
 

 

 

EXECUTIVE COMMITTEE 
March 30, 2020 

3:00 p.m.  
 

Remote Participation via GoToMeetings:   
Via computer, tablet or smartphone:  https://global.gotomeeting.com/join/607801973   

Via telephone:  Dial (646) 749-3112; Access Code: 607-801-973 or 
for supported devices, tel:+16467493112,,607801973# 

 
Physical Location:  CVRPC’s Office 

 
Page AGENDA 

 3:001 Adjustments to the Agenda  
  Public Comment 

3 3:05 Contract/Agreement Authorization (enclosed)2 
a) Dept. of Forests, Parks & Recreation – Forest Integrity Amendment 2 

 
 
 
 
 

16 
 

18 
26 

3:25 COVID-19 Response 
a) Update on continuity of operations 
b) Update on services to facilitate local, regional, and state response  
c) Adopt new or modified policies to address office closure (enclosed)2 

 Personnel Policy Manual modifications 
- Add technology stipend 
- Implement temporary leave donation program 

 Internal control modifications 
 Credit Cards / Charge Accounts Policy and Procedure 

 4:15 Upcoming Meetings 
a) Regular meeting for April 6 
b) Scheduling bi-weekly special meetings 

                                                           
1 All times are approximate unless otherwise advertised 
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Contract/Agreement Approvals  1 

 

MEMO  
 
Date: March 27, 2020 
To: Executive Committee 
From: Bonnie Waninger, Executive Director 
Re: Contract/Agreement Approvals 
 
 

GRANTS & SERVICE AGREEMENTS 
(Contracts and agreements valued at more than $25,000) 
 
Department of Forests, Parks & Recreation – Forest Integrity Project Aid Amendment #2 
 
  ACTION REQUESTED:  Authorize the Executive Director to sign the agreement amendment. 

 
Scope of Work:  Provide municipalities and regional planning commissioners with professional 

guidance, expert advice, and current forest integrity mapping and modeling resources. 
 

 Participate in project steering committee 
 Assist with development of forest conservation planning materials and mapping tools 
 Test materials and tools developed through work with municipalities and RPCs 
 Conduct trainings to transfer knowledge and skills 
 Participate in project sharing with neighboring states and in deliverable evaluation and 

material/tool adaptation. 
 

Funding:   
Grant Amount:  $30,000   $65,000 (federal)  
Match Amount:  $30,000   $65,000 
Match Source:  High Meadows Winooski Headwaters Resilience ($40,000), Other RPCs ($20,840), 
CVRPC ACCD and/or High Meadows if new project award ($4,160) 

 
Performance Period:  12/20/2017 - 08/31/2020  07/31/2021  (pre-award costs were authorized 

beginning 09/01/17) 
 

Staff:  Clare Rock (primary), Pam DeAndrea, Zachary Maia 
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Contract/Agreement Approvals  2 

 
Notes:   The scope of work above remains the same.  Phase II, ii-v, and Phase III, ii, are new tasks.  
New tasks are highlighted with a red box in the attached contract.  New funding by phase includes: 
 

 Phase II - $10,000 to develop tools municipalities can use to support the Forest Products 
Industries (working landscape).   

 Phase III - $25,000 to support additional direct technical assistance to municipalities in 
incorporating forest integrity goals and strategies.  Based on the success of CVRPC’s 
previous work, the majority of these funds will be sub-granted to other RPCs for direct 
technical assistance to their municipalities.  The number of municipal plans has increased 
from 5 to at least 30 and up to 50 plans. 
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MEMO  
 
Date: March 29, 2020 
To: Executive Committee 
From: Bonnie Waninger, Executive Director 
Re: Fringe Benefits Change 
 
 

  ACTION REQUESTED:  Authorize a $40 monthly technology stipend for employees while 
employees are required to work remotely due to the COVID 19 pandemic. 

 
 
What is a technology stipend? 
Technology stipends are payments made to employees to compensate them for the use of their 
personal mobile phone for work purposes.  Stipends are monthly payments that are intended to cover 
some or all of the user’s cellular service plan.  
 
How was the amount determined? 
Two factors were used to determine the amount. 
 
According to the Oxford Economics survey, conducted in 2018, 89 percent of organizations provide a full 
or partial stipend to compensate employees for their mobile phone expenses.  Businesses and public 
sector organizations that provide mobile phone stipends for employees pay $36.13 per month on 
average, according to the survey.   
 
Northwest RPC is offering $40 per month during the COVID pandemic in recognition that remote work is 
expected to substantially increase home-based work costs.  Northwest’s office was close for three 
months several years ago and all employees worked remotely.  Its stipend is based on that experience. 
 
When would the stipend be paid, and for how long? 
On March 17, 2020, the CVRPC office closed and staff moved to remote work due to the COVID 19 
pandemic.  The decision to close the office was made because Governor Scott had requested that state 
employees telecommute if possible.  Closing the office and remote work maintained the health of our 
employees, who work with a large number of people, the majority of whom are older adults. 
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If approved, the stipends would be retroactive to March 17th and continue for the majority of staff until 
CVRPC’s office was reopened.  Stipends for some employees may continue longer depending on how the 
COVID recovery process unfolds.   
 
