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FINANCE MANUAL INTRODUCTION 
 
 
PURPOSE OF THE MANUAL 
 
This manual exists in order to help ensure that all accounting functions are treated in a consistent 
manner and in accordance with accepted standards. A well-conceived accounting manual, with job 
descriptions and discussion of each function, should allow for a more efficient Finance Department by 
assisting in the training of personnel and clearly describing the procedures of each function in the 
department.  
 
The manual also will serve as a resource of information that has been obtained from multiple other 
sources, including the Town Charter. So as to not duplicate information, this manual will highlight 
procedures and policies and cite the location of the full document, should further information be 
necessary. 
 
PERSONNEL 
 
There are three employees who are physically located in the Finance Department. The Department 
Head is the Finance Director. The Finance Director’s direct supervisor is the Town Manager, though 
he/she also reports to the Town Treasurer. In addition, there are two bookkeepers. It should be noted 
that some Finance functions are performed by employees outside the Finance Department. The Town 
Manager, in accordance with the Charter, prepares the budget. In addition, the Town Manager, at 
his/her discretion, performs functions related to capital projects and grants. The Town Clerk is also the 
Town Treasurer and Delinquent Tax Collector. 
 
The job descriptions for the Finance Director and the Bookkeepers are included in this manual.  
 
GENERAL STATEMENT ON SOFTWARE: 
 
All functions of the Finance Department are performed using New England Municipal Resource 
Center (NEMRC) Software. NEMRC offers a significant amount of technical support for the different 
functions online. Instead of printing off their support for each aspect of each function for this manual, 
please access this support at the following web page: http://www.nemrc.com/support/ 
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POSITION TITLE: FINANCE DIRECTOR 
DEPARTMENT: FINANCE 
DIVISION: ADMINISTRATIVE SERVICES 
CLASSIFICATION: EXEMPT 
GRADE: 27 
 
GENERAL STATEMENT OF THE NATURE OF THE POSITION: 
The Finance Director acts as the Department Head for the Finance Department, acting for both Town 
and Water/Sewer functions. This position is responsible for developing and maintaining the necessary 
procedures for financial control of Town and Water/Sewer funds for the safeguarding of its financial 
needs. The Finance Director performs all duties in accordance with applicable local, State, and Federal 
laws. 
 
SUPERVISION RECEIVED: 
The Finance Director reports directly to the Town Manager and Town Clerk/Treasurer. A majority of 
the duties performed by the Finance Director will be of a very independent nature with little or no 
direct supervision received. 
 
SUPERVISION EXERCISED: 
The Finance Director supervises the positions of Bookkeeper, Clerk, and any other clerical staff 
assigned to the department. 
 
EXEMPLARY DUTIES PERFORMED (NOT ALL INCLUSIVE): 
 

• Plans, organizes, and directs all personnel in the operation of the Finance Department. 
• Prepares and submits to the Town Manager the departmental budget. 
• Directs the internal auditing of all receipts, disbursements, costs, assets, and liability of the 

Town. 
• Acts as the liaison between the Town and outside public accounting firms performing the 

annual financial audit. 
• Directs the preparation and interpretation of the consolidated financial statements of the Town. 
• Directs the preparation and interpretation of regular and special financial statistical reports for 

the Board of Selectmen, Town Manager, and Department Heads, all in accordance with Town 
Charter and any applicable laws. 

• Evaluates and studies the administrative and office systems and procedures used in receipts, 
accounting, and reporting, and, when necessary, recommends changes in accounting, auditing, 
or planning policy to the Town Manager and Town Clerk/Treasurer. 

• Works closely with other Department Heads in assisting them to fully understand the financial 
function of their departments. 

• Works with the Town Manager in the preparation and presentation of the annual Town budgets.  
 
DESIRED KNOWLEDGE, SKILLS, AND ABILITIES: 
 

• Bachelor’s degree in accounting or related field, coupled with progressively responsible 
experience, yielding an evident, thorough knowledge of all technical, administrative, and 
supervisory elements of municipal government accounting. 
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• CPA Preferred. Thorough knowledge of the principals, practices, and techniques of modern 
governmental financial accounting and reporting is required. 

• Proven ability to provide leadership, planning and supervision through and to subordinates in 
all departmental operations. 

• A thorough knowledge of municipal gross appropriation budgeting, as well as a thorough 
knowledge of municipal operations in general. 

• Ability to work long hours, often under pressure, while maintaining detail and accuracy. 
• A high degree of independent judgment and analytical ability. 
• Ability to establish and maintain an effective working relationship with department personnel, 

Town Administration, elected officials and the general public. 
 
SPECIAL CIRCUMSTANCES OF EMPLOYMENT: 

 
• In accordance with the Federal Fair Labor Standards Act, this is an exempt (or salary) position 
• The employee must be bondable 
• During heavy demand periods, employees may be required to work hours in excess of or 

outside the regular work day/week. 
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POSITION TITLE: BOOKKEEPER 
DEPARTMENT: FINANCE 
DIVISION: ADMINISTRATIVE SERVICES 
CLASSIFICATION: HOURLY 
GRADE: 16 
 
GENERAL STATEMENT OF THE NATURE OF THE POSITION: 
 
Bookkeepers perform specialized work of a responsible nature involving the application of 
bookkeeping principles and practices. While each Bookkeeper is assigned primary responsibilities that 
he/she is able to perform at an advanced level, each Bookkeeper is also able to perform all functions of 
the Finance Department at a basic level.  
 
The position involves communication and coordination of functions related to a number of Town 
Departments, as well as considerable public contact. Regular involvement with and use of computer 
equipment is an important element of the position. 
 
SUPERVISION RECEIVED: 
 
Bookkeepers are directly responsible to the Finance Director. In the absence of the Department Head, 
routine duties are performed with little or no supervision. Special assignments of a non-routine nature 
may require closer supervision. All functions require independent judgment, accuracy, and attention to 
detail. 
 
SUPERVISION EXERCISED: 
 
Bookkeepers do not have supervisory responsibility. In the absence of the Finance Director, the Town 
Manager will supervise the Department, though the Bookkeepers should be willing to offer guidance to 
the Clerk on routine office functions. 
 
EXEMPLARY DUTIES PERFORMED (NOT ALL INCLUSIVE): 
 

• Accounts Payable, both processing and filing, related to all Town functions. 
• Payroll, including processing and filing, generating reports required by Federal and State 

governments, maintaining up to date leave time and payroll records for all employees, and 
completing required reports for the Vermont Municipal Retirement System, reviewing pension 
information with Town Employees as needed. 

• Accounts Receivable, both processing and filing, related to all Town functions. 
• Insurance, maintaining current records for Health/Hospital, Life, and Disability for employees 

as well as acting as a liaison between employees and agencies. 
• Cash Management, including bank deposits as well as maintaining and balancing checking 

accounts. 
• Customer Service, including responding to telephone enquiries, providing front counter 

assistance, and preparing general correspondence. 
• Cross Training. All Finance Department workers are expected to help other workers in the 

Department achieve and maintain a basic understanding of the departmental functions for 
which he/she is primarily responsible.  
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• Performing any other tasks or assignments that may be required by the Finance Director or 
Town Manager, including the processing of tax bills, notices, and payments. One constant task 
is to evaluate the departmental functions and make suggestions to the Finance Director as to 
how those functions can be improved.  
 

DESIRED KNOWLEDGE, SKILLS, AND ABILITIES: 
 

• High school degree or GED which includes, or is supplemented by courses in Bookkeeping, or 
any combination of experience and education which is judged sufficient to meet the demands of 
the position 

• One year experience in general clerical or bookkeeping work 
• Knowledge of office procedures and practices, especially related to bookkeeping 
• Some knowledge of computers, especially data entry and word processing 
• Ability to be trained and effectively operate computer equipment which is purchased for the 

department in the future. 
• Ability to demonstrate a level of analytical ability and independent judgment 
• Ability to demonstrate an accurate attention to detail 
• Good public contact and communication skills, ability to maintain effective working 

relationships with supervisors, other Town employees, and elected or appointed officials 
• Ability to work under pressure in occasionally hectic office surroundings, including the ability 

to organize, plan and follow through on regularly assigned tasks 
• Demonstrated ability to apply the concept of confidentiality to appropriate departmental 

functions. 
 
SPECIAL CIRCUMSTANCES OF EMPLOYMENT: 
 

• In accordance with the Federal Fair Labor Standards Act, this is a non-exempt (or hourly) 
position 

• The employee must be bondable  
• During heavy demand periods, employees may be required to work hours in excess of or 

outside the regular work day/week 
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BANK RECONCILIATION PROCEDURE 

 
 
Bank statements are received and reconciled on a monthly basis (primarily by a Bookkeeper) which 
includes the general fund, water, and sewer fund, etc. The Bank reconciliations are reviewed by the 
Finance Director on a monthly basis, who signs off on the operating and water/sewer fund reconciliation 
documenting the review. The Delinquent Tax Account, the Town Clerk Account, and the Record 
Restoration Account are reconciled by the Town Clerk/Treasurer. The Finance Director reconciles the 
revolving loan fund accounts and the grant accounts.  
 
The Operating Account and the Water/Sewer Account are reconciled using NEMRC software as the 
checks are produced by the computer using NEMRC software. All the remaining accounts are reconciled 
manually. 
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DISASTER RECOVERY PROCEDURE 
 
 
The Town of Springfield has multiple procedures in place in case of disaster. First, there is a tape backup 
system on the primary server located in the Computer Room. Each day, the tape backup of the previous 
day is stored in the Vault in the Town Clerk’s area, with the tape from the prior day moved from the 
Vault to the safe in the Computer Room. The tape that had been in the safe is then placed on the server 
for its next use. There are five tapes, each marked for the day of the week that it is used. This tape system 
is monitored by Vermont Digital. The backup includes all data that is stored on the server (not each work 
station). However, each employee can store his/her non-NEMRC data into individual folders on the 
server. The NEMRC data is backed up on the server automatically. 
 
Also, the Town purchases each year a disaster recovery system from NEMRC. Included in this system 
is a daily online back up to two different remote locations. Additionally, should our facility be destroyed 
completely, NEMRC will bring two computer work stations and blank check stock to Town Hall (or 
other designation location) so that the finance department can perform essential functions as it recovers. 
All NEMRC data will be loaded from the last good online backup. 
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IT ENVIRONMENT AND APPLICATION COMPUTER CONTROLS 

 
AMBULANCE BILLING 
 
The ambulance billing is not run through NEMRC. The ambulance service enters the calls with nature 
of service, date, transfer to/ from, time in time out, and insurance company if available into their Fire 
House software. A run report is generated which contains all this information and is sent to the 
Ambulance Billing Clerk in the Town Clerk's Department. The Ambulance Billing Clerk manually 
enters the information into the TriTech-Central Square, program. Bills to Medicare are submitted 
electronically and other bills are printed and mailed. When payments are received, the Ambulance 
Billing Clerk makes the deposit and a Bookkeeper enters the payment into the Cash Receipts Module 
recording cash and revenue for the amount received. At each month-end, the Ambulance Billing Clerk 
runs a receipt report which a Bookkeeper balances to and a year-end entry is entered into the G/L to 
record the receivable. Client does not have access to the source code to make changes within the 
Emergency Management System application and the application is externally developed. 
 
