
 Use of a Purchasing Card does not affect your personal credit 

rating. All Purchasing Card charges are billed to Stamford Public 
Schools and paid by the City of Stamford Accounts Payable 
Department. 

 
 You are committing Stamford Public School funds each time you 

use the Purchasing Card.  Do not take this responsibility lightly. 
 
 Purchases are charged to the cardholder’s responsibility center 

and the appropriate expense account which may be an operating 
budget or a grant account.  

 
 Each card has specific spending limits: in most cases $500 or less 

and a monthly limit of $500. These limits include price, tax, and 
freight.  Each time you use your card, an electronic process 
verifies that your purchase is within these pre-set limits.  If your 
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purchase violates these limits, the supplier will not accept your 
order. 

 
 You will receive a Preferred Supplier List of current Stamford 

Public School’s suppliers who accept the card, sorted by type of 
product or service.  In order for Stamford Public Schools to gain 
the most benefit from the program, cardholders must use 
Preferred Suppliers whenever possible.  If the Preferred Suppliers 
cannot provide what you need, you may purchase Stamford Public 
Schools authorized products and services from any supplier 
accepting MasterCard. 

 
 There are blocks against using the card with certain types of 

suppliers that are not appropriate for business purposes.  If you try 
to make a purchase with your purchase card from a blocked 
supplier, the electronic verification will not authorize your 
purchase. 

 
 Improper use of the Purchasing Card will result in consequences 

up to and including disciplinary action.   
 
 You are responsible for the security of your Purchasing Card and 

the transactions made with it.  If you do not follow guidelines when 
using the Purchasing Card, your card will be revoked and you 
could receive disciplinary action, including termination. 

 

CARDHOLDER RESPONSIBILITIES 
 

 Read the User Guide. 
 
 Read and sign the Cardholder User Agreement. 

 
 Keep your card in a secure location and keep your account 

number confidential. 
 
 Never loan your card to anyone and exercise caution in sharing 

your account information. 
 
 Always obtain and keep a receipt for each card purchase.   
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 At a minimum of every two weeks, you must verify your purchases 

online using the SDOL system provided by JPM Chase. This 
verification process is MANDATORY and is the Program’s 
principal control. 

 
  At the end of each 30-day billing cycle, you will receive a monthly 

statement of all your card purchases for that period.  You must 
attach your receipts to this statement and forward it to your 
supervisor/department head for review and approval. The 
department head will approve the transactions and forward to the 
Program Administrator. 

 
 Immediately call JPM Chase at XXX_XXX_XXXX if your card is 

lost or stolen and notify the Program Administrator, Don Duffy at 
203-977-4241. 

 
 Resolve all incorrect charges and product returns as quickly as 

possible. 
 
 Always try to obtain the best possible value for the Stamford 

Public Schools with your Purchasing Card purchases. 
 
 Use your card as much as possible when conducting small 

transactions.  Remember the purpose of the card is to eliminate 
purchase requisitions, purchase orders, A/P check requests and 
expense reimbursement requests for legitimate business needs. 

 
 You must return your Purchasing Card to the Program 

Administrator upon any transfer or termination. 
 

MANAGEMENT RESPONSIBILITIES 
 
 Although primary responsibility for adhering to policies and 

procedures rests with the cardholder, management must ensure 
the card is issued and used within the Stamford Public Schools 
policies and the purchasing card program guidelines. 
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 Management responsibilities include, but are not limited to, the 
following: 

 Identify the individuals within their organization who should 
be issued the purchasing card. 

 Approve all purchasing card account application forms for 
employees in their organization. 

 Using the SDOL online system provided by JPM Chase, 
review and approve card transactions for each cardholder in 
their organization. 

 Handle misuse or negligence of the card as a performance 
issue, according to HR policy. 

 

RECOMMENDED PURCHASES 
 

 Books & periodicals  
 Conference registration, travel, and meals (travel policy)  
 Electrical supplies 
 Emergency classroom supplies 
 Gas for city vehicles 
 Postage 
 Advertising 
 Tolls and parking fees  
 Janitorial supplies  
 Machine parts (minor)  
 Maintenance/Repair 
 Printing, copying 
 Professional association dues 
 Seminars/Classes  
 Subscriptions 
 AV Supplies  

  
  

UNAUTHORIZED PURCHASES 
 
 Any product or service priced more than the card limit 
 Personal use  
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 Cash advances 
 Alcoholic beverages 
 Cash refunds for returned card purchases  
 Chemicals or other hazardous materials 
 Technology equipment, furniture or other fixed assets 
 Health care (doctors, nurses, prescriptions) 
 Social or travel club dues 
 Gifts 
 Parking tickets 

APPLYING FOR A CARD 
 
 Complete the application, obtain your manager’s approval, and 

forward to the Program Administrator. 
 
 The Program Administrator will review your application, forward it 

to the Issuer, and schedule a training session with you. 
 
 Cards are issued approximately 6-7 day after JPM Chase receives 

the application. 
 
 As soon as you receive your Purchasing Card, call the 800 

number on the card to activate it. 
 
 Cards are automatically renewed every 3 years. 

