





















































Leavenworth

Transportation Benefit District
Leavenworth City Hall, Council Chambers

MINUTES
November 22, 2016

Board Chair Cheryl K. Farivar called the November 22, 2016 Leavenworth Transportation
Benefit District Board regular meeting to order at 8:51 p.m.

ROLL CALL

Board Present: Board Chair Cheryl K. Farivar, Elmer Larsen, Carolyn Wilson, Mia Bretz,
Margaret Neighbors, Richard Brinkman, and Sharon Waters.

Staff Present: Joel Walinski, Chantell Steiner, and Sue Cragun.

Board Chair Farivar stated that Board member Gretchen Wearne has an excused absence.
APPROVAL OF THE CONSENT AGENDA

Board Chair Farivar asked for a motion to approve the consent agenda as follows:

Consent Agenda:
1. Approval of the Agenda

2. Approval of November 8, 2016 Minutes

Board member Bretz motioned to approve the consent agenda. The motion was seconded by
Board member Neighbors and passed unanimously.

NEW BUSINESS
1. Public Hearing on Proposed Biennial Budget

Board Chair Farivar opened the public hearing at 8:53 p.m.
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Board Secretary/Treasurer Chantell Steiner noted that there are no new items for
consideration from the preliminary budget and briefly reviewed the 2017 and 2018 budget
noting that the transfers to the City of Leavenworth will include $150,000 in 2017 and $60,000
in 2018 to assist in the City’s capital street projects. She identified the incoming revenues for
each year to be approximately $300,000 per year and stated that the fund balance is growing
in anticipation for use of Pine Street or other city street projects that will be determined by
the Board at a later date.

Hearing no public comments, Board Chair Farivar closed the public hearing at 8:54 p.m.

2. Resolution 1-2016 Adopting the 2017-2018 Biennial Budget

Board member Neighbors motioned to approve Resolution 1-2016 adopting the 2017-2018
biennial budget. The motion was seconded by Board member Wilson and passed
unanimously.

ADJOURNMENT

Seeing no other business, Board member Larsen motioned to adjourn the November 22, 2016
regular meeting of the Leavenworth Transportation Benefit District. The motion was

seconded by Board member Wilson and passed unanimously.

The meeting adjourned at 8:55 p.m.

APPROVED ATTEST
Cheryl K. Farivar Chantell Steiner
Board Chair Board Secretary/Treasurer




LEAVENWORTH TRANSPORTATION BENEFIT DISTRICT
RESOLUTION NO. 1-2016

A RESOLUTION OF THE LEAVENWORTH TRANSPORTATION
BENEFIT DISTRICT, WASHINGTON, ADOPTING THE 2017 - 2018
BIENNIAL BUDGET TO CARRY ON THE GOVERNMENT OF THE
DISTRICT.

WHEREAS, the Governing Board of the Leavenworth Transportation Benefit District has heretofore
made and filed its preliminary budget for the 2017-2018 biennium and has given notice of the time and place
of hearing therein according to law and met in accordance with said notice and considered the proposed
budget;

NOW, THEREFORE, the Governing Board of the Leavenworth Transportation Benefit District,
Washington do ordain as follows:

Section 1: Adoption of budget. The final budget for the biennium ending December 31, 2018 to
carry on the government of the Leavenworth Transportation Benefit District is hereby adopted at the fund
level. Exhibit A (attached) is a summary of the totals of estimated revenues and appropriations for the
General Fund.

Section 2: Copy of detailed budget on file. A detailed final budget adopting the revenues and
expenditures for the General Fund is on file in the Office of the Secretary and is adopted by this reference.

Section 3: Authorization of Officials. The Secretary and Chair of the Board, the Chelan County
Treasurer and the Department of Revenue, are hereby authorized and directed to take all action, to do all
things consistent with this Resolution, and to execute all documents necessary to effectuate this Resolution,
including the collection of retail sales and use taxes, and the distribution of funds as approved by the Board.

Section 4: Effective date. This Ordinance shall take effect after its passage, approval and publication
as provided by law.

Passed by the Governing Board of the Leavenworth Transportation Benefit District and approved by the

Board Chair this 22™ day of November, 2016.