SEWER AND WATER REVENUE 
 
Meter readings are generally done twice a year, in September and in March. Mobile homes do not have 
external meters due to their susceptibility to breaking during the winter. Instead, a straight usage rate of 
3,000 cubic feet for six months is entered into NEMRC for those properties. Other properties that still 
have the manual read meters must also be directly entered into NEMRC. The touch meter is plugged 
into the Bookkeeper’s computer and imported into Senses Meter Reading Software. The meter 
information is the imported into NEMRC. A billing report sheet is printed and reviewed by a Bookkeeper 
to look for any unusual amounts. The Bookkeeper keeps all reports and sends water guy back to re-read 
if necessary. If such an amount is found, the Bookkeeper has access to make changes as necessary to 
correct the bill. Once the report is generated, the Bookkeeper prints the bills and transfers the billing data 
to the G/L to recording a receivable and revenue. As payments are made the receivable is credited and 
cash debited. Client does not have access to the source code to make changes within NEMRC or Senses 
and the application is externally developed.  
 
PROPERTY TAX ASSESSMENT 
 
The assessor’s office records the itemized property cost into CAMA which calculates a Homestead Value 
for the property based on the information given. The assessors then go into NEMRC and synchronize 
the information from the CAMA program. This allows them to create a grand list. The assessors do not 
have access to change the homestead in NEMRC once it is synchronized, unless there is a change in the 
current use value. After synchronizing NEMRC with CAMA, a grand list is generated in NEMRC which 
is then transferred down to the Finance Department as a new entity. Once this as-billed grand list is 
generated, the Finance Director will print the tax bills that are then mailed by the staff. If a resident file 
an abatement or grievance and it is approved by the Listers, the Board of Civil Authority, or by court 
order, the Finance Director makes the changes to the homestead values in NEMRC and files the 
grievance with the change in the grand list binder in the clerk’s vault. The Finance Director also makes 
changes as needed for late filed homestead declaration form. Property taxes are recorded on the trial 
balance on a cash basis. During the audit, the Finance Director records the A/R GAAP adjustment using 
the delinquent tax report and gives it to AMP.  
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ACCOUNTS PAYABLE 
 
Invoices are received at the Finance Department or by the separate departments. A check request/warrant 
to pay is filled out by the Department Heads or their assistants or by a Bookkeeper. They are approved 
by the Department Heads. A Bookkeeper enters the invoice into NEMRC and an edit list is printed which 
is compared to the warranty to pay summaries by the Finance Director and then approved by him. The 
invoice amounts are automatically transferred to the G/L which credits a payable and debits and 
expenditure. Client does not have access to source code and the application is externally developed.  
 
PAYROLL 
 
Payroll is run every other week by a Bookkeeper who receives approved time sheets from the different 
departments. The Bookkeeper manually enters the time sheet information into NEMRC and prints an 
edit report list which is compared to the time sheets by the Finance Director. When the Bookkeeper is 
gone, the Finance Director does the entering and the other Bookkeeper compares the list to the time 
sheet. The Bookkeeper has access to change the hourly wage. Also, temporary foreman or training wages 
have separate pay code wages. The payroll system prints the payroll checks which are given to the 
Treasurer for stamped approval. The payroll amount is automatically transferred to the G/L for the 
expense side and to the A/P application for deductions and payroll taxes. The accounts payable 
application is not transferred to the G/L until payroll is complete due to problems encountered during 
transfer. When sent to the G/L the expenditure is debited and a payable is credited. Client does not have 
access to source code and the application is externally developed.  
 
STRATEGIC PLANNING 
 
In anticipation of an IT strategic Plan, the Town began in 2006-7 to set aside funds each year to address 
the IT needs of the Town. There is no formal plan as yet. Each Department has their own ideas about 
what is needed. The plan won’t be developed until the Town has the money because of the rapid changes 
in IT over time. 
 
OPENING/CLOSING PROCEDURE 
 
The Finance Department is open from 8:00am to 4:30pm each work day. The Town Clerk generally 
unlocks the outside doors to the public. In her absence, the Town Manager or the Town Clerk have 
keys to these doors. 
 
A Bookkeeper generally opens the safe and balances the cash register drawer. Receipts in the cash 
register include payments for taxes, water/sewer, and transfer station tickets. Any discrepancy is 
resolved prior to opening the cash register for business. The Bookkeeper then records the sales of 
transfer station tickets on a slip in the drawer and replenishes the supply. In case the Bookkeeper is 
unavailable, the Finance Director performs this function. 
 
At the end of the work day, the Town Clerk locks the outside doors. One of the Bookkeepers removes 
the cash drawer and places it in the safe, along with any bank deposits that need to be brought to the 
bank. The safe is then locked, and the room that the safe is located in is also locked. The Bookkeepers 
change the date on the “cash received” stamp. 
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OTHER REVENUE PROCEDURE 
 
The Town receives miscellaneous revenue from a number of sources, including, but not limited to, 
ambulance revenue, transfer station revenue, revolving loan fund payments, state and federal grants, 
and other payments for services rendered. A Bookkeeper receives these funds for the operating and 
water sewer funds. If the funds are received either in the form of cash or check, then the Bookkeeper 
prepares the deposit slip and reading the deposit so that it may be brought to the bank by the Finance 
Director or a Bookkeeper. If the funds are received electronically, the Bookkeeper makes a record of 
the payment. In both cases, the Bookkeeper enters the receipts into the NEMRC Cash Receipts 
Module. 
 
The Town Clerk/Treasurer receives the funds into the Delinquent Tax Account, the Town Clerk 
Account, and the Record Restoration Account. Prior to the Audit, the Finance Director records the 
activity of the Delinquent Tax Account and the Record Restoration Account into the General Ledger 
by journal entry. 
 
The Finance Director receives grant receipts and revolving loan fund receipts. She then records these 
receipts into the General Ledger by journal entry. 
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JOURNAL ENTRY PROCEDURE 
 
All general journal entries should be sequentially numbered and retained in an orderly manner with 
supporting documentation including identification of the preparer and evidence of approval by the 
reviewer. Journal entries will be reviewed by someone other than the preparer to ensure that they are 
appropriate and recorded accurately.   
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PAYROLL PROCEDURE 
PAYROLL 
 
New employees and changes are entered by a Bookkeeper in the master record of the employee. The 
Bookkeepers and the Finance Director are the only three that have a password to enter any payroll 
information. They each have their own individual passwords. Payroll is run bi-weekly. Time cards are 
filled out and signed by the employee or by the Office Manager or Department head. All procedures 
were followed. They are approved by department heads by signing the time sheets and then they are 
submitted to a Bookkeeper for processing. Department Heads sign their own timesheets. This 
weakness in the control is compensated for by the Bookkeeper’s and the Finance Director’s reviews of 
the timesheets and related data. 
 
The Bookkeeper re-computes the timesheet and watches for signatures and anything unusual. She will 
question the department head if necessary, before entering the hours. She starts by entering the payroll 
end date and then enters hours from the time sheet. Full time salary is done first (these are set up in the 
individual pay record as “auto post” employees. The Bookkeeper then enters the individual posts (time 
sheet people). 
 
Once the timesheets are all entered, an Edit posting report is run, and the Bookkeeper checks this 
against the time sheets and looks for unusual things (e.g. Salaried person taking vacation time). The 
Bookkeeper then clicks on “calculate” the payroll on the system and then will run another report. This 
is given to the Finance Director with the time sheets for review before the checks are printed. In the 
Finance Director’s absence, the other Bookkeeper performs the review. Checks are pre-numbered 
stock and kept in a side room that is locked at night. The Bookkeeper verifies the start check number 
and can change it if necessary. 
 
Once the checks are run and all is verified the Treasurer stamps her signature on the checks with her 
signature stamp that is kept in the safe and taken out only when needed for stamping checks. She then 
returns the checks to the Bookkeeper. The Bookkeeper tears apart the checks, envelopes check with 
stub, seals envelope and then bundles according to department. Department Heads or an authorized 
person picks up the checks. Some employees pick up their checks at the Town Office. Those who wish 
to have the Town deposit their checks to a local bank, the Finance Director has a list of names, and 
physically hand delivers their checks to the bank. The Finance Director has authorization to do this 
from the employee. The Treasurer receives the approved time sheets, a print out of employees with pay 
rates and other important information along with the checks to be signed. The Treasurer compares the 
print out of pay rates against the pay rates printed on the bottom of the checks to ensure the correct 
rates were entered.  
 
PAYROLL DEDUCTIONS 
 
A check for each type of deduction per pay period in total is given to the other Bookkeeper to hold and 
submit monthly. That Bookkeeper verifies the amounts against a list she has of employees who 
participate. Using a report generated in NEMRC, the Finance Director prepares the Federal/State 
report and calls in the Federal tax payment and approves an online payment for the state. The federal 
and state tax checks are given to the Finance Director to take to the bank. 
The two Bookkeepers work together to prepare the W-2s and W-3, with one Bookkeeper doing the 
quarterly 941/State reports. 
 
The banks statements are reconciled by the Bookkeeper who does not perform the payroll function. 
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Additional note: 
 
Shift differential is still keyed in as hours. E.g.: 8 hrs. worked at 10% shift differential is keyed in as 
.8hrs to a separate code which is “Hourly code 9”. The Bookkeeper cannot key in at a different rate of 
pay because they would have to manually change the rate each time they enter the payroll. The 
Department of Labor and Industry is aware of the separate code being used and does not pick up the 
hours in this code as worked hours when doing their audit. Also, the workmen’s compensation auditors 
are aware of the separate code so they do not pick up this code as hours worked either.  
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PROPERTY TAX REVENUE PROCEDURE 
 
The town uses an application called CAMA in which the assessors record the itemized property cost 
information and assigns a value. The assessors then go into NEMRC and synchronize the information 
from CAMA. This allows them to be able to create the grand list. If a resident applies for current use 
with the state, at this time the assessor downloads the certification report from the state into NEMRC 
and makes changes to the itemized property in NEMRC as necessary. The assessor then has to re-
synchronize CAMA and NEMRC so the information agrees. Once NEMRC and CAMA are 
synchronized together, a grand list is generated which is stored in NEMRC. The grand list is then 
transferred to the finance office through NEMRC which creates a new entity so the assessor's office 
can continue working on the next year's grand list. This report is printed and filed in the clerk’s vault. 
When the Finance Director opens NEMRC a screen appears alerting to the transfer which must be 
accepted. Two grand lists are generated: a working grand list, as billed. The Assessor and the Finance 
Director do comparison reports to prior year grand list and checks with the assessors about any 
changes. The Finance Director will then print the tax bills which show the quarterly payments that are 
due and are mailed out by the staff. Bills are calculated automatically based off the tax rate approved 
for the year by the board. If a resident file an abatement or grievance and it is approved by the listers, 
the board or civil authority, or a court order, the assessor makes the changes in the NEMRC Grand List 
program and then synchronizes it with CAMA so they agree. The listers then notify the Finance 
Director that a tax bill must be changed. The Finance Director makes the change in the as-billed Grand 
List and then transfers the change to the Tax Administration program. The Assessor and Finance 
Director are the only people who have access to make changes to the homestead values in NEMRC.  
 
Once the Grand List is generated, the assessor downloads Homestead Declaration information and 
State Payment information that has been transmitted electronically by the State. The State Updates 
Homestead Declaration information weekly and State Payment information as needed. When there is a 
change to a tax bill, the Finance Director produces new tax bills, and gives them to a Bookkeeper, who 
notes any balance changes on the bills. The Finance Director then transfers the current year data to the 
Tax Admin file, which automatically sets up the net amounts to be paid quarterly. Payments received 
are credited to the appropriate Tax Admin file as received. 
 