How will the stipend be paid? 
Compensation would be made through a payroll stipend as these types of stipends are considered 
taxable income.  The March stipend would be a half stipend and be paid with the April 10th payroll.  
Thereafter, the stipend would be prorated to the bi-weekly payroll period at $18.46 per pay period. 
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Internal Control Updates 
Draft updates to Internal Controls were instituted on 03/20/2020 as a result of the COVID 19 
pandemic and resulting need to close the physical office and institute telecommuting by all 
employees and CVPRC’s Accountant.  The Office Manager and/or Executive Director complete 
limited office duties at least two days per week.  The Controls were clarified on 03/29/2020 and 
provided to the Executive Committee for adoption on 03/30/2020. 
 

Timesheets 
 Staff completes timesheet, digitally signs it, and saves it in their timesheet folder. 
 Staff emails Executive Director to alert her that timesheet is complete.  Staff without 

server access emails their completed timesheet to Executive Director. 
 Executive Director reviews and approves or returns to staff for corrections. 
 When approved, Executive Director emails Office Manager to notify her that QuickBooks 

(entry can occur. 
 Office Manager enters timesheets into QB, prints QB cover, and attached it to 

timesheet.  Office Manager files completed timesheets in finance office files. 
 Office Manager notifies Accountant and Executive Director via email that all timesheets 

are entered. 
 

Expense Reimbursement 
 Staff completes their expense form, digitally signs it, and saves the digital copy in their 

respective expense folder. 
 Staff emails Executive Director to notify her that the expense form is complete (Grace 

emails form to Executive Director). 
 Executive Director reviews and approves or returns for corrections. 
 When approved, Executive Director emails Office Manager to notify her that QB entry 

can occur. 
 Office Manager enters expenses (Note:  Accountant or Executive Director will train 

Office Manager on expense versus item entry). 
 Office Manager notifies Accountant when all entered, scans all forms, and emails them 

to Accountant.  Originals are filed in Payables to be Scanned folder.  Office Manager 
makes copies of expense forms and backup as needed for job billing and files 
information in accordion folder in finance office by job. 

 Accountant quality controls/proofs QB data entry work prior to issuing payment or 
initiating invoicing process. 

 
Bills (Received from Vendors) 

 All bills are reviewed as they are received (via mail or email)  
 Project bills may arrive via mail to CVRPC office or via email to project manager.  If arrive 
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via mail, Office Manager or Executive Director scans bill and emails to project manager.   
 Project manager reviews bill and initials to signify the bill is appropriate, the amount is 

appropriate, any required bill back up or work product has been provided, and work 
completed is acceptable.  Project manager prints bill to CVRPC copier or if no serve 
access, emails or mails approved bill to Office Manager.  Project manager emails Office 
Manager notice of bill, including job/sub-job name.  Bills for IT services or for purchases 
made directly by staff also must be reviewed and approved by IT staff or staff making 
the purchase and sent to Office Manager. 

 Office Manager or Executive Director stamps bills with bill date received and the bill 
stamp, codes the bill appropriately with customer information, job name, and expense 
code. 

 Executive Director reviews bill, initials to signify bill is ready for payment, and places bills 
in finance office Bills to be Entered file.  If Office Manager will not be in office that week, 
Executive Director scans bills and emails them to Office Manager on Thursday or Friday. 

 Office Manager enters bills into QB (including credit card receipts).  Bills are filed in 
Payables to be Scanned folder. 

 Accountant quality controls/proofs QB data entry work prior to issuing payment or 
initiating invoicing process. 

 
Weekly Payables 
Payables are prepared weekly unless payment due date would be missed.  The process is as 
follows: 
 

 Office Manager or Executive Director scans payables on Thursday or Friday and emails 
them to Accountant.  Scanned payables are refiled in Scanned Payables folder. 

 Accountant emails Executive Director an account payables report to confirm QB data 
entry has been quality controlled and notes cash on hand. 

 Executive Director reviews the report, initials it to signify checks can be written, and 
emails Accountant to signify checks can be written. 

 Accountant arranges time on Monday or Tuesday when she is available and Office 
Manager or Executive Director is in office to place checks in the copier.   

 Office Manager or Executive Director place checks in the copier.  Accountant prints 
checks. 

 Office Manager notifies Executive Director via email that checks are ready for signing 
and places checks in folder in Executive Director’s inbox. 

 Executive Director prints check register and verifies that check amounts and other 
information matches the invoice and signs checks. 
- If Executive Director is unavailable, Office Manager scans invoices and emails them 

to the Secretary/Treasurer with a request to use Secretary/Treasurer signature 
stamp to sign checks. 