ChMrivar, Board Chair

ATTEST:

Chottt-o——

Chantell Steiner, Secretary




TRANSACTION JOURNAL

Leavenworth Transportation Benefit District Time: 16:42:32 Date: 03/08/2017

MCAG #: 2978 01/01/2016 To: 12/31/2016 Page: 1
Receipt #

Trans Date Redeemed Acct# Chk# Type InterFund# Vendor Amount Memo

6 05/25/2016 05/31/2016 1 1014 Claims City of Leavenworth 100,000.00 Transfer To City Of Leavenworth For

542 30 50 0000 Intergovernmental S+ 001 Current Expense

100,000.00

2016 Capital Projects.

10 08/10/2016 08/31/2016 1 1015 Claims ! City of Leavenworth 35,000.00 Transfer To City Of Leavenworth For
2016 Capital Projects.
542 30 50 0000 Intergovernmental S: 001 Current Expense 35,000.00
Records Printed: 2 Adjustments: 0.00
Beginning Balance: 0.00
Revenues: 0.00
Warrant Expenditures: 135,000.00
Non Warrant Expenditures: 0.00
Interfund Transfers: 0.00
Redemptions: 0.00
Deposits: 0.00
Withdrawals: 0.00
Stop Payments: 0.00
Fund Adjustments Beg Bal Revenues War Exp N War Exp IT In IT Out Stop Pmts
001 Current Expense 0.00 0.00 0.00 135,000.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 135,000.00 0.00 0.00 0.00 0.00




RESOLUTION NO. 20-2012
CITY OF LEAVENWORTH, WASHINGTON

ARESOLUTION OF THE CITY OF LEAVENWORTH, WASHINGTON, APPROVING
THE STANDARD OPERATING PROCEDURES FOR CASH HANDLING
PROCEDURES

BE IT RESOLVED by the City Council of the City of Leavenworth, Washington as
follows:

WHEREAS, the purpose of a Cash Handling Procedure is considered a “Best Practice”
by the Washington State Auditor’s Office to provide internal controls that enable the local
government to properly account for and safeguard cash receipts, and

WHEREAS, these procedures adopted by the City are intended to provide for timely
action and proper handling of all cash collected by city employees, and

WHEREAS, this policy is intended to protect the integrity of the City’s internal controls
as an essential function of the City. '

NOW THEREFORE, THE CITY COUNCIL OF THE CITY OF
LEAVENWORTH, WASHINGTON, DOES HEREBY RESOLVE AS FOLLOWS:

The Standard Operating Procedures for Cash Handling Procedures of the City of
Leavenworth attached hereto and incorporated herein is hereby approved by the City of
Leavenworth. .

Passed by the City Council of the City of Leavenworth and approved by the Mayor this
12" day of June, 2012.

CITY OF LEAVENWORTH

~

Byx

Cheuyt )t Farivar, Mayor

Attest:

Ohptty) R

Chantell Steiner
Finance Directot/City Clerk




Standard Operating Procedures

for

Cash Handling Procedures

A. Purpose
Strong internal controls for cash collection are necessary to prevent mishandling of city funds
and are designed to safeguard and protect employees from inappropriate charges of
mishandling funds by defining their responsibilities in the cash handling process. The City of
Leavenworth cash handling policy requires that areas receiving cash be approved by the
Finance Department and be designated as cash collection points. A cash collection point is
defined as a department or other entity that handles cash on a regular basis on behalf of the

City.
"Cash" is defined as coin, currency, checks, and credit card transactions.

The use of checking or other bank accounts by The City of Leavenworth personnel for
depositing City cash is prohibited unless approved by the Finance Director. The Finance Director
will conduct periodic reviews of cash handling procedures. Departments not complying with
approved procedures may lose the privilege to serve as a cash collection point,

B. Procedure
1. Establishing Cash Collection Points

The Finance Director must authorize all cash collection points.

Before collection begins, departments requesting status as a cash collection point must
submit a request to the Finance Director office that includes:

a) Reason(é) why cash collection point is needed;

b) Alist of those positions involved with the cash coliection point, a description of their
duties and how segregation of duties will be maintained;

c) Whether there is a need for a change advance;

d) A description of the reconciliation process, including frequency of reconciliation;




e)
f)

A description of the process for safeguarding cash until it is deposited;
A schedule of how often cash deposits will be made.

The request wlll be reviewed, and if appropriate, approved by the Finance Director.