Property taxes are recorded on the trial balance on an accrual basis. The due dates for the property 
taxes are set by the Town Clerk/Treasurer. Currently, the due dates are August 15th, November 15th, 
February 15th, and May 15th. Should a due date fall on a weekend or a holiday, the due date is the next 
business date. Taxpayers can either pay by mail, over the counter with cash or check or by escrow. 
Those who pay with cash are given a receipt for the payment and those that pay with check are given 
the option of having a receipt printed or not. Payments can be processed by anyone in the Finance 
Department which are rung through the cash register and placed in the cash drawer. Cash and checks 
are separated in the cash drawer. Many of the property taxes are paid by escrow. In most case, the 
financial institution sends a check with a listing of the tax accounts being paid. There is one escrow 
company, Core Logic, that sends an electronic file indicating the number of parcels and the total tax 
payment. The file is uploaded by the Finance Director into NEMRC which automatically posts the 
payments to the individual accounts. The Town receives an actual check which is then deposited at the 
Bank along with the other checks that were received over the counter. The cash is balanced the next 
morning by comparing total cash received to total cash receipts. Any discrepancies are dealt with 
immediately. Checks are not reconciled until the deposit is made by comparing the tickets created the 
day of the transaction against the checks received. There is no sign off documenting the reconciliation. 
If the totals match up then the deposit slip is made. The Finance Director posts the prior day's 
payments received into NEMRC. If the Finance Director is out or the office is busy such as during tax 



TOWN OF SPRINGFIELD, VERMONT 
FINANCE MANUAL 

JUNE 30, 2022 
 

Page 15 of 53 
 

time, a Bookkeeper will help with the postings. A Bookkeeper makes up the deposit slip showing the 
days total payments which should agree to the total cash receipts. Either the Finance Director or a 
Bookkeeper can bring deposits to the bank.  
 
Prior to the audit, the Finance Director records the AR GAAP adjustment using the delinquent tax 
report and gives it to the auditor. 
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PURCHASING & CASH DISBURSEMENTS PROCEDURE 
 

PURCHASING PROCEDURE 
 
A central purchasing system is available but is not used by all departments for all purchases. Some 
departments only use them for non-recurring major purchases (e.g. Fire Department - anything greater 
than $500.00). Purchase orders are not entered into the computer system to encumber the funds. 
According to the Finance Director, New England Municipal Resource Center (NEMRC) has the 
program available, but the Town has not purchased the encumbered feature. Department heads 
authorize the purchase, not necessary for all purchases, and individuals from that department 
physically do the purchasing. Most vendors do not require purchase order.  
 
DEPARTMENT HEADS THAT APPROVE PURCHASE ORDERS 
 
Library Director – Sue Dowdell 
DPW & Sewer & Water - Jeff Strong 
Fire Chief – Russ Thompson, Scott Richardson 
Police Chief – Mark Fountain, Lt. Patrick Call 
Town Clerk/Treasurer – Barbara Courchesne 
Parks & Recreation – Andrew Bladyka 
Senior Center – Lori Johnson 
Lister – Nichole Knight 
Finance Director – Cathy Sohngen 
Town Manager – Jeff Mobus 
 
BUDGET ENCUMBRANCES 
 
Budget is proposed by the Board of Selectmen, warned and approved by Town vote. The charter gives 
the Town Manager authority to transfer funds between budget line items with notification to the Board. 
The Town Manager has not done this. 
 
The Board of Selectmen is required to authorize over-expenditures of >=5% of the bottom line. 
 
The Finance Director gives Department Heads monthly budget reports with variances. 
 
At least quarterly, the Town Manager presents a budget report to the Board and provides explanations 
for any unusual activity if requested. 
 
In the past, if over expenditures of a significant amount appear likely, or if revenue is considerably 
below budget, the Town manager has instituted a spending “freeze.”  (This has not happened since 
2003). While a "freeze" was not ordered during the 11/12 year, Department Head were asked to submit 
purchase orders for all non-required expenditures in May 2012. 
 
At year-end, funds are encumbered for items that were approved for purchase during that year which 
have not been bought and received prior to year-end. These are primarily large ticket items that have 
been approved by the Board and the voters. The Finance Director tracks the balances and expenditures 
against encumbrances. 
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CASH DISBURSEMENTS 
 
Mail is opened and sorted in the Finance Department., usually by the Finance Director. However, in her 
absence, a Bookkeeper will open the mail. If an envelope is addressed to a particular department, it is forwarded 
to them. The Finance Director will open the bills first that are addressed to the department just to look at for 
correct department type activity before sending. Otherwise the bills go to the Bookkeeper who performs the 
Accounts Payable Function to figure out who is responsible for the bill and sends it to the appropriate 
department. 
 
Invoices are approved (Signed or Stamped) and coded by Department Head. A “Warrant to Pay” is filled out 
and attached to the invoices which are then sent to the Finance Department. The Town Garage, Police, Library, 
Parks and Recreation and Fire Departments prepare the warrants to pay for their departments. A Bookkeeper 
prepares the warrants to pay for the Senior Center and the Town Hall and the Finance Director reviews and 
signs the warrant. Any questionable bills, the Bookkeeper asks the Department Heads or the Finance Director, 
before processing. The Bookkeeper generally does NOT pay anything from a statement. There is one supplier 
(NAPA) who has requested payments from Statements due to the high number of return transactions. All 
statements are looked at and if a previous balance is shown it is checked out. Once statements are looked at and 
verified the statement is thrown away. 
 
Before entering an invoice into the accounts payable system, the Bookkeeper checks to see if the 
vendor is a returning vendor, or a first-time vendor. If a returning vendor, the Bookkeeper processes 
the invoice for payment. For a first-time vendor, the Bookkeeper processes the invoice, but also 
requests a W-9 from the vendor in order to determine if the vendor must receive a 1099 at year end 
and, if so, which category of 1099. Lastly, the Bookkeeper checks to see if an insurance certificate, 
including workers compensation coverage, is necessary (was the work performed on Town property). 
If so, she obtains an insurance certificate.  
 
The Bookkeeper enters the information into the accounts payable system for the processed warrants. 
She prepares a computer generated "Edit Invoice List", which lists the invoices being paid, the g/l 
accounts being charged, and the amounts for the remaining departments. The invoices are entered in 
batches. The Finance Director marks the invoices on the edit list that will exceed the budget line that 
the expense is charged to. The Finance Director reviews the invoices against the edit list to confirm 
that all amounts are entered correctly, charged to the proper accounts and are properly authorized. The 
Finance Director reviews the budget situation for all departments that have submitted requests that 
exceed their budget lines. The Finance Director notifies Town Manager of departments that are in 
danger of exceeding their overall budget. The Town Manager then notifies the Select Board.  
 
The Bookkeeper verifies the computer-generated check number with the beginning check number on 
the beginning stock because, there have been manual checks & or voided and it not be in the system. 
Then A/P checks are cut. When the checks are cut, the transaction is transferred to the g/l and the 
budget portion of the NEMRC system. The Finance Director then has to go into the g/l module and 
“accept” the transfer. 
 
The Finance Director reviews and signs the Select Board copy of the warrant summary sheet after the 
checks are run. He reviews the authenticity of the expenditures on all invoices. The Treasurer, who is 
the only individual who has access to her signature stamp, reviews the checks against the invoices and 
edit invoice list and stamps her name on the checks if she doesn’t have any questions. If she has a 
question, she asks either the Finance Director or the Bookkeeper for an explanation, not stamping the 
checks until she is satisfied. Once stamped, all checks are returned to the Bookkeeper, who then stuffs 
the envelopes and mails them. The Bookkeeper attaches the bills, summary sheets (warrants to pay) to 
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the check stubs and files them. A majority of the Board of Selectmen (at least 3) signs off on the 
warrants after the fact.  
 
The Finance Director, with the assistance of a Bookkeeper, reviews invoices for possible accrual and 
records A/P at year end. All A/P checks will be mailed in the same FY as the check is dated.   
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WATER AND SEWER REVENUE PROCEDURE 
 

GENERAL PROCEDURES 
 
The meter books are maintained by location and stored in the accounting department. The meter 
readers now primarily use “Auto read” devices. These take the reading from the meters automatically. 
Sometimes they still have to manually key the readings into the reader. A Bookkeeper attaches the 
readers to the computer to download the information. She reviews a printout of the “auto-read” data 
and then transfers the data into the NEMRC system. After transferring into NEMRC she reviews the 
NEMRC printout for obvious errors and missing readings. The Bookkeeper can make adjustments to 
the readings in NEMRC before the bills are printed and then posts the AR and Revenue. Nobody 
reviews ordinary adjustments. Should an adjustment be required due to a leak or large spill, the 
Water/Sewer Superintendent and the Finance Director will review the situation. If, as a result of this 
review, it is determined than an adjustment is required, either the Superintendent or the Finance 
Director will sign off on the adjustment. The NEMRC program calculates the bills. The Bookkeeper 
prints the semi-annual bills and mails them on or before the 30th of September and the 30th of March 
each year. 
 
Payment for each semi-annual bill is due half in 30 days, and the other half in 90 days. People can 
either pay by mail or over the counter with cash or check. People that pay with cash are given a receipt 
for the payment and those that pay with check are given the option of having a receipt printed or not. 
Payments can be processed by anyone in the finance department which are rung through the cash 
register (though the register is not reliable) and placed in cash drawer. Cash and checks are separated 
in the cash drawer. The cash is balanced the next morning by comparing total cash received to total 
cash receipts. Any discrepancies are dealt with immediately. Checks are not reconciled until deposit is 
made by comparing the tickets created the day of the transaction against the checks received. There is 
no sign off documenting the reconciliation. If the totals match up, then the deposit slip is made. The 
Bookkeeper posts the prior day's payments received into NEMRC. If the Bookkeeper is out or the 
office, the Finance Director will help with the postings. The Bookkeeper makes up the deposit slip 
showing the days total payments which should agree to the total cash receipts. The Finance Director or 
the Bookkeeper can bring deposits to the bank.  
 
Delinquent water and sewer notices are printed around the 5th of the month by the Bookkeeper and 
mailed by her, with help from other staff. The Bookkeeper runs an aged AR report and creates a shut-
off list monthly based on that report and a review of payments on the account. The Bookkeeper has the 
Finance Director and/or the Water Superintendent review/sign off and they determine who to shut off. 
Those that are approved for shut-off are sent notice 14 days prior to shut-off date. If there is no 
satisfactory response (they must make payments and/or written agreement), the Water Department 
shuts them off. The Town charges people who regularly do this a $25 fee for each time this happens, 
more if an employee is called in on overtime.  
 
PROPERTY TRANSFERS/CLOSINGS 
 
The Town receives a request from either a lawyer or a realtor for an individual reading on a certain 
day. A Water Department employee is sent out to do the reading. A pro-rated bill is then sent to the 
requesting person. The Bookkeeper knows that a property has changed hands when she sees a copy of 
the PTR (Property Transfer Return). 
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DISCREPANCIES 
 
Each month, the Bookkeeper prepares an edit list for the bills that are to be sent out that month. She 
checks the list for any unusual activity, either a very high or very low reading. She gives the Water 
Department a list of these readings so that they may be re-read to confirm the activity. Once these 
discrepancies are corrected, the Bookkeeper sends out the bills. 
 