03/30/20 Executive Committee Page 19



 

- If Secretary/Treasurer provides written approval (email acceptable), Office Manager 
verifies check information matches the invoice amount and stamps checks with 
Secretary/Treasurer signature.  Written approval saved in the appropriate audit 
folder in the finance files. 

 Office Manager or Executive Director mails checks to vendors. 
 Office Manager or Executive Director attaches check stub to applicable invoices and files 

them in the vendor files. 
 

Note:  Office Manager is working to arrange ACH and/or bill pay through CVRPC’s bank as 
allowed by each vendor.  When this ready, revised bill payment protocols will be developed to 
maintain internal controls. 
 
Invoices (Sent to Customers) 
For Fee for Service activities (Ex. GIS or copier services): 

 When Fee for Service sale is completed, a Non-Contractual Service form is completed 
and provided to Office Manager. 

 Office Manager provides form to Accountant. 
 For cash sale, sale is entered into QuickBooks by Accountant.  Cash is placed in envelop 

in Deposits folder. 
 For billable sale, invoicing will be completed by Accountant after timesheet information 

has been entered. 
 
For contract/agreement invoices (VTrans, DPS, etc.): 

 When a new contract is initiated, Office Manager completes a contract summary sheet.  
Copies of the summary emailed to Accountant and saved on the server at 
M:\Admin\Contracts\Contracts - Received\Contract Summaries. 

 Office Manager updates timesheet template with categories to be tracked.  This may 
require consultation with the Executive Director. 

 Office Manager completes entry of staff timesheets into QB monthly by the 12th of the 
month. 

 
Week of 03/16/2020 

 Executive Director scans all information in accordion file by project and emails to 
Accountant. 

 Accountant enters any outstanding payables into QB. 
 Accountant prepares invoices, compiles invoice packet, and emails it to Executive 

Director.  Subject line should read “Invoice for Review/Signature – Job Name”. 
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 Executive Director reviews to ensure backup information1 matches invoiced amount, 
notes correction need, or approves invoice for submission to customer.  Executive 
Director signs approved invoice packets as appropriate.  Executive Director notifies 
Accountant of approval and/or emails signed document. 

 Accountant saves full invoice packet (cover letter, progress report, match 
documentation, products, etc. as required by customer) on CVRPC server in 
appropriate Grants Manager job folder using file name that includes date sent.  
Based on file size, deliverables can be saved separately from invoice materials. 

 Accountant submits invoice packet and copies Executive Director and Office 
Manager on submission. 

 Office Manager prints CVPRC invoice(s) only and places in Receivables Sent folder. 
 Office Manager tracks invoices paid and follows up on non-payments as needed 

based on customer payment pattern. 
 
New Process as of 03/21/2020 

 Office Manager verifies with project managers and Executive Director that all 
anticipated bills have been received for billable jobs. 

 Office Manager notifies Accountant when all timesheets and anticipated bills are 
entered into QB after month end. 

 Accountant quality controls all billing information. 
 Accountant prepares invoices, compiles invoice packet, and emails it to Executive 

Director.  Subject line should read “Invoice for Review/Signature – Job Name”. 
 Executive Director reviews to ensure backup information1 matches invoiced amount, 

notes correction need, or approves invoice for submission to customer.  Executive 
Director signs approved invoice packets as appropriate.  Executive Director notifies 
Accountant of approval and/or emails signed document. 

 Accountant saves full invoice packet (cover letter, progress report, match 
documentation, products, etc. as required by customer) on CVRPC server in 
appropriate Grants Manager job folder using file name that includes date sent.  
Based on file size, deliverables can be saved separately from invoice materials. 

 Accountant submits invoice packet and copies Executive Director and Office 
Manager on submission. 

 Office Manager prints CVPRC invoice(s) only and places in Receivables Sent folder. 
 Office Manager tracks invoices paid and follows up on non-payments as needed 

based on customer payment pattern. 
 
  

                                                           
1 Typical attachments to invoices include: time by job summary report, consultant bills, other 
direct expense bills, etc. 
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Monthly Processing 
The following information is collected on a monthly basis to complete month-end processing 
and invoices: 
 

 Office Manager completes Paid Time Off summary. 
 Office Manager receives and opens bank statements or Executive Director downloads 

them as appropriate to account. 
 Executive Director reviews, initials, and dates bank statements. 
 Accountant reconciles all bank statements in system and provides reconciliation to 

Executive Director. 
 Executive Director reviews reconciliation, and initials and dates it. 
 If there are any journal entries, Accountant provides them to Executive Director. 
 Executive Director reviews and approves journal entries and files with financial files. 
 Accountant prepares budget reports, open invoices report, etc. and emails them to 

Executive Director. 
 Executive Director reviews budget reports, open invoices report, etc. and emails 

Accountant with any questions. 
 Balance sheet, open receivables report, and budget to actuals statement are provided 

to the Executive Committee monthly; Paid Time Off summary is provided quarterly. 
 
Bank Statement Reconciliation 

 Executive Director prints Northfield Savings Bank (NSB) reserve account statement, 
initials and dates to signify receipt and review, and files it in Documents to Scan folder. 