 
 

MAKING AN IN-PERSON OR TELEPHONE PURCHASE 
 
 Check the Preferred Supplier List for an appropriate supplier.  If 

you cannot find a supplier in the List for the product or service you 
need, you may use any supplier who accepts MasterCard and 
provides Stamford Public Schools with the best value. 

 
 If you’re making a purchase in person, give your card to the 

supplier.   
 
 For telephone purchases, give your card account number and 

expiration date to the supplier. 
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 Get a receipt from the supplier.  If you are paying for a conference 

or seminar, keep a copy of the registration form.  For 
subscriptions, keep a copy of the renewal notice or initial 
subscription request. 

 
 If you are placing your order by phone, instruct the supplier to: 

 Prepare a shipping label that includes: 
 Your name 
 Stamford Public Schools 
 Address including Mail Code 

 
 Include a receipt (charge slip, invoice, or cash register 

receipt) with the package. 
 

 Except in extreme emergencies, avoid overnight shipment. 
 

 Verify what you received is what you ordered.   
 
 

MAKING AN ONLINE PURCHASE 
 
• Online purchases fall under the same spending controls and 

policies as do other types of card purchases. 
 
• Select the item you wish to purchase. 
 
• Complete the ship-to information, using your Stamford Public 

Schools business address.   
  

• The bill-to address is the Stamford Public Schools  
Accounts Payable Department 
888 Washington Blvd 10th floor 
Stamford, CT 06904 

 
 
• Input your card account number and expiration date. 
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• Print out the confirmation form that appears online once your order 
has been processed.  This serves as your receipt. 

 
 

REVIEWING AND VERIFYING TRANSACTIONS 
 
 On at least a weekly basis, cardholders must review and verify 

their card transactions using the SDOL online system. 
 
 Check that all charge amounts are accurate and that there are no 

transactions that you did not make yourself.  
 
 If you find a discrepancy, follow the steps in “Incorrect or 

Unauthorized Charges”. 
 

MONTHLY STATEMENTS 
 
 You will receive your monthly statement about 5 days after the end 

of each month (billing cycle close). 
 
 Attach your receipts for the billing cycle to the statement and send 

them to your department head or supervisor for approval who will 
then forward the transactions to the Program Administrator within 
5 days of receiving your statement. 

 

INCORRECT OR UNAUTHORIZED CHARGES 
 
There are two types of discrepancies that may appear on a 
cardholder’s transaction records: incorrect charges and unauthorized 
charges.   
 
Incorrect charges 

 An incorrect charge is an item purchased by the cardholder but: 
 The amount charged is different from the amount on the 

cardholder’s receipt.   
 It is a duplicate charge of a purchase that has appeared on a 

prior statement. 

147



Draft 

 9

 A credit has not been issued in a timely manner when the 
item has been returned to the supplier. 

 
 The cardholder should contact the supplier directly to have the 

error corrected.   
 
 If the incorrect charge cannot be resolved with the supplier, the 

cardholder should submit the disputed transaction to JPM 
Chase using the SDOL online system.  Disputed transactions 
must be submitted to JPM Chase within 60 days of the date 
of the statement on which the transaction appears. 

   
 JPM Chase will research the disputed charge and make any 

necessary adjustments.   
 

 
Unauthorized charges 

 An unauthorized charge is a charge that the cardholder did not 
make but that appears on the monthly statement.   

 The cardholder should immediately notify the program 
administrator and JPM Chase (xxxxxxxx) of the 
unauthorized charge. 

 JPM Chase will usually cancel the card account immediately 
and begin an investigation of possible fraudulent use of the 
card.   

 The program administrator will determine whether a 
replacement card will be issued to the cardholder. 

 

QUALITY OF SERVICE OR PRODUCT 
 
All vendors have a right to “cure” a problem with a purchase within a 
reasonable period of time, usually within 2 weeks of when the 
cardholder notifies the vendor of a problem.  Thus, when you receive 
either an incorrect or defective item, you must allow the vendor a 
reasonable amount of time to either replace the product, resolve the 
service issue, or issue you a credit before turning the matter over to the 
Issuer. 
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RETURNING AN ITEM PURCHASED WITH A CARD 
 
 For an in-person purchase, return the item directly to the supplier 

and obtain a credit receipt. 
 
 If you made the purchase by telephone or on the Internet: 

 Contact the supplier for return instructions. 
 Get a return reference number from the supplier, e.g.,      

Returned Material Authorization (RMA) or credit number. 
 Follow Stamford Public Schools standard shipping 

procedures to return the item. 
 
 On the statement where the original charge appears, note the date 

of the return. 
 

 Be sure to check subsequent statements to verify you have 
received credit for the returned item. 

 

LOST OR STOLEN CARDS 
 
 Immediately call the JPM Chase at xxxxxxxxxxxxx as soon as 

you realize your card has been lost or stolen. Representatives 
are available 24 hours a day. 

 
 Report the loss or theft to the Program Administrator immediately 

at “PA’S NUMBER”. 
 