If a user believes that his/ her account is incorrect, they contact the Bookkeeper for an explanation, if 
the Bookkeeper is unable to satisfy the user, she brings the account to the attention of either Water 
Superintendent or the Finance Director, so that they may further investigate the matter, if neither of 
them can resolve the situation, the matter is referred to the Town Manager for resolution.  
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YEAR END PROCEDURES 
 
AUDIT 
 
After Town Meeting, the Finance Director reminds the Town Manager that the annual audit must be 
scheduled. Currently, the Town is contracting with A. M. Peisch, LLC (Rutland- 802-773-2721) to 
perform an annual audit of the Town. The Finance Director makes a preliminary determines if an audit 
of the financial statements is sufficient, or if a single audit is required and communicates this 
determination to the auditor. With the auditor, the Finance Director will develop a schedule for the pre-
audit (usually a couple days in July or August) and then the full audit (September-October). It is 
imperative that the audit be completed, with the report(s) in hand in time to be included in the Town 
Report.  
 
SEFA PREPERATION 
 
After June 30th, the Finance Director must produce a Schedule of Expenditures of Federal Awards 
(SEFA). The purpose of the SEFA is to identify, on an accrual basis, all expenditures and 
commitments of federal funds, either directly or via the State of Vermont as a pass-through agency. 
Once identified, the SEFA is used to ensure that all federal expenditures and commitments have been 
allocated to the correct grant or loan with the correct Catalog of Federal Domestic Assistance (CFDA) 
number and that each expenditure is allowed under the terms of the respective grants as well as the 
OMB 2 CFR Part 200 (Uniform Guidance) Subpart F. 
 
In order to produce the SEFA, the Finance Director starts with information provided by the State of 
Vermont and sent to the Town in early July along with the State of Vermont Sub Recipient Annual 
Report (which is due back to the State with 45 days of fiscal year end). Using this list of open federal 
grants, the Finance Director allocates the grant expenditures for the previous year, paying extra 
attention to using the correct CDFA number. To confirm that all federal expenditures are identified, the 
Finance Director confirms with the Town Manager, the Police Chief, and the Fire Chief that all grants 
that they are involved with are included. Additionally, the Finance Director checks with the Police 
Office Manager and the Fire Deputy Chief to confirm the information. The Finance Director prints off 
the “Town Payment Report” from the Vermont.gov website (Department of Finance). This report is 
useful for tracking pass through expenditures. The Finance Director then reviews all expenditures in 
the Fund 3 bank accounts and the Fund 1 reimbursable accounts for any expenses that have not been 
allocated. As the loan guarantees often include a percentage of federal funds, the Finance Director also 
contacts Julia Stone, Financial Manager in the Financial Management and Loans Section of the 
Facilities and Engineering Division to confirm the federal funds percentage of each loan.   
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AUDIT- MANAGEMENT DISCUSSION AND ANALYSIS (MD&A) 
 
After the site work of the audit is completed, the auditors will issue draft financial statements. The 
Finance Director reviews these draft financial statements. The Finance Director also reviews 
information from training sessions attended during the year as well as the prior year MD&A, paying 
particular attention to any changes that may have occurred since the prior year. Lastly, the auditor 
provides the Finance Director with a MD&A checklist of items that must be addressed in the MD&A. 
Using all these resources, the Finance Director prepares the MD&A for the current year in accordance 
with prescribed Generally Accepted Account Principles as established by the Governmental 
Accounting Standards Board. 
 
During the production of the MD&A, it is necessary for the Finance Director to make significant 
assumptions. Significant assumptions are made in the calculation of accrued compensated absences, 
particularly when determining which employees are planning to retire from the Town of Springfield 
and when those employees are planning to retire. Significant assumptions are also made in the 
accounting for capital assets, specifically the decision to use straight line depreciation schedules and 
the determination on the life span of each asset. Another significant assumption is made that 
water/wastewater usage is uniform over the six-month billing cycle. This assumption is used when 
determining the unbilled revenue in the Water/Wastewater enterprise fund as of June 30th. 
The Finance Director must inform the auditors of any changes in the presentation or method of 
measurement each year. There have not been any changes for the current year. 
 

CONTACTS 
 
After June 30th, the Finance Director must contact the EPA for a status report as of 6/30, Citizens Bank 
for a collateralization letter, and the Trustees of Public Funds for an activity statement for the fiscal 
year. 
 
ACCOUNTS PAYABLE 
 
The Accounts Payable year end is December 31 of each year. The Finance Director closes the year 
(and all the periods of the year) in the Accounts Payable module. This must be done PRIOR to the 
issuance of any checks in January in order that the information is correct for all vendors, especially 
those that receive 1099s.  

 
After the 1099s are done each year, the Finance Director has the Bookkeeper responsible for Accounts 
Payable to review the insurance certificates for all companies, especially those receiving 1099s, to see 
if the certificates are current. She obtains up to date certificates. This is important for the workers 
compensation audit (usually performed by the Town’s insurance company (VLCT) in May of each 
year). 
 
PAYROLL 

 
On June 30, the Finance Director closes the period/quarter and then runs an Accrued Time Report (in 
payroll module, report G). The Finance Director reviews this report to determine which employees 
have accrued over 90 days of sick time. For these employees, the Finance Director performs a manual 
entry, reducing the sick time down to 90 days and adding time (on a 1 to 5 basis) to accrued converted 
vacation time. For example, if an employee has 95 sick days accrued, the sick time is reduced to 90 
days and 1 day is added to converted vacation time. Once this review is completed and the entries are 
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posted, the Finance Director runs a new Accrued Time report with the updated data and gives a copy to 
payroll and keeps a copy for the audit workpapers. 
 
SETTING THE TAX RATE 
 
Around mid-June, the Finance Director checks with the Listers to ensure that the working grand list is 
complete. This includes confirming that the working grand list has been compared to the current as 
billed grand list to verify that all parcels are accounted for, both those that have been added and those 
that have been deleted. There is a report in the Grand List module that will perform this check for you. 
Once this is done, the Listers provide the Finance Director with a 411 form that summarizes the grand 
list. On June 29 or June 30, the Finance Director obtains the education tax rates from the State. These 
rates can be found at http://www.state.vt.us/tax/pvredtaxrates.shtml.  
 
The Finance Director then collects the following data needed to determine the tax rate: contracts 
approved by Town vote (from the 411- veteran’s exemptions over $30,000 and there will also be a list 
of properties that the Town voted exempt), the approved special appropriations (the Town Clerk can 
provide this list), and the Windsor County tax (from accounts payable). 
 
TAX RATE CALCULATION 
 
The following calculations are used to determine the two tax rates (Homestead and non-Residential): 

 
 Town Tax Rate= Amount to be raised by taxes divided by the grand list 
 School Tax Rates= as set by the State 
 Voted Contracts is a little more complicated. The Finance Director takes the grand list 

value of the veterans exemptions over $30,000 and multiplies that by the Homestead 
Education Rate and then takes the other voted exemptions and multiplies that by the 
non-Residential rate and then adds these two numbers to determine the amount needed. 
This amount is then divided by the grand list to set the voted contract rate. 

 Special Appropriations= amount divided by grand list 
 Windsor County Tax- amount divided by grand list 
 Abatements- this is a number that is used to offset expected abatements divided by 

grand list. 
 

Finally, all these individual rates are added up to determine the combined tax rate. Once this is done, 
the Finance Director enters these numbers in to the Calculate Taxes program in the Grand List module 
and calculates the taxes. This is done so that the Finance Director can run a grand list summary and 
verify that the taxes raised with these rates will be sufficient. If so, the Finance Director provides these 
rates to the Town Manager. The Town Manager sets a special Select Board meeting on or about July 
1st for the Board to formally adopt the tax rates. 
  
 
TAX ADMINISTRATION 
 
On June 30, once all property tax payments have been posted, the Finance Director runs the Available 
Credits report in the tax administration module and balances this amount to the general ledger (account 
1-00-2-101). Once this is done, the Finance Director makes an entry to 1-00-2-105 to recognize the 
deferred inflow amount. The Finance Director then abates all small balances due (under $10) and runs 
a delinquent tax report, keeping an extra copy for the audit work papers.  

http://www.state.vt.us/tax/pvredtaxrates.shtml
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Once these steps are completed, the Finance Director closes the year in Tax Administration. 
 
TAX BILLS 
 
The Finance Director orders the tax bills for the following year no later than June 1st, ensuring that 
they will be available no later than July 1st. Currently, the Town is ordering the tax bills from Eastern 
Systems (Waitsfield, VT 802-496-1000). The Town orders 5000 tax bills, with 4 perforated stubs at the 
bottom and the State of Vermont notice pre-printed on the reverse. Additionally, the Town orders tax 
bill envelops at the same time, 4,000 annually is sufficient.  
After the tax rates have been set by the Select Board, the Finance Director MUST receive the State 
Payments PRIOR to printing the tax bills. The State payments are available July 1. To receive the 
State payments, the Finance Director clicks on the Homestead Payments button in the new as-billed 
grand list and then clicks on Receive Taxpayer Payments from Tax Payer Services. This will 
automatically apply the state payment to the bill of each Homestead taxpayer (non-Residential 
taxpayer are not eligible) that has applied timely (by April 15th) for a state payment and who the State 
determines is eligible for a state payment. Homestead taxpayers to apply after April 15th, but before the 
deadline, do not receive their state payments until either September or November, depending on when 
they filed.  
 
After the state payments have been credited, the Finance Director prints the tax bills. As the tax bills 
are printed with the owner of record as of January 1st, there will be dozens of tax bills for properties 
that have changed ownership in the period between January 1st and June 30th. The Bookkeeper 
responsible for making changes in Grand List then will review all the property transfers and send out 
tax bills to the new owners. The tax bills MUST be postmarked no later than 30 days prior to the first 
due date. In order to get the tax bills mailed timely, employees in other Town Hall departments assist 
in the stuffing of the bills. 
  
Once all the tax bills are printed, the Finance Director transfers the data from the as-billed grand list to 
tax administration using the Transfer to Tax Admin button. Then the Finance Director opens the Tax 
Administration module and receives the transfer from Grand List into the new year, being careful to 
NOT change prior year owners’ information. 
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ACCOUNTING, AUDITING AND FINANCIAL REPORTING POLICY 

 
PURPOSE 
 
The purpose of this Accounting, Auditing and Financial Reporting Policy is to establish and maintain 
high standards for accounting practices in the Town of Springfield, thereby enabling voters, the Select 
Board, and the Treasurer to make sound decisions in preparing and adopting the Town budget and 
managing Town finances. 
 
ACCOUNTING 
 
The accounting practices of the Town will conform to Generally Accepted Accounting Principles for 
local governments as established by the Governmental Accounting Standards Board. The treasurer will 
establish and maintain a system of fund accounting and shall measure financial position and results of 
operations using the modified accrual basis of accounting for governmental funds and the accrual basis 
of accounting for proprietary and fiduciary funds. 
 
AUDITING 
 
Annually, the Select Board will cause the Town of Springfield’s financial statements to be audited by a 
qualified, properly licensed independent accounting firm. This audit will be conducted in addition to 
any audit performed by the Town’s elected auditors under 24 V.S.A. § 1681 or provided for in the 
Town’s Charter. 
 