 Office Manager or Executive Director opens bank statements that have been mailed2. 
 Executive Director reviews, initials, and dates bank statements.  If Executive Director is 

not in office, Officer Manager scans bank statements and emails them to the Director. 
 Office Manager or Executive Director scans initialed bank statements and emails them 

to Accountant.  Scanned documents are filed in the Scanned Documents folder. 
 Accountant reconciles all bank accounts and prints them to CVRPC copier. 
 Office Manager or Executive Director staples reconciliations to bank statements.  If 

Office Manager, Office Manager provides reconciliation packet to Executive Director. 
 Executive Director reviews reconciliations, and initials and dates them. 
 Office Manager files reconciliation package in financial files. 

 
Deposits 
Unless otherwise instructed, all deposits will be made to the Community National Bank 
checking account.  The process used for deposits is as follows: 

                                                           
2 People’s United Bank account closed 02/20/2020.  Final account statement received 03/10/20. 
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When checks arrive: 

 Office Manager or Executive Director scans check and notifies Accountant and Executive 
Director, or Office Manager as appropriate, via email. 

 Office Manager or Executive Director date stamps the check stub, photocopies the 
check (if no check stub, makes two copies of the check), records the check receipt in the 
Checks Received ledger, and places the check(s) and photocopy(s) in Deposits file. 

 Accountant records the payment received in QB and prepares and prints a deposit slip. 
 Office Manager or Executive Director photocopies the deposit slip, makes the deposit, 

and provides deposit proof to Accountant and Executive Director, or Office Manager as 
appropriate, via email. 

 Office Manager or Executive Director attaches the bank slip and associated invoice(s) 
(from the Receivables Sent file) to a photocopy of the check(s) and deposit slip. 

 Office Manager files the information in the financial files. 
 If checks are not deposited promptly at the bank, they are to be stored in a secure, 

locked location, preferably in the financial file cabinet. 
 
When payments are made via Automated Clearing House (ACH): 

 Executive Director prints copy of deposit proof, saves the proof to the server in the 
“Bank” folder, provides two printed copies to Office Manager for finance files, and 
emails Accountant and Office Manager a digital copy of the deposit. 

 Accountant records the payment received in QB. 
 Office Manager or Executive Director attaches the deposit proof to the associated 

invoice(s) (from the Receivables Sent file). 
 Office Manager files the information in the financial files. 
 

Payroll 
The following procedures occur as noted: 
 

 Weekly: Staff completes the timesheet process noted under Timesheets 
 Bi-weekly: Accountant generates payroll for salaried staff or, for hourly staff, from the 

hours that have been entered into Excel timesheets. 
 Bi-weekly: Accountant prints payroll reports:  Payroll Item Detail, Payroll Transaction 

Detail, Payroll Transactions by Payee and pay stubs.  Office Manager emails pay stubs to 
all staff (direct deposit choice) or provides staff with a printed check and stub (hard copy 
check choice). 

 Bi-weekly: Executive Director reviews and initials payroll reports. 
 Bi-weekly: Accountant writes/initiates payroll. 
 As Needed: Accountant prepares transfers.  Transferred must be approved in advance 

via email by the Executive Director.  Executive Director or Office Manager completes 
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transfers.  Office Manager files transfer deposit slip. 
 Payroll is automatically deposited or paychecks are distributed on the Friday after 

closure of the pay period. 
 Bi-weekly or as required by law or CVRPC’s policies: Accountant processes payroll 

liabilities and prints a payroll liabilities confirmation. 
 Executive Director reviews and signs payroll liabilities confirmation. 
 Monthly:  Office Manager posts compensatory time, sick leave, and vacation time to the 

Paid Time Office spreadsheet. 
 As required:  

- Office Manager completes new hire reporting. 
- Accountant completes quarterly reports, taxes and W-2’s. 

 
Credit Card 
Use of the CVRPC credit card by employees is with Executive Director’s permission only, and is 
governed by CVRPC’s Employee Use of Credit Cards or Charge Accounts Policy. 
 

 Credit card charge receipts are provided to Executive Director, or in the case of 
Executive Director, are provided to the Chair or Secretary/Treasurer 

 Receipts are stamped (similar to bills), marked with billing codes/accounts, and 
approved by Executive Director. 

 Receipts are entered into QB by Office Manager.  If Office Manager has used the card, 
receipts are scanned by Executive Director and provided to and entered by Accountant. 

 Office Manager reconciles credit card statements and notifies Accountant when 
completed. 

 Accountant quality controls/proofs QB data entry work prior to issuing payment or 
initiating invoicing process. 

 Executive Director reviews and approves the credit card reconciliation and authorizes 
payment. 

 
Petty Cash 
CVRPC does not maintain petty cash. 
 