2.

Procedures for Cash Collection Points

The following list of procedures is required for the operation of cash collection points (with
exception to parking lot meters — see specific requirements for parking meters):

a)

d)

e)

All cash received must be recorded through a cash register when one Is available, or the
customer must be presented a pre-numbered receipt form with a duplicate record being
retained by the receiving department. All numbered receipts must be accounted for,
including voided receipts. Approved pre-numbered receipts are available at the Finance
Department.

The cash collection point must maintain a clear separation of duties. An individual
should not have responsibility for more than one of the cash handling components:
collecting, depositing and reconciling. '

The funds received must be reconciled to the cash register ("Z" tapes) or to the pre-
numbered receipts at the end of the day or at the end of each shift. Cash must be
reconciled separately from checks/credit cards by comparing actual cash received to the
cash total from the cash register tape or to the sum of the cash sales from the manual
receipts.

All checks, cash and credit card receipts must be protected by using a cash register, safe
or other secure place until they are deposited. A secure area for processing and
safeguarding funds received is to be provided and restricted to authorized personnel.
Checks must be made payable to The City of Leavenworth and must be endorsed
promptly with a restrictive endorsement stamp payable to The City of Leavenworth, The
endorsement stamps should be ordered through the Finance Department.

Checks or credit card transactions will not be cashed or written for more than the

amount of purchase,

. Collections must be deposited to the Finance Department or authorized City Bank

Nightly Deposit Box within 24 hours. Those deposits will be receipted in the Finance
Department the following business day.
All funds must be deposited intact, and not intermingled or substituted with other

funds.




i) Refunds or expenditures must be paid through the appropriate budget with a City
generated check.

3. Instructions »

a) Cash received in person

i.  Areceiptor “Z" tapes must be compiled for each payment received. At a minimum,
manual pre-numbered receipts must include the date, mode of payment (cash,
check or credit card), and the identification of the department and the person
issuing the receipt. Machine generated receipts must contain similar information.

ii.  All checks must be endorsed immediately with a restrictive endorsement stamp
payable to The City of Leavenworth,

ii.  Allvoided transactions are to be approved and initialed by the area supervisor,

iv.  Only one cashier is allowed access to a cash register or cash drawer during a single
shift unless proper measures are provided for password protected entries for each
transaction. Passwords are not to be shared with other employees. All cash must
be counted and reconciled at each shift or cashier changeover.

v.  Cash must be kept in a safe or a secure place until it is deposited.

b) Cash received through Parking Meters

» Cash collected from parking meters or parking garages shall be receipted on a
Parking Meter Cash Report form and submitted to the Finance Department for

reconciliation and approval.
. = Cash will be collected at a minimum of once every month and more often during
festivals or events.,
= Cash being collected from meters will have a minimum of two people present and
shall be calculated and signed off by each person and presented to the Finance
Department for appraval and deposit per the guidelines listed below.

¢) Balancing of Cash Receipts

= All funds coliected must be balanced daily, by mode of payment, by comparing the
total of the cash, checks and credit cards to the cash register totals, to the pre-
numbered receipts totals and to the totals of the money received by mail.




= Exceptions to daily balancing are reserved for end of month dates due to Utility
Billing transitions or holiday weekends and must show all dates inciuded from the
last workday of balancing. No more than four working days should occur for the end
of month utility billing transition.

. Over/short amounts must be separately recorded, and investigated and resolved to

the extent possible.

d) Preparation of Deposits

» Checks must be made payable to The City of Leavenworth. A calculator tape of the
checks should be completed and retained with the daily reconciliation.

» Cash and Checks must be recorded on the deposit slip in the appropriate space.

= Attach a copy of the "Transaction Journal and Receipt Register” to the Daily
Reconciliation Sheet showing transaction totals for cash, checks and EFT payments.
The appropriate account totals should be identified for each transaction on the

transaction journal,
= Someone not involved with reconciling the deposit must prepare the deposit.
» The deposit must be delivered to the Finance Department or dropped in the Bank

Nightly Deposit Box.
*  Sealed deposit bags are available for use when depositing in the Night Drop box.

e) Reconciliation of Cash Collected

*+  Compare the receipt issued by the Finance Department to the supporting
documentation (copy of deposit slip, cash register "Z" tapes) and resolve any

discrepancies.
» Compare the receipts to the monthly account statements.