MONTHLY AND ANNUAL FINANCIAL REPORTING 
 
The Finance Director will prepare at least quarterly financial reports for the Select Board’s 
management purposes. These will consist of: 
 

• Budget Report showing revenues collected and appropriations expended for the 
previous month with the variance from the budget amounts for each line item; 

• Statement of Revenue, Expenditures, and Changes in Fund Balance showing revenues 
and expenditures and the difference between the two, the beginning fund balance for the 
period, the ending fund balance; and 

• Balance Sheet showing Town assets less liabilities and the fund balance. 
 
The Finance Director will also prepare an annual financial report. This report should include financial 
statements for each of the funds of the Town, as well as appropriate additional disclosures as necessary 
for the complete understanding of the financial statements presented. In addition, the report should 
include a narrative discussion to explain how the Town’s current financial position and results of 
financial activities compare with those of the prior year and with budgeted amounts. This report, 
together with the most recent independent auditor’s report and any report prepared by the Town’s 
elected auditors under 24 V.S.A. § 1682, will be reproduced in the Town’s annual report each year. 
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CONFLICT OF INTEREST POLICY 
 

ARTICLE 1. PURPOSE.  
 
The purpose of this policy is to ensure that the business of this municipality will be conducted in such 
a way that no public official of the municipality will gain a personal or financial advantage from 
his/her work for the municipality and so that the public trust in municipal officials will be preserved. It 
is also the intent of this policy to ensure that all decisions made by municipal officials are based on the 
best interest of the community. 
 
ARTICLE 2. DEFINITIONS.  
 
For the purposes of this policy, the following definitions shall apply: 
 
Conflict of interest means any of the following: 
 

• A direct or indirect personal interest of a public officer, his/her spouse, household member, 
child, stepchild, parent, grandparent, grandchild, sibling, aunt or uncle, brother or sister in law, 
business associate, employer or employee, in the outcome of a cause, proceeding, application 
or any other matter pending before the officer or before the public body in which he or she 
holds office or is employed; 

• A direct or indirect financial interest of a public officer, his/her spouse, household member, 
child, stepchild, parent, grandparent, grandchild, sibling, aunt or uncle, brother or sister-in-law, 
business associate, employer or employee, in the outcome of a cause, proceeding, application 
or any other matter pending before the officer or before the public body in which he or she 
holds office or is employed 

• A situation where a public officer has publicly displayed a prejudgment of the merits of a 
particular quasi-judicial proceeding before the board. This shall not apply to a member’s 
particular political views or general opinion on a given issue;  

• A situation where a public officer has not disclosed ex parte communications with a party in a 
proceeding before the board. 

 
Emergency means an imminent threat or peril to the public health, safety or welfare. 
 
Official act or action means any legislative, administrative or judicial act performed by any elected or 
appointed officer or employee while acting on behalf of the municipality. 
 
Public body means any board, council, commission or committee of the municipality. 
 
Public interest means an interest of the community as a whole, conferred generally upon all residents 
of the municipality. 
 
Public officer or public official means a person elected or appointed to perform executive, 
administrative, legislative ore quasi-judicial functions for the municipality. 
 
Quasi-judicial proceeding means a case in which the legal rights of one or more persons who are 
granted party status are adjudicated, which is conducted in such a way that all parties have 
opportunities to present evidence and to cross-examine witnesses presented by other parties, which 
results in a written decision, the result of which is appealable by a party to a higher authority. 
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ARTICLE 3. DISQUALIFICATION. 
 

• A public office shall not participate in any official action if he or she has a conflict of interest in 
the matter under consideration. 

• A public officer shall not personally, or through any member of his/ her household, business 
associate, employer, or employee, represent, appear for, or negotiate in a private capacity on 
behalf of any person or organization in a cause, proceeding, application or other matter pending 
before the public body in which the officer holds office or is employed. 

• In the case of a public officer who is an appointee, the public body which appointed that public 
officer shall have the authority to order that officer to recuse him or herself from the matter. 

• Public officers shall not accept gifts or other offerings for personal gain by virtue of their public 
office that are not available to the public in general. 

• Public officers shall not use resources not available to the general public, including but not 
limited to town staff time, equipment, supplies, or facilities for private gain or personal 
purposes. 
 

ARTICLE 4. DISCLOSURE.  
 
A public officer who has reason to believe that he or she has or may have a conflict of interest but 
believes that he or she is able to act fairly, objectively and in the public interest in spite of the conflict 
of interest shall, prior to participating in any official action on the matter disclose to the public body at 
a public hearing the matter under consideration, the nature of the potential conflict of interest and why 
he or she believes that he or she is able to act in the matter fairly, objectively and in the public interest. 
Nevertheless, the person or public body which appointed that public officer retains the authority to 
order that officer to recuse him or herself from the matter, subject to applicable law. 
 
ARTICLE 5. RECUSAL. 
 
 A public officer shall recuse him or herself from any matter in which he or she has a conflict of 
interest, pursuant to the following: 
 

• Any person may request that a member recuse him or herself due to a conflict of interest. Such 
request shall not constitute a requirement that the member recuse him or herself; 

• A public officer who has recused him or herself from a proceeding shall not sit with the board, 
deliberate with the board, or participate in that proceeding as a board member in any capacity; 

• If a previously unknown conflict is discovered, the board may take evidence pertaining to the 
conflict and, if appropriate, adjourn to a short deliberative session to address the conflict; 

• The board may adjourn the proceedings to a time certain if, after a recusal, it may not be 
possible to take action through the concurrence of a majority of the board. The board may then 
resume the proceeding with sufficient members present. 

• In the case of a public officer who is an appointee, the public body which appointed that public 
officer shall have the authority to order that officer to recuse him or herself from the matter, 
subject to applicable law. 
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ARTICLE 6. ENFORCEMENT; PROGRESSIVE CONSEQUENCES FOR FAILURE TO 
FOLLOW THE CONFLICT OF INTEREST PROCEDURES.  
 
In cases where the conflict-of-interest procedures in Articles 4 and 5 have not been followed, the 
Select Board may take progressive action to discipline an offending public officer. In the discipline of 
a public officer, the board shall follow these steps in order: 
 

• The chair shall meet informally, in private, with the public officer to discuss possible conflict 
of interest violation. 

• The board may meet to discuss the conduct of the public officer. Executive session may be 
used for such  discussion, in accordance with 1 V.S.A. § 313(4).  The public officer may 
request that this meeting occur in public. If appropriate, the board may admonish the offending 
public officer in private. 

• If the board decides that further action is warranted, the board may admonish the offending 
public officer at an open meeting and reflect this action in the minutes of the meeting. The 
public officer shall be given the opportunity to respond to the admonishment. 

• Upon majority vote, the board may request that the offending public officer resign from the 
board. 
 

ARTICLE 7. EXCEPTION.  
 
The recusal provisions of Article 6 shall not apply if the legislative body of the municipality 
determines that an emergency exists and those actions of the public body otherwise could not take 
place. In such cases, a public officer who has reason to believe he or she has a conflict of interest shall 
disclose such conflict as provided in Article 4. 
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CREDIT CARD USE POLICY 
PURPOSE:   
 
To determine who is authorized to use Town of Springfield credit cards, including gas cards, and to 
specify how the cards are to be used.  
 

• Town employees may use Town of Springfield credit cards, including gas cards, when 
authorized by his/her supervisor. 

• Town of Springfield cards may only be used for the purchase of goods or services for official 
business of the Town of Springfield. 

• Employees using the credit card must submit receipts, documentation detailing the good or 
services purchased, cost, and the date of the purchase. NOTE:  The signed credit card slip 
is NOT a receipt. 

• Receipts must be submitted to the employee's supervisor in a timely manner to allow for 
reconciliation of the receipts against the monthly statement. 

• Employees using the card are responsible for its protection and custody and must 
immediately notify the Finance Department if a card is lost or stolen. 

• Credit cards, including gas cards, may not be used for cash advances or personal purchases. 
NOTE:  Cards may not be used in combination with any personal rewards cards for the 
personal benefit of the employee. 

• Employees must immediately surrender any Town of Springfield credit card or gas card upon 
termination of employment. The Town of Springfield reserves the right to withhold final 
payroll checks and payout of accrued leave until all cards are surrendered. 

 
Any employee guilty of illegal or unauthorized use of a Town of Springfield credit card or gas card 
will be subject to penalties under the law and/or disciplinary action(s) up to and including termination. 
 
This policy is effective as of July 17, 2012. 
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CASH RECEIPTS, PETTY CASH AND RETURNED CHECK POLICY 
 

 
PURPOSE  
 
The purpose of this Cash Receipts Policy is to establish proper management practices over cash, 
checks, and other receipts in order to instill public confidence in Town operations and to provide 
accurate, reliable, and timely information upon which financial decisions can be made. 
 
AUTHORIZED PERSONNEL  
 
For internal control purposes, only the following officers, employees, and volunteers are authorized to 
receive funds on behalf of the Town of Springfield: Finance Director, Bookkeepers, Treasurer, 
Assistant Treasurer, Town Clerk, Assistant Town Clerk, Collector of Delinquent taxes, Select Board 
members, Town Manager, Trustees of Public Funds, Zoning Administrator, Librarians, Water 
Employees, Recycling Employees, as well as any other employee designated by the Town Manager. 
 
PROPER PAYEE 
 
All checks, money orders, and credit card payments, regardless of function, must be made payable to 
the Town of Springfield. No instruments may be made payable to a Town officer, employee, volunteer, 
committee, board, or group. 
 
RECEIPTS  
 
Persons authorized to receive funds on behalf of the Town must issue a fully completed collection 
receipt for any cash received. The original completed receipt must be issued to the person from whom 
the funds are received.  
 
SAFEGUARDING FUNDS 
 
Safeguarding funds prior to deposit is the responsibility of authorized personnel receiving the funds. 
All coins, currency, checks, credit card information, and money orders must be retained in a secure 
place until deposited with the treasurer in accordance with the section below. 
 
PREPARING AND DEPOSITING FUNDS  
 
Each person depositing funds with the treasurer must submit a spreadsheet or adding machine tape of 
the checks in the same sequential order and totaled with each deposit. The Finance Director or 
Bookkeeper will count and verify the amount deposited in the presence of the person depositing the 
funds. The Finance Director, Bookkeeper, or Town Manager will take the deposits to the bank and 
retain copies of all deposit statements issued by the bank. 
 
PETTY CASH  
 
No officer, employee, volunteer, department, committee, board, or group may establish a petty cash 
system without consent from the Select Board and the Treasurer. The Select Board will appoint an 
officer, employee, or volunteer to be custodian for each petty cash account. A base petty cash amount 
must be determined by the Treasurer. The petty cash may be kept clearly indicated in the cash register 
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or a lockable cash box will be used to store petty cash and must be locked at all times. The key will be 
kept in a secure location. Only the petty cash custodian and the treasurer will have access to the locked 
petty cash box and key. Payments out of petty cash will be made only when a valid receipt is 
presented. Should prepayments out of petty cash be necessary, a memo explaining the purpose of the 
prepayment must be signed by the custodian or treasurer and the officer, employee, or volunteer and 
placed in the petty cash box or the register. At all times the total of receipts added to the cash 
remaining in the petty cash box must equal the predetermined petty cash amount. Under no 
circumstance will personal funds be used to compensate shortages. All shortages must be brought to 
the attention of the treasurer immediately upon discovery. 
 