Financial System Security 
Security of the CVRPC’s financial and personnel records shall be maintained through password 
protected files and lockable file drawers.  Use of the CVRPC’s financial management system 
shall be password protected with permissions access grant to users as follows: 

 
 Administrative full access with permission to make user changes (Executive Director, 

Accountant) 
 Full access, without the ability to grant permissions (Executive Director, Accountant) 
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 View and print access (All Staff) 
 View access for account balance and statement (All Staff) 
 Weekly timesheet (All Staff) 
 

Keys to lockable file drawers holding the CVRPC’s financial and personnel records and lock box 
shall be provided as follows: 

 
 Personnel files (Executive Director) 
 Financial files (Executive Director, Office Manager, Accountant) 
 Lock box (Executive Director, Office Manager) 

 

03/30/20 Executive Committee Page 25



 

Employee Use of Credit Cards or Charge Accounts Policy and Procedure               1 

CENTRAL VERMONT REGIONAL PLANNING COMMISSION 

Employee Use of Credit Cards or Charge Accounts Policy 
 
1. Authorization – The Executive Director or his/her designee must authorize the use of a company 

credit card or charge account by an employee. 
2. Employee Agreement – The employee must sign an agreement acknowledging that s/he has read 

and understands the policies and procedures governing the use of a company credit card or charge 
account.  

3. Restricted Use – The use of a company credit card or charge account is subject to the following 
restrictions:  
 No personal or private expenditure must be to be charged to a company account.  Use of CVRPC 

credit cards and accounts is limited to expenses related to operation of the CVRPC. 
 The credit card account primarily is to be used for large expenses, such as annual license or use 

expenses (e.g. licenses), professional development expenses, and instances when a vendor 
requires advance payment and circumstances prevent a check from being issued.   

- Regular operating expense (e.g. telephone bills, internet agreement, etc.) must not be 
charged to the credit card without permission in writing from the Executive Director.   

- Professional development expenses, such as transportation, lodging, and conference 
registrations, should be submitted for payment via company check or expense 
reimbursement whenever possible.  

- Capital purchases should never be charged to a credit card. 
- During the COVID 19 pandemic, the Executive Director is authorized to use the credit 

card for regular vendor payments to facilitate remote work.  This authorization shall 
remain valid for 90 days after the date that the state of emergency ends.  

 Each expense charged must have the same type of documentation that would be included on a 
request for reimbursement: an actual itemized receipt with customer and sub-job name, 
expense item, and brief explanation.  For example, if the expense is for meeting food, note on 
the receipt which committee/project meeting and how many attendees participated.  

 Use of the credit card must be pre-approved by the Executive Director, or in the Executive 
Director’s absence, the Office Manager.  When used by the Executive Director, the receipt must 
be provided to the Chair or Treasurer, who will acknowledgement in writing use of the card by 
the Director.  This acknowledgement may occur after the expense, but it must occur within 30 
days of the charge. 

 Documentation of each expense must be submitted to the Office Manager as soon as possible, 
and no later than 7 days from the date of purchase.  

 No cash advances (e.g. money orders, ATM, cash wiring, etc.) are permitted. 
 Any incentive program benefits derived by the use of company credit cards or charge accounts 

will be the property of CVRPC.  The Executive Director will determine the use of such incentive 
program benefits. 

4. Security - Employees authorized to use the credit card or charge account are responsible for the 
security of the card or account, and for the privacy of any information related to the company.  The 
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Employee Use of Credit Cards or Charge Accounts Policy and Procedure               2 

employee must maintain physical possession of the credit card while authorized to use it, insure the 
card is free from fraudulent activities, and insure the card's identification number is protected when 
authorized to use the card.  All users must follow secure practices for online credit card use as 
determined by CVRPC IT staff.  The credit card or charge account is limited for use by the authorized 
employee and not any other individual. 

5. Sales Tax – CVRPC is a political subdivision of the State of Vermont.  Therefore, it is exempt from 
sales tax.  Sales tax must not be included with the cost of any purchase as it may not be 
reimbursable by funders.  The employee making the purchase may be personally responsible for 
payment of sales tax if an exemption form is not provided to the vendor. 
 Credit Card Purchases:  Employees must use CVRPC’s tax exempt certificate when making a 

credit card purchase.  For out of state professional development, the employee should inform 
the Office Manager Finance Accountant in writing about the travel prior to traveling.  The Office 
Manager Finance Accountant will determine if the state in which sales tax will be charged has a 
reciprocal sales tax arrangement with the State of Vermont. 

 Charge Account Purchases:  Charge accounts with vendors must be established as tax exempt 
accounts.   

6. Card Payments - Payments, late fees and interest related to unauthorized or undocumented charges 
are the responsibility of the employee.  

7. Policy Violations - Violations of CVRPC’s credit policy may result in disciplinary action, including 
termination of employment or prosecution.  

 
 
Adopted by the Executive Committee on 09/04/18 
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Employee Use of Credit Cards or Charge Accounts Policy and Procedure               3 

CENTRAL VERMONT REGIONAL PLANNING COMMISSION 

Employee Use of Credit Cards or Charge Accounts Procedure 
 
Credit Cards 
The Central Vermont Regional Planning Commission maintains two credit cards, a MasterCard issued by 
People’s United Bank and a Staples card.  Both cards are kept in the locked financial file cabinet. 
 