4. Pre-Numbered Receipts

Pre-numbered receipts will be issued by the Finance Department.

C. Exceptions

The Finance Director must approve exceptions to these procedures. For example, in cases
where there is not enough staff available to maintain complete separation of duties, an
alternate process to safeguard City funds must be established and approved by the Finance




Director. Requests for exceptions to these procedures must be submitted to the Finance

Director office in writing.

D. Record Retention

All cash receipts and related documents must be maintained in accordance with record
retention schedules. Cash register tapes, deposit slips, credit card receipts, copies of manual

‘cash receipts, etc. should be kept for six years.
E. Reconciliation Forms
Reconciliation forms are to be used for the daily collection of funds at designated collection

sites. The attached Exhibits A through C specify the forms for use at the City Pool, City Pool
Concession Stand and Parking Meters.




Exhibit A

Pool Cash Reconciliation -

Date:

Preparer:

Beginning Balance | 150.00

TOTAL CASH:
100’s =
50’s = TOTAL CHECKS:
20’s =
10’s = TOTAL:

5's = Less the beginning balance: -150.0

2's =

1's = _ Total Deposit:

50 =

25 =

A0 = Sighed:

05= over __ _short
0l=

*Attach the register tape and the calculator tape to the reconciliation sheet.




Exhibit B

Concession Cash Reconciliation

Date:

Preparer:

Beginning Balance | 100.00

100’s =

50’s =

20’s

10’s =

5’'s =

2's =

1's =

50 =

25 =

10 =

05 =

01=

TOTAL CASH:

TOTAL CHECKS:

TOTAL:

Less the beginning balance:

Total Deposit:

Signed:

over

-150.0

short

*Attach the register tape and the calculator tape to the reconciliation sheet.




Exhibit C

Parking Meter
Cash Report

DATE

COLLECTOR

COLLECTOR

CHECKS : $

CASH
X $20.00 =

X $10.00 =

X $500 =

X $200 =

X $1.00 =

X$ 50 =

X$ 25 =

X$ .10 =

X$ 05=

X$ 01 =

TOTAL MONEY = §

FINANCE DEPARTMENT REVIEWER APPROVAL




Transportation Benefit District Board Members

MEMBERS PAID POSITION & BUSINESSES OWNED

Cheri Kelley Farivar Board Chair Touchstone Appraisal, WSDOT 1/1/2016 - 12/31/2016

Michael Molohon

Board Member

Sleeping Lady Resort & Ganz Klasse! (Timmick Inc.)

NAME: POSITIONS HELD: BY PERSON AND/OR SPOUSE TERM DATES FOR BOARD
Joe! Walinski City Administrator - City of Leavenworth N/A 1/1/2016 - 12/31/2016
Finance Director/City Clerk - City of
Leavenworth and Secretary - Leavenworth
Chantell Steiner Transportation Benefit District N/A 1/1/2016 - 12/31/2016

1/1/2016 - 03/20/2016

Carolyn Wilson

Board Member

Retired N/A

1/1/2016 - 12/31/2016

Elmer Larsen

Board Member

Retired N/A

1/1/2016 - 12/31/2016

Robert Francis

Board Member

Chelan County Sheriff, Leavenworth Custom
Graphics, Wild Huckleberry Restaurant at
Leavenworth Golf Course

1/1/2016 - 8/21/2016

Gretchen Wearne

Board Member

Manager of Icicle Brewery & Library Volunteer

1/1/2016 - 12/31/2016

Mia Bretz

Board Member

Leavenworth City Councilmember, Mountain Sprouts
Children's Community / Spouse works at Cascade
Medical Center and Confluence Health

1/1/2016 - 12/31/2016

Margaret Neighbors

Board Member

Retired N/A

1/1/2016 - 12/31/2016

Richard Brinkman

Board Member (replaced Molohon)

Instructor Wenatchee Valley College

4/20/2016 - 12/31/2016

John Bangsund

Board Member (replaced Francis)

Bangsund Properties, LLC

10/18/2016 - 11/8/2016

Sharon Waters

Board Member (replaced Bangsund)

Retired and works Part-Time for the City of
Leavenworth as a Pool Manager

11/8/2016 - 12/31/2016