RETURNED CHECKS  
 
A returned check will be recorded in the accounting system against the revenue in which it was 
originally posted if the check is not replaced. First-time returned checks will be re-deposited. Upon 
second receipt of a returned check, the Finance Director or the Bookkeeper will notify the check writer 
and inform him or her that his/her check did not clear and advise that there is a return check fee due. 
Thereafter, full payment, including the return check fee, must be in the form of cash, money order, or 
bank certified check. 
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ETHICS POLICY 
 
PURPOSE  

 
All officers, employees, and volunteers of the Town of Springfield are enjoined to adhere to legal, 
moral, and professional standards of conduct in the fulfillment of their professional responsibilities. 
Standards of professional conduct as set forth in this code are promulgated in order to enhance the 
performance of all officers, employees, and volunteers of the municipality. 
 
PROCEDURE 

 
Personal Standards – Municipal officers, employees, and volunteers shall: 
 

• Demonstrate and be dedicated to the highest ideals of honor and integrity in all public and 
personal relationships to merit the respect, trust, and confidence of governing officials, 
other public officials, employees, and of the public. 

• Abide by approved professional practices and recommended standards. 
 

Responsibility as Public Officials – Municipal officers, employees, and volunteers shall: 
 

• Recognize and be accountable for their responsibilities as officials in the public sector. 
• Strive to provide the highest quality of performance and counsel. 
• Exercise prudence and integrity in the performance of their duties. 
• Uphold both the letter and the spirit of the constitution, legislation, and regulations 

governing their actions and report violations of the law to the appropriate authorities. 
 

Professional Integrity/Information – Municipal officers, employees, and volunteers shall: 
 

• Demonstrate integrity in the issuance and management of information. 
• Not knowingly sign, subscribe to, or permit the issuance of any statement or report which 

contains any known misstatement or which omits any known material fact. 
• Respect and protect privileged information to which they have access to in the 

performance of their duties. 
• Be sensitive and responsive to inquiries from the public and the media, within the 

framework of state or local government policy. 
 

Professional Integrity/Relationships – Municipal officers, employees, and volunteers shall: 
 

• Act with honor, integrity, and virtue in all professional relationships. 
• Exhibit loyalty and trust in the affairs and interests of this municipality they serve, within 

the confines of this Code of Ethics. 
• Not knowingly be a party to or condone any illegal or improper activity. 
• Respect the rights, responsibilities, and integrity of their colleagues and other public 

officials with whom they work and associate. 
• Manage all matters of personnel within the scope of their authority so that fairness and 

impartiality govern their decisions. 
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• Promote equal employment opportunities, and in doing so, oppose any discrimination, 
harassment, or other unfair practices. 

 
Conflict of Interest – Municipal officers, employees, and volunteers shall follow the Town of 
Springfield’s Conflict of Interest Policy. In particular, they shall: 
 

• Actively avoid the appearance of or the fact of conflicting interests. 
• Discharge their duties without favor and shall refrain from engaging in any outside 

matters of financial or personal interest incompatible with the impartial and objective 
performance of their duties. 

• Not, directly or indirectly, seek or accept personal gain which would influence, or appear 
to influence, the conduct of their official duties. 

• Not use public property or resources for personal or political gain. 
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EXPENSE REIMBURSEMENT POLICY 
 

 
All Town employee claims for reimbursement for supplies purchased or for travel expenses must be 
approved and fully justified by the employee’s supervisor unless otherwise provided by law or 
negotiated agreement. Claims must be supported by attached proof of payment. Proof of payment must 
include a detailed receipt or a copy of the receipt. Credit card slips are NOT acceptable as proof of 
payment. With the proof of payment, the employee must state the purpose of the expense along with 
the date, time, and location where the expense occurred. 
 
For employees requesting reimbursement for approved travel expenses, the Town will use the 
information on the website www.gsa.gov to determine allowable amounts for lodging, meal, and 
mileage reimbursement. Gratuities will be reimbursed as long as the total amount, including gratuities, 
for the meal does not exceed the allowable amount for that meal as determined above. At the 
Department Head’s discretion, the per meal allowances for a day can be combined for a daily 
allowance. Fines for traffic or parking violations are the responsibility of the employee and will not be 
reimbursed. In addition, any alcohol expense is ineligible for reimbursement. Travel should be by the 
most direct or economical route except in instances where the use of a particular route may be prone to 
delay or hazard. If there is a question on the total miles, the website www.mapquest.com will be used 
to determine the actual miles.  
 
In the event a Town vehicle is not available for Town business, an employee may, with supervisor 
approval, use a private vehicle for Town business. Employees using a private vehicle will receive 
mileage reimbursement. If an employee is not willing to use a privately-owned vehicle, the employee 
may lease an economy-sized car and be reimbursed for any direct expense involved with the rental 
agreement, including gas and insurance, provided proof of payment is furnished. The Town of 
Springfield shall not be held liable for any damages incurred by an employee because of an accident 
involving the use of a privately-owned or leased vehicle used on Town business. 
 
Any attempt by an employee to obtain reimbursement for an invalid claim may be considered an illegal 
act and treated accordingly. 
 
PAYMENT OF REIMBURSEMENT 
 
Once the Department Head approves a reimbursement claim with his/her signature and the expense 
account number to be charged, the claim will be submitted to the Finance Department for payment. 
The claim submitted to Finance for reimbursement should include a warrant containing the Department 
Heads signature, a completed mileage reimbursement form, and a printout from Google Maps or 
Mapquest to support the mileage being requested. All reimbursements will be included in the 
employee’s paycheck. Questions regarding the payment should be directed to the Finance Department. 
  

http://www.gsa.gov/
http://www.mapquest.com/
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FEDERAL FUNDS ADMINISTRATION POLICY 
 

PURPOSE 
   
This Policy will assist all department heads and grant managers to adhere to federal, state, and local 
standards concerning the procurement, management, and disposal of equipment and services paid for 
from federal grant funds. 
 
Upon receipt of any grant award that will be federally funded, either directly or via a state pass-through 
agency, the department head or grant manager must provide a copy of the grant award notification and, 
if applicable, a copy of the grant application to the Town Manager and to the Town Finance Director.  
 
The expenditure of any federally funded grant funds must receive prior approval in the form of a 
purchase order that is signed by either the Town Manager or the Town Finance Director. The Town 
Manager or the Town Finance Director will require evidence of the following in order to sign the 
purchase order: 
 
Evidence of a competitive bid process. All procurement transactions shall be conducted  in a manner 
to provide, to the maximum extent practical, open and free competition.  Awards shall be made to the 
bidder, who is not on the federal suspension and debarment  list, whose bid is responsive to the 
solicitation and is most advantageous to the Town when price, quality, and other factors are 
considered.  

 
• Bid solicitations must include a clear and accurate description of the technical 

requirements for the good(s) or service to be procured. The description shall not contain 
features that unduly restrict competition. 

• In the absence of a competitive bid process, the department head or grant manager must 
provide a copy of the approval that he/she obtained for a sole source provider. 

• If the good procured is covered under a State of Vermont bid process, evidence of such 
must be provided. 

• The Town Manager or the Town Finance Director must confirm that the provider of the 
good or service is not on the Federal Debarment or Suspension List. 

• The Town Manger or Town Finance Director must confirm that the expenditure is 
allowable under the grant guidelines. 

• Purchase Orders will not be signed for goods already received. 
 
RECEIPT OF FEDERAL GRANT FUNDS   
 
If the Town receives the grant funds on a reimbursement basis, the department head or grant manager 
must provide the Town Manager and the Town Finance Director with a copy of the reimbursement 
request when the request is made. 
 
If the Town receives the grant funds in advance, the department head or grant manager must notify the 
Town Manager and the Town Finance Director before the grant funds are drawn down. This 
requirement is in place in order to satisfy the federal requirement that the Town not hold onto funds 
received in this manner longer than 10 business days. 
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MAINTENANCE AND USE OF EQUIPMENT ACQUIRED WITH FEDERAL 
GRANT FUNDS   

 
All equipment procured with grant funds must be marked to indicate that it was obtained with federal 
grant funds. 
 
All department heads or grant managers must maintain a listing of all equipment obtained with federal 
grant funds. This listing must include: 

 
 a description of the equipment 
 the serial number, or other identifying number 
 source of the equipment, including grant award number 
 acquisition date and cost  
 percentage of federal participation in the cost of the equipment 
 location and condition of equipment 
 disposition data, including method to determine fair market value used to 

determine the amount returned to the federal government for the value of the 
equipment at disposal. 
 

Physical inventory of the equipment must be made on an annual basis. 
 
The department head or grant manager must put in place a control system to protect the equipment, 
including a maintenance plan. 
 
REPORTING  
 
The Grant Manager within each department must maintain copies of all reports filed as required by the 
funding agency. In addition, the Grant Manager must be able to demonstrate that all reports were filed 
on a timely basis. The Grant Manager must submit copies of all reports to the Town Manager or 
Finance Director no later than 30 days after the end of the fiscal year in order for the information to be 
audited. 
 
RETENTION 
   
The Grant Manger within each department must maintain all records for a minimum of three years 
after the grant has been closed, longer if required by law. 
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FIXED ASSETS MANAGEMENT POLICY 
 
PURPOSE 
 
To set Town policy on capitalization, recording, and inventory of capital assets. 
 
STATEMENT 
 
Effective July 1, 2005, all new and existing capital assets valued within existing policy limits must be 
capitalized, reported, and recorded in the Town’s capital asset management system. 
  
Capital assets are property owned by the Town and include computers, computer equipment, software, 
and peripherals; equipment such as vehicles, machinery, copiers, and office equipment; buildings and 
land; and infrastructure such as roads, bridges, retaining walls, right of way, culverts, and sidewalks. 
 
General capital assets should be capitalized and recorded when all the following criteria are met: 
 

The asset is tangible and complete. 
 

The asset is used in the operation of the Town’s activities. 
 

The asset has a value and useful life at the date of acquisition that meets or exceeds the 
following: 

 
 $5,000 value and two years of life for software, office equipment, maintenance 

 equipment, and other equipment. 
 $5,000 value and two years life for all capital improvements. 
 $25,000 value and three years life for infrastructure and improvements. 
 all land and buildings must be reported, regardless of value. 

 
All general capital assets must be recorded at either historical cost or estimated historical cost. Assets 
acquired through donation will be recorded at their estimated fair market value on the date of donation. 
In addition to purchase price or construction cost, capitalizable costs may include incidental costs such 
as bond interest and issuance costs, insurance during transit, freight, duties, title search, title 
registration, installation, and breaking-in costs. 
 
The straight-line depreciation method will be used. 
 
Department Heads are responsible for providing the Finance Director with all information concerning 
the acquisition of a new capital asset. Department Heads must also provide the Finance Director with 
all information concerning the retirement of a capital asset from the capital asset management system. 
In addition, Department Heads must notify the Finance Director of any significant change in value of a 
listed asset. 
 
Physical inventories of all equipment and vehicles will be taken every year and completed prior to 
August 1st. Department Heads will be required to sign and approve all inventory adjustments resulting 
from the inventory. Documentation will be kept on file both by the responsible Department Head and 
the Finance Director, so that a copy is available for audit purposes. 
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Capital Assets acquired with federal funds, either through direct purchase or donated property, must be 
identified, maintained, and disposed of in accordance with federal guidelines. 
 