The Commission does not issue credit cards to employees.  One credit card is kept in the name of the 
company only.  Employees are not authorized to open credit card accounts in the company’s name 
without prior authorization of the Executive Committee. 
 
The Commission also maintains a credit account with Staples for purchases of office supplies and 
equipment by the Office Manager, or in the Office Manager’s absence, the Executive Director or the 
Director’s designee.  
 
1. MasterCard Credit Card 

 Use is limited to online purchases where credit accounts have not or cannot be established and 
to purchases for which a vendor will not issue an invoice for payment by company check. 

 Pre-approval from the Executive Director is required to use the card. 
 It a decision needs to be made immediately and the Executive Director is out of the office, the 

Office Manager must approve use of the card.  The Executive Director should be notified of the 
credit card use as soon as possible after the purchase. 

 When using the CVRPC credit card, the authorized user must: 
- Insure the goods or services purchased are budgeted and allowable expenditures prior to 

using the card; 
- Determine if the intended purchase is within the credit card limit; 
- Inform the merchant that the purchase is tax exempt and provide CVRPC’s tax exempt 

number.  
- Obtain an itemized receipt for all purchases. 
- Review the receipt at time of purchase and request a credit if taxes were charged in error. 

 The card should never be removed from the office without the Executive Director’s permission. 
 
2. Staples Credit Card 

 CVRPC has an account with Staples linked to the credit card. 
 The Office Manager will place orders as necessary. 
 The Finance Accountant will enter each purchase into QuickBooks and file the receipt for later 

reconciliation. 
 When the bill arrives, the Finance Accountant will reconcile the bill and provide the 

reconciliation packet to the Executive Director for approval of credit card payment. 
 Payment must be by check. 
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Employee Use of Credit Cards or Charge Accounts Policy and Procedure               4 

 The card should never be removed from the office without the Executive Director’s permission.  
When returning an item purchased online to a local store, the credit card will need to be taken 
and used to assure the account will be credited. 

 
Charge Accounts 
CVRPC maintains charge accounts with the following vendors (information to be updated as needed): 
 

Vendor Expense item Charge Limit 
Capitol Stationers Office supplies No limit 
Dell Business Credit Computer equipment and associated supplies No limit 
Jamar Technologies Transportation equipment and associated supplies No limit 
Pitney Bowes Purchase Power Postage for postage meter No limit 
Amazon Business Office Supplies $7,500 

 
1. Employees are not authorized to open charge accounts in the company’s name without prior 

authorization of the Executive Director. 
2. Establishment of charge accounts is limited to regular vendors that do not issue invoices, and to 

vendors that require charge accounts be established before goods or services are provided. 
3. Purchases made through charge accounts must be approved by the Executive Director. 
4. When using a CVRPC charge account, the authorized user must: 

- Insure the goods or services purchased are budgeted and allowable expenditures prior to 
placing the order; 

- Determine if the intended purchase is within the charge account limit; 
- Review the digital receipt at time of purchase to insure the order is accurate and sales tax has 

not been charged. 
- Provide an itemized receipt to the Office Manager.  The receipt must be coded with job and sub-

job name (if applicable), expense item, and purchaser’s initials before it is provided to the 
Executive Director for approval. 

- Review the order at the time of receipt to insure all items have been shipped and the shipping 
invoice is correct. 
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CENTRAL VERMONT REGIONAL PLANNING COMMISSION 
ADMINISTRATIVE AND FINANCIAL MANAGEMENT 

POLICIES AND PROCEDURES 
As adopted March 5, 2012 

CVRPC’s Accounting System 
 
CVRPC uses a method of accounting known as “fund accounting.”  Fund accounting groups assets and 
liabilities according to the specific purpose for which they are to be used.  For-profit organizations have 
one set of accounts, the general ledger.  Non-profit organizations have multiple funds because restricted 
and unrestricted funds must be tracked separately.  CVRPC has two funds:  the general fund and the 
reserve fund.  CVRPC’s accounting practices are performed according to the generally accepted 
accounting principles (GAAP) for local government as established by the Government Accounting 
Standards Board (GASB). 
 
CVRPC’s financial system is a modified accrual system.  Revenue is recognized when earned and 
measurable (usually evidenced by delivery of goods or services to a customer and issuance of an invoice 
for same).  Expenditures are recognized when the liability is incurred (usually measured by receipt of 
goods or services rendered and an invoice for same). 
 
CVRPC’s financial accounts are audited annually by a certified public accountant (CPA).  This audit is to 
confirm that the financial statements are free of “material misstatement” and give an accurate accounting 
of CVRPC’s funds. 