DECLINED PURCHASE 
 
 If your purchase is declined by the supplier, the supplier can call 

JPM Chase directly to determine the reason or the cardholder may 
call them at 800-270-7760. 

 
 If you believe your spending limits should be changed, contact the 

Program Administrator.  The Program Administrator will provide 
direction on the procedure for obtaining approval for changing 
limits. 
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NEW SUPPLIERS 
 
Cardholders may request that new suppliers be added to the 
Purchasing Card Program.  Complete the Supplier Enrollment Form 
and send it to the Program Administrator.  The Program Administrator 
will assess the possibility of including the supplier in the program. 
 

AUDITS 
 
Adherence to the Purchasing Cardholder Policies and Procedures is 
a standard item for Audit Department review in all departmental 
audits. 
 

RECEIPTS 
 
 If you did not receive a receipt from the supplier or you have lost a 

receipt, call the supplier and request a replacement. 
 

COMPLIANCE WITH POLICIES AND PROCEDURES 
 
Violating policies and procedures will result in consequences ranging 
from suspension of your card privileges to termination of 
employment.  
 

 Your card account will be canceled if you receive three (3) 
warnings from the Program Administrator within a 12-
month period. Each of the following situations constitutes one 
warning: 

 Failure to obtain a receipt. 
 Missing the deadline for submitting your reconciled and 

approved statements to the Program Administrator. 
 Not obtaining management review of each monthly 

statement. 
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 Your card account may be canceled immediately in the 
following situations: 

 Using the card for personal purchases. 
 Purchasing an item that is on the “Unauthorized 

Purchases List”. 
 Allowing someone else to use your card. 
 Not reporting a lost or stolen card. 
 Failure to respond to requests for information from the   

Program Administrators. 
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APPENDIX 
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NEW SUPPLIER ENROLLMENT FORM 
 
 
 
Supplier: 
 
Federal Tax ID Number: 
 
Address: 
 
City, State, ZIP:     
 
Supplier’s salesperson for Stamford Public Schools: 
 
Telephone:        Fax: 
 
Type of product(s) sold: 
 
 
Check the appropriate response: 
 
1.  The supplier currently accepts MasterCard.  Please add to the 
Preferred Supplier List. 
 
2.  The supplier does not accept MasterCard but would like to receive 
information about becoming card capable. 
 
3.  The supplier does not accept MasterCard and is not interested in 
becoming card capable, but I would like the supplier to participate in 
the Purchasing Card program. 
 
 
Cardholder Name:     Telephone: 
 
Date: 
 
Send completed form to:  “PA’S NAME”:  Mail Code  
       Fax:  
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Stamford Public Schools PURCHASING CARD USER AGREEMENT 
 
You are being entrusted with a Stamford Public Schools purchasing credit card.  The card is provided to you 
based on your need to purchase materials for Stamford Public Schools.  It is not an entitlement nor reflective of 
title or position.  The card may be revoked at any time without your permission.  Your signature below indicates 
that you have read and will comply with the terms of this agreement. 
 

1. I understand that I will be making financial commitments on behalf of Stamford Public Schools and will 
strive to obtain the best value for Stamford Public Schools. 

 
2. The Purchasing Card may be used for authorized business purchases only, as defined in the Policies 

and Procedures Guide. 
 

3. I have read and will follow the Purchasing Card Policies and Procedures. Failure to do so could be 
considered as misappropriation of Stamford Public Schools funds.  Failure to comply with this 
Agreement may result in either revocation of my use privileges or other corrective action. 

 
4. I understand that under no circumstances will I use the Purchasing Card to make personal purchases, 

either for myself or for others.  Using the card for personal charges could be considered 
misappropriation of Stamford Public Schools funds and could result in corrective action up to and 
including termination of employment.  

 
5. I agree that should I violate the terms of this Agreement and use the Purchasing Card for personal use 

or gain that I will reimburse Stamford Public Schools for all incurred charges and any fees related to the 
collection of those charges. 

 
6. The Purchasing Card is issued in my name.  I will not allow any other person to use the card or account 

number.  I am considered responsible for any and all charges against the card. 
 

7. The Purchasing Card is City property.  As such, I understand that I may be periodically required to 
comply with internal control procedures designed to protect Stamford Public Schools assets.  This may 
include being asked to produce the card to validate its existence and account number. 

 
8. If the card is lost or stolen, I will immediately notify the JPM Chase by telephone at 800-270-7760 and 

the Program Administrator. 
 

9. I agree to review and verify my Purchasing Card transactions on at least a weekly basis.  I will 
immediately report any unauthorized purchases on my account to JPM Chase at xxxxxxxx.  I will notify 
JPM Chase of any incorrect charges on my account within 60 days of the statement date if I am unable 
to resolve the charge with the supplier. 

 
10. I agree to surrender the Purchasing Card immediately upon termination of employment, whether for 

retirement, voluntary, or involuntary reasons. 
 

_______________________________      Dollar amount requested                    
Employee Name      

____________________________      
                                       Purchasing Card Account Number 
 
________________________________  ____________________________   
Employee Signature     Manager Name (Print) 
 
Date _______________________   ____________________________ 
       Manager Signature 
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