The Finance Director will maintain the capital asset management system, including reconciling 
balances to the Town’s general ledger and entry of applicable information into the Town’s finance and 
accounting system. 
 
Policy approved and adopted by the Board of Selectmen on April 26, 2004. 
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FRAUD PREVENTION POLICY 
 
SECTION 1: TITLE, PURPOSE, AND DEFINITION 

 
This policy shall be known as the “Town of Springfield Fraud Prevention Policy.” It has been adopted 
by the Town of Springfield Selectboard.  
 
The purpose of this Policy is to provide a mechanism for residents, employees, and officers to bring to 
the attention of the ombudsman of the Town of Springfield any complaints regarding the integrity of 
the Town’s internal financial controls or the accuracy or completeness of financial or other information 
used in or related to the Town’s financial statements and reports. Town employees and officers shall 
not be discharged, demoted, suspended, threatened, harassed, or discriminated against in any manner 
for raising reasonable questions concerning the fair presentation of town financial statements in 
accordance with this policy. 
 
Fraud is defined as any willful action for personal gain of any individual to the detriment of the Town 
of Springfield and its taxpayers.  
 
By Town Charter, the ombudsman for the Town of Springfield is the Town Manager. Complaints 
against any action of the Town Manager shall be brought to the attention of the Chair of the Select 
Board. The Chair shall inform all other Board members of each complaint. 
 
SECTION 2:  REPORTS OF IRREGULARITY.  

 
Any resident, employee, or officer who has a complaint regarding the integrity of the Town’s internal 
financial controls or the accuracy or completeness of financial or other information used in or related 
to the Town’s financial statements and reports, or who observes any questionable practices, should 
report such complaint to the town ombudsman. 
 
The report should include a description of the matter or irregularity, the period of time during which 
the matter or irregularity occurred, and any steps already undertaken to investigate or resolve the 
irregularity, including any contact with Town personnel. The report may include the complainant’s 
name and contact information if additional information is desired. However, a report shall not be 
deemed deficient because the name and contact information is not included. 
 
Examples of reportable actions include any indication of fraud, misappropriation of Town resources, 
substantial variation in the Town’s financial reporting methodology from prior practice or from 
generally accepted accounting principles, and the falsification, concealment, or inappropriate 
destruction of Town records. 

 
SECTION 3:  INVESTIGATION.  

 
Upon receiving a report, the town ombudsman shall investigate the issues identified in the report. The 
ombudsman may consult with the Selectboard, Town employees, legal counsel, and independent 
auditors as a part of his/her investigation. In addition, should the circumstance indicate the need, the 
ombudsman may hire a qualified independent investigator to aid with the investigation. At the 
conclusion of the investigation, the ombudsman shall prepare a written response to the complaint, 
which shall be a public document. 
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Any town employee who willfully refuses or neglects to submit his/her records, accounts, vouchers, or 
tax bills upon request, or to furnish all necessary information in relation thereto shall be subject to 
disciplinary action up to, and including, dismissal. Any town officer who willfully refuses or neglects 
to submit his/her records, accounts, vouchers, or tax bills upon request, or to furnish all necessary 
information in relation thereto shall be ineligible for reelection for the year ensuing and be subject to 
the penalties otherwise prescribed by law according to 24 V.S.A. section 1686(c). 
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HOMESTEAD DECLARATION POLICY 
 
 
PURPOSE 

 
This policy will establish a consistent method of determining what late penalty, if any, will be added to the 
property tax bill due to the late filing of a Homestead Declaration. 
 
BACKGROUND 

 
When the Vermont legislature eliminated the requirement of annual filings of Homestead Declarations, it also 
increased the penalty for either late filings or failure to declare a homestead. Previously, the penalty was one 
percent of the Homestead Education Tax. The new penalty is eight percent of the Education Tax if the 
Homestead Education Tax Rate is higher than the Non-Residential Education Tax Rate, or three percent of the 
Education Tax if the Non-Residential Education Tax Rate is the higher rate.  
 
As a part of the legislation, municipalities have the option of determining under what circumstances the penalty 
will be waived and under what circumstances the penalty will be assessed. The reason for this option is that the 
municipality keeps any revenue collected from these penalties. 
 
POLICY  
 
The Town of Springfield will waive the penalty when there is evidence that the late filing was caused by 
oversight and with no intention to defraud either the Town or the State of Vermont Education Fund. 
 
The Town of Springfield will charge the penalty when a taxpayer either refuses to file a Homestead Declaration 
when notified of the oversight or when a taxpayer willfully withdraws a Homestead Declaration for a property 
that is determined by the Town of Springfield to be a Homestead. This late filer penalty would be in addition to 
the non-filer penalty of up to 100% of the Education tax provided for in the State Statutes. 
 
 
Adopted 7/18/2011 
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POLICE CONTRACT SERVICES PAY POLICY 
 

PURPOSE: 
This Policy will set the rate of pay for part time Police Officers when engaged on so-called Contractual 
Services projects.  
 
DEFINITIONS: 
Part Time Police Officers:  Officers who are hired on an as needed basis. 
Contractual Services projects:  Projects that are not part of the Town of Springfield's basic 
protection and safety services. Contractual Services projects are NOT funded in the Town of 
Springfield's budget.  Contractual Service projects are funded by a non-Town of Springfield entity. 
 
POLICY:  
Part time Police Officers who are engaged for a Contractual Service project will be compensated at a 
fixed hourly rate of $25.50. This rate will be reviewed on an annual basis. 
 
This policy is effective as of: February 6, 2012. 
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PURCHASING POLICY 
 

PURPOSE.  
 

The purpose of this Purchasing Policy is to obtain the highest quality goods and services for the 
Town of Springfield at the lowest qualified price, to exercise financial control over the purchasing 
process, to clearly define authority for the purchasing function, to allow fair and equal opportunity 
among qualified suppliers, and to provide for increased public confidence in the procedures 
followed in the public purchasing. 

 
PURCHASE AUTHORIZATION.  
 

No purchases over $5,000 shall be made by any Town officer or employee without prior approval 
of the Select Board. When making any purchase not subject to the bid process described below, 
officers and employees must solicit quotes from at least two vendors unless the Select Board has 
approved a sole source vendor or the purchase is covered under a State of Vermont bid. Vendors 
will be selected based on cost, the quality of the goods and services offered, and the ability, 
capacity, and skill of the vendor demonstrated under prior contracts with the Town. 

 
BID PROCESS.  
  

All purchases of $2,500 or more for items or services that are not ordinary recurring purchases or 
emergency purchases shall be subject to a bid process. The bid process shall be initiated by the 
issuance of a request for bids prepared by the Select Board. Notice of the request for bids shall be 
made by letters to known providers soliciting bid responses, advertisements posted in three public 
locations within the town, and advertisements placed in a newspaper of general circulation in the 
region. 

 
BID SPECIFICATIONS.  
 

Bid specifications shall include: 
 

 Bid name. 
 Bid submission deadline. 
 Date, location, and time of bid opening. 
 Specifications for the project or services including quantity, design, and performance 

features. 
 Bond and/or insurance requirements. 
 Any special requirements unique to the purchase. 
 Delivery or completion date. 

 
Once a request for bids has been issued, the bid specifications will be available for inspection at the 
Town office. 

 
BID SUBMISSION.  
 

All bids must be submitted in sealed envelopes, addressed to the Town in care of the Town 
Manager, and plainly marked with the name of the bid and the time of the bid opening. Bid 



TOWN OF SPRINGFIELD, VERMONT 
FINANCE MANUAL 

JUNE 30, 2022 
 

Page 44 of 53 
 

proposals will be date stamped on the outside of the envelope immediately upon receipt. Any bid 
may be withdrawn in writing prior to the scheduled time for the opening of bids. Any bids received 
after the time and date specified shall not be considered and shall be returned to the bidder 
unopened. 
 
Bidders shall bid to specifications and any exceptions must be noted. A bidder submitting a bid 
thereby certifies that the bid is made in good faith without fraud, collusion, or connection of any 
kind with any other bidder for the same work, and that the bidder is competing solely on his/her 
behalf without connection with or obligation to any undisclosed person or firm. 

 
BID OPENING.  
  

Every bid received prior to the bid submission deadline will be publicly opened and read aloud by 
the Town Manager. The bid opening will include the name and address of bidder; for lump sum 
contracts, the lump sum base bid and the bid for each alternate; for unit price contracts, the unit 
price for each item and the total, if stated; and the nature and the amount of security furnished with 
the bid if required.  

 
CRITIERIA FOR BID SELECTION.   
 

In evaluating bids, the Select Board will consider the following criteria: 
 

  Price. 
 Bidder’s ability to perform within the specified time limits. 
 Bidder’s experience and reputation, including past performance for the Town. 
 Quality of the materials and services specified in the bid. 
 Bidder’s ability to meet other terms and conditions, including insurance and bond 

requirements. 
 Bidder’s financial responsibility. 
 Bidder’s availability to provide future service, maintenance, and support. 
 Nature and size of bidder. 
 Any other factors that the Select Board determines are relevant and appropriate in 

connection with a given project or service. 
 

The Select Board reserves the right at its sole discretion to reject any and all bids, wholly or in part, 
to waive any informalities or any irregularities therein, to accept any bid even though it may not be 
the lowest bid, to call for rebids, to negotiate with any bidder, and to make an award which in its 
sole and absolute judgment will best serve the Town’s interest. The Select Board reserves the right 
to investigate the financial responsibility of any bidder to determine his/her ability to assure service 
throughout the term of the contract. 

 
CHANGE ORDERS.  

 
If specification changes are made prior to the close of the bid process, the Request For Bids will be 
amended and notice shall be sent to any bidder who already submitted a bid and a new bid process 
will be initiated. Once a bid has been accepted, if changes to the specifications become necessary, 
the Select Board will prepare a change order specifying the scope of the change. Once approved, 
the contractor and an authorized agent of the Town must sign the change order. 
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EXCEPTIONS 
 

Sole Source Purchases. If the Select Board determines that there is only one possible source for a 
proposed purchase, it may waive the bid process and authorize the purchase from the sole source. 
 
Recurring Purchases. If the total value of a recurring purchase of a good or service is anticipated 
to exceed $25,000 during any fiscal year, the bid process shall be utilized and shall specify the 
recurring nature of the purchase. Once a bid has been accepted, all future purchases shall be made 
from that bidder without necessity of additional bids, until such time as the Select Board votes to 
initiate a new bid process. 
 
Emergency Purchases. The Select Board may award contracts and make purchases for the 
purpose of meeting the public emergency without complying with the bid process. Emergency 
expenditures may include immediate repair or maintenance of town property, vehicles, or 
equipment if the delay in such repair or maintenance would endanger persons or property or result 
in substantial impairment of the delivery of important Town services. 
 
Professional Services. The bid process shall not apply to the selection of providers for services 
that are characterized by a high degree of professional judgment and discretion including legal, 
financial, auditing, engineering, risk management, and insurance services. 
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IDENTITY THEFT PREVENTION POLICY 
 
 
Section 1: Purpose 
 
The purpose of this Policy is to establish an Identity Theft Prevention Program (“Program”) designed to detect, 
prevent, and mitigate identity theft in connection with the opening of a covered account or an existing covered 
account and to provide for continued administration of the Program in compliance with Part 681 of Title 16 of 
the Code of Federal Regulations implementing Sections 114 and 315 of the Fair Accurate Credit Transactions 
Act (FACTA) of 2003. 
 