CVRPC’s Revenue Sources 
 
CVRPC is a service-based organization; our employees and their knowledge and skills are our primary 
assets.  CVRPC generates revenues through grant agreements and contracts, member town appropriations, 
interest, and non-contractual services.  Typically, CVRPC manages as many as 20 contracts 
simultaneously.  Contract sources include: 
 
Federal Grants and Agreements: These agreements come with significant contractual requirements that 
CVRPC must honor.  For instance, if CVRPC expends more than $500,000 in Federal funds in a fiscal 
year, it must complete a single audit.  This audit focuses special attention on the contract/agreement in 
which the most funding was expended. 
 
State Grants and Contracts:  These also come with contractual requirements.  The State has standard 
requirements that apply to all of its contracts.  Some State contracts are funds that the State has received 
from the Federal government.  Therefore, these contracts include both State and Federal contractual 
requirements. 
 
Municipal Contracts: CVRPC provides planning and special project management services to towns and 
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villages upon request.   
 
Member Town Appropriations: Annual appropriations are a critical component of CVRPC’s budget.  
They are used to support match requirements for State, regional and municipal projects, especially those 
funded through grants and the Transportation Planning Initiative with the Vermont Transportation 
Agency.   
 
Other Revenue Sources:  CVRPC performs non-contractual work for municipalities, non-profit 
organizations, regional partners, and, as time permits, private companies.  This work is typically GIS 
services.  Other revenue also includes interest earned and special duties, such as administrative work done 
for the Mad River Valley Planning District and the Wrightsville Beach Recreation District. 
 
CVRPC’s financial system tracks revenues and expenses through job codes.  Each contract is assigned a 
name, such as VTrans TPI.  Every expense at CVRPC is assigned a job code.  Monthly invoices are 
written to bill the contract source for the expenses of each job. 
 
No contract job code applies when a cost is incurred for a common purpose benefiting or supporting all 
Commission programs and activities.  These expenses are considered administrative or indirect expenses.  
These expenses are pooled together through an indirect rate applied as a percentage to salary and fringe 
benefit costs for staff.  The indirect rate allows all program/jobs to share these expenses equitably.  
Audited costs for the prior fiscal year serve as the basis for the indirect rate applied to the current year.   

Monthly Reports 
 
Financial statements are provided to the Executive Committee prior to their monthly meeting, including 
the following reports: 
 
Balance Sheet - The Balance Sheet is a statement showing the assets and liabilities of the organization as 
of a particular date.  It reflects a snapshot view of CVRPC’s financial position - what it owns and owes at 
that point in time. 
 
Budget to Actual – Compares the adopted budget with actual revenue and expenditures. 
 
General Fund Accounts 
 
The General Fund is CVRPC’s primary operating fund.  Our daily activities are supported by the general 
fund, such as the purchase of supplies and meeting operating expenditures. 
 
Reserve Fund Accounts 
 
Reserve funds are set aside to: 
 
a)  ensure that the Commission can continue to provide a useful level of services in times of tight budget 
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years;  
b)  provide for emergency funds since it is unclear whether RPCs can take on debt; and  
c)  ensure sufficient funding to close down should that ever be the case.  CVRPC has an adopted Capital 
Assets policy to guide management and use of these funds.   

The general practice by CVRPC has been to have 3 months of operating funds set aside as reserves.  The 
dollar value varies in any given year based on changes in operating costs, such as increases or decreases 
in rent, staffing, and general expenses.  However, the National Association of Development Organizations 
(NADO) recommended in 2011 that the 3-month practice should be updated to 6 months.  NADO also 
acknowledged that the current political and fiscal environment might not be appropriate for building 
reserves to 6 month levels. 

 
Accounts Receivable: A summary of billings for work completed by CVRPC for which payment has not 
yet been received.  Receivables represent the amount owed to CVRPC by outside parties.    Receivable 
amounts are tracked in relationship to Accounts Payable amounts.   
 
Accounts Payable: A summary of bills received by CVRPC for which payment is due.  Payables represent 
the amount owed by CVRPC to outside parties.    
 
Deferred Revenue: Advances received on contracts and grants.  These funds are considered a liability 
because CVRPC would need to pay back this funding at the grant/contract close if the funds weren’t fully 
utilized. 
 
Payroll Liabilities: Amounts withheld from bi-weekly staff payroll for which future payments are due.  
This includes fringe benefits and state and federal taxes.  These funds are considered a liability because 
they are being held in trust by CVRPC on behalf of the employee until the payments are due. 
 
In a for-profit business, equity includes assets financed by an owner or net profit that is retained in the 
business.  In a non-profit organization, equity reflects the fund balance. 
 
Fund Balance:  Net worth measured by total assets minus total liabilities. 
 
Net Income:  Often referred to as “the bottom line,” net income is the profit or loss (if negative number) 
for a reporting period. 

Profit and Loss Statement 
 
This financial statement summarizes the revenue and expenses incurred during a specific period.  These 
records provide information that shows CVRPC’s ability to generate profit by increasing revenue 
and reducing costs.  The Profit and Loss (P&L) statement is also known as a "statement of profit and 
loss,” an "income statement" or an "income and expense statement.”  
 