Section 2: Definitions 
 
For the purposes of this Policy, the following definitions apply: 
 
Covered Account means: 

 
 • an account that a creditor offers or maintains – primarily for personal, family, or household 

purposes – that involves or is designed to permit multiple payments or transactions, such 
as an utility account; and 

 • any other account that the creditor offers or maintains for which there is a reasonably 
foreseeable risk to customers or to the safety and soundness of the creditor from identity 
theft, including financial, operational, compliance, reputation, or litigation risks. 

 
Credit means the right granted by a creditor to a debtor to defer payment of debt or to incur debts and defer its 
payment or to purchase property or services and defer payment therefor. 
 
Creditor means any person who regularly extends, renews, or continues credit; any person who regularly 
arranges for the extension, renewal, or continuation of credit; or any assignee of an original creditor who 
participates in the decision to extend, renew, or continue credit. Creditor includes any municipal utility (water, 
sewer, electric, etc.). 
 
Customer means a person that has a covered account with a creditor. 
 
Department Personnel means all employees responsible for or involved in the process of opening a covered 
account, restoring a covered account, or accepting payment for a covered account. 
 
Identity theft means a fraud committed or attempted using the identifying information of another person 
without authority. 
 
Person means a natural person, a corporation, government or governmental subdivision, or agency, trust, estate, 
partnership, cooperative, or association. 
 
Personal Identifying Information means a person’s credit card account information, debit card information, 
bank account information, and driver’s license information, and for a natural person includes his/her social 
security number, mother’s birth name, and date of birth. 
 
Red flag means a pattern, practice, or specific activity that indicates the possible existence of identity theft. 
 
Section 3: Identification of Relevant Red Flags 
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In order to identify relevant red flags, the Select Board considers the types of accounts that it offers 
and maintains, the methods it provides to open its accounts, the methods it provides to access its 
accounts, and its previous experiences with identity theft. The Select Board identifies the following 
examples of relevant red flags, in each of the listed categories: 

 
Alerts, Notifications, or Warnings from Consumer Reporting Agencies 
 

A fraud or active duty alert that is included with a consumer report. 
 
A notice of credit freeze in response to a request for a consumer report. 
 
A notice of address discrepancy provided by a consumer reporting agency. 
 
A consumer report indicating a pattern of activity that is inconsistent with the history and    usual pattern 
of activity of an applicant or customer, such as: 

 
∗ A recent and significant increase in the volume of inquiries; 
∗ An unusual number of recently established credit relationships; 
∗ A material change in the use of credit, especially with respect to recently established 

credit relationships; or 
∗ An account that was closed for cause or identified for abuse of account privileges by a 

financial institution or creditor. 
 

Suspicious Documents 
 

 • Documents provided for identification that appear to have been altered or forged. 
 • Identification on which the photograph or physical description is inconsistent with the 

appearance of the applicant or customer presenting the identification. 
 • Other information on the identification that is inconsistent with information provided by the 

person opening a new covered account or a customer presenting the information. 
 • Other information on the identification that is inconsistent with readily accessible 

information that is on file with the department, such as a signature card or a recent check. 
 • An application that appears to have been altered, forged, destroyed, or reassembled. 

 
Suspicious Personal Identifying Information 
 

Personal identifying information presented that is inconsistent with external information 
sources used by the department. For example: 

− The address does not match any address in the consumer reports; or 
− The Social Security Number (SSN) has not been issued or is listed on the Social 

Security Administrator’s Death Master File. 
− Personal identifying information provided by the customer is inconsistent with other 

personal identifying information provided by the customer, such as a lack of 
correlation between the SSN range and date of birth. 

− Personal identifying information or a phone number or address is associated with 
known fraudulent activities as indicated by internal or third-party sources used by the 
department. 
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− Personal identifying information, such as a fictitious mailing address, mail drop 
address, jail address, invalid phone number, pager number, or answering service, is 
associated with fraudulent activities as indicated by internal or third-party sources 
used by the creditor. 

− The SSN provided is the same as that submitted by another applicant or customer. 
− The address or telephone number provided is the same as or similar to the covered 

account number or telephone number submitted by an unusually large number of 
applicants or customers. 

− The applicant or customer fails to provide all required personal identifying 
information on an application or in response to the notification that the application is 
incomplete. 

− Personal identifying information is inconsistent with personal identifying information 
on file with the department. 

− The applicant or customer cannot provide authenticating information beyond that 
which generally would be available from a wallet or consumer report. 

 
Unusual Use of or Suspicious Activity Related to the Covered Account 
 
Shortly following the notice of a change of address for a covered account, the department receives a request for 
the addition of authorized users on the account. 
 
A new revolving credit account is used in a manner commonly associated with known patterns of fraud. For 
example: 

 
1. The customer fails to make the first payment, or makes an initial payment but no 

subsequent payments.  
 

2. A covered account is used in a manner inconsistent with established patterns of activity 
on the account. For example: 
 

∗ Nonpayment when there is no history of late or missed payments, or 
∗ A material increase in the use of available credit. 
∗ A covered account that has been inactive for a reasonably lengthy period of time 

is used. 
∗ Mail sent to the customer is returned repeatedly as undeliverable although 

transactions continue to be conducted in connection with the customer’s covered 
account. 

 
3. The department is notified that the customer is not receiving paper account statements. 

 
4. The department is notified of unauthorized charges or transactions in connection with 

the customer’s account. 
 
Notice from Customers, Victims of Identity Theft, Law Enforcement Authorities, or Other Persons 
Regarding Possible Identity Theft in Connection with Covered Accounts Held by the Creditor. 
 
The department is notified by a customer, a victim of identity theft, law enforcement authority, or any other 
person that it has opened a fraudulent account for a person engaged in identity theft. 
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Section 4: Detecting Red Flags 
 
New Covered Accounts 
 
In order to detect any of the red flags identified above associated with the opening of a new covered account, 
department personnel will take the following steps to obtain and verify the identity of the person opening the 
account: 
 
Require submission of all of the following identifying information from the customer prior to opening a covered 
account: 
 
 Name, date of birth, address, which shall be for: 
 

∗ an individual, a residential or business street address; 
∗ an individual who does not have a residential or business street address, an Army 

Post Office (APO) or Fleet Post Office (FPO) box number, or the residential or 
business address of a next of kin of another contact individual; 

∗ an entity, a principal place of business, local office or other physical address; 
∗ a U.S. person, a taxpayer identification number; 
∗ a non-U.S. person, one or more of the following: 

 
− a taxpayer identification number; 
− passport number and country of issuance; 
− alien identification card number; or 
− number and country of issuance of any other government-issued 

document evidencing nationality or residence and bearing a 
photograph or similar safeguard. 

− Verify the customer's identity (for instance, review a driver's 
license or other identification card); 

− Review documentation showing the existence of a business 
entity; and 

− Independently contact the customer. 
 
 Existing Accounts 
 
 In order to detect any of the red flags identified above for an existing covered account, department 

personnel will take the following steps to monitor transactions with an account: 
 

∗ Verify the identification of customers if they request information (in person, via telephone, 
via facsimile, via email, etc.); 

∗ Monitor transactions 
∗ Verify the validity of change of address requests and other account information requests 

including information provided for billing and payment purposes. 
 
 
Section 5: Preventing and Mitigating Identity Theft 
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If department personnel detect any identified red flags, such personnel, after consultation with his/her program 
administrator, shall take one or more of the following appropriate responses commensurate with the degree of 
risk posed by the red flag in order to further prevent the likelihood of identity theft occurring with respect to 
covered accounts: 
 

• Continuing to monitor a covered account for evidence of identity theft; 
• Contacting the customer; 
• Changing any passwords, security codes, or other security devices that permit access to 

covered accounts; 
• Not opening a new covered account; 
• Closing an existing covered account; 
• Reopening a covered account with a new account number; 
• Not attempting to collect on a covered account; 
• Not selling a covered account to a debt collector; 
• Notifying law enforcement; or 
• Determining that no response is warranted under the particular circumstances. 

 
Section 6: Program Updates 
 
The Select Board shall annually review and, as it deems necessary, update this program along with any 
relevant red flags to reflect changes in risks to customers or to the safety and soundness of the 
department from identity theft based on the following factors: 
 

• The department’s experiences with identity theft; 
• Changes in methods of identity theft; 
• Changes in identity theft detection, prevention, and mitigation methods; 
• Changes in the types of accounts that the department offers or maintains; and 
• Changes in the department’s business arrangements with other entities. 
 

 
Section 7: Program Administration 
 
Oversight:  
 
 The Select Board shall be responsible for the oversight of the program including program 

implementation, reviewing reports prepared by staff regarding the detection, prevention, and 
mitigation of identity theft in connection with the opening of a covered account or an existing 
covered account, and approving material changes to the program as necessary to address changing 
identity theft risks. 

 
 Staff Reports: 
 
 Department staff responsible for implementing the program shall report to the Select Board 

annually on compliance with red flag requirements. The report will address material matters related 
to the program and evaluate issues such as: 
 
 • The effectiveness of the policies and procedures of the department in addressing the risk of 

identity theft in connection with the opening of covered accounts and with respect to 
existing covered accounts; 

 • Service provider arrangements; 
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 • Significant incidents involving identity theft and management’s response; and 
 • Recommendations for material changes to the program. 
 

Staff Training:  
 

The Select Board or its authorized representative will train staff responsible for effectively 
implementing the program as necessary. 

 
Oversight of Service Provider Arrangements:  
 

If the Select Board engages a service provider to perform an activity in connection with one or 
more covered accounts, the Select Board will review such arrangements in order to ensure that the 
service provider’s activities are conducted in accordance with reasonable policies and procedures 
designed to detect, prevent, and mitigate the risk of identity theft. 
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STATE EDUCATION PAYMENT DISCLOSURE POLICY 
 
With the unanimous vote of the Board of Selectmen at the regularly scheduled Board Meeting on 
August 13, 2007, it is the policy of the Town of Springfield to treat the State Education Payment 
information as confidential information as it could be used to determine an approximate family 
income. 
 
The original tax bills, which will only be mailed to the property owner, will include the State 
Education Payment. However, in accordance with the Board’s decision that the State Education 
Payment information be considered confidential, duplicate tax bills requested by any third party will 
have the State Education Payment information either removed or blacked out. The Town of Springfield 
will only release a tax bill that includes the State Education Payment information at the written request 
of the taxpayer. Any written request must include the date of the request, the property address or parcel 
identification number, the name of the person or company to whom the information may be given, and 
a legible signature. 
 
Any questions about this policy may be directed to the Finance Director, 96 Main Street, Springfield, 
VT  05156. (802)885-2104. 
  



TOWN OF SPRINGFIELD, VERMONT 
FINANCE MANUAL 

JUNE 30, 2022 
 

Page 53 of 53 
 

ADDITIONS 
 
Year End 

a. Transfers- Reserve Funds- check dtdf 
b. Payables/Pre-pays 
c. Accrual Accounting (GAAP) entries/Assistance- Balance payroll accounts to 

941 BEFORE doing any entries, including pr accrual. 
d. Audit 

 
Information Security Policy 
 
Delinquent Tax collection policy 
 
Delinquent W&S Collection Policy 
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