Revenue is CVRPC’s income.  Revenue shown is the amount of income. 
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Operating expenses are the costs associated with daily operations at CVRPC.  These are the expense 
categories defined in our budget.   
 
Net income is revenue minus total expenses.  Net income demonstrates the financial health of CVRPC and 
should be a positive number.  If expenses are greater than income, the amount will be negative. 

Accounts Receivable 
 
Accounts Receivable are services rendered by CVRPC and invoiced, but payment has not yet been 
received.  In for-profit businesses, owners know that some customers who receive credit will never pay 
their account balances.  These uncollectible accounts are also called bad debts.  For CVRPC, “bad debt” 
could take two forms: disallowed costs by funding agencies or non-payment of bills by private customers.  
Bad debt is extremely rare for CVRPC.  Disallowed costs usually take the form of budget overruns or 
ineligible costs.  Disallowed costs are unusual and can often be absorbed by other CVRPC revenue 
sources, such as CVRPC’s state allocation or its municipal appropriations.  If the costs are ineligible 
under either source, CVRPC must use its general operating reserves to cover the costs.  Because of the 
rarity of this event, the organization has elected not to list bad debt as an item in its general ledger.  

Accounts Payable 

Accounts payable are services that CVRPC has received and been invoiced, but the invoice has not yet 
been paid. 
 
Receivables and payables are monitored by the Office and Grants Manager and the Executive Director so 
as to be received and paid within 30 days of invoicing. 

 
Conflict of Interest 
CVRPC’s conflict of interest policy is contained in CVRPC’s Personnel Policies and states,  

“Employee Conduct and Conflict of Interest:  A. The Commission expects and requires employees to 
adhere to standards of conduct that are required for the effective functioning of the Commission.  Failure 
to observe these standards can result in disciplinary actions and, in some situations, termination of 
employment. Conduct off the job is not specifically covered by these policies, and may not be a subject of 
disciplinary action unless such conduct affects on the job ability and/or performance.  B. Employee 
Conflict of Interest: As public employees, Commission employees should avoid any conflict of interest or 
appearance of conflict of interest in their job.  A conflict of interest may occur whenever an employee: 

Note:  CVRPC’s Office and Grants Manager position has been replaced by an Office Manager and a 
Finance Manager.  CVRPC fulfills the Finance Manager duties through a professional services 
contract with Nicole Sancibrian CPA.  The party currently fulfilling the Office and Grants Manager 
duties in this document is the contracted Finance Manager unless otherwise noted in parenthesis. 
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uses his or her position as an employee to provide a financial advantage to him/herself, a friend, family 
member, or business or institution with which s/he is affiliated; engages in activities that directly compete 
or conflict with the Commission’s mission, values, or actions; or uses for him/herself, a friend, or family 
member an opportunity originally offered to the Commission.  Examples may include an employee who 
sells goods or services to the Commission at above-market prices or an employee who learns, through 
his/her work, of property being offered to someone and uses that information to purchase the property for 
him/herself.  An employee or his/her immediate family may not provide services to or receive services 
from the Commission unless the Commission determines that those services are provided or received 
under circumstances that do not create a conflict of interest or the appearance of a conflict of interest.  
Employees who are uncertain whether a conflict of interest exists or may be created may seek written 
guidance from the Executive Director and/or Executive Committee.  In seeking guidance, the employee 
shall submit a one paragraph statement describing the nature of the potential conflict of interest. The 
Executive Director or Executive Committee will provide the employee with a written interpretation as to 
whether a conflict of interest or a potential conflict of interest exists.” 
 
Segregation of Responsibilities 
 
The Executive Director is authorized to sign checks and transfer funds from one Commission account to 
another Commission account on behalf of the Commission.  No other staff member has authority to sign 
checks, transfer funds, or receive cash back from a bank deposit.  Banking institutions will not allow cash 
back to anyone other than the duly authorized account signatories.  The Chair and Treasurer of the 
Commission also have check signing authority.  In the extended absence of the Executive Director, the 
Chair or Treasurer will be asked to approve invoices, payroll, and sign checks. 
 
It should be noted that the Commission has no credit or debit card in its name and that receipts are paid to 
the Commission by check. 
 
The Office and Grants Manager is responsible for maintaining the following financial records with 
oversight by the Executive Director:  accounts receivable, accounts payable, payroll, and reconciliation of 
the general ledger and bank accounts.   
 
Deposits are made by the Office and Grants Manager (Office Manager) or Executive Director, but 
transfers between Commission accounts are authorized by only the Executive Director, or in the absence 
of the Executive Director, by the Chair or Treasurer. 
 
Contracts, Grant Agreements, and Grant Applications 
 
Consultant contracts are awarded following CVRPC’s procurement policies. The authorization to award a 
contract with the selected consultant is given by the Executive Committee.  The Executive Committee 
authorizes the Chair, or in the Chair’s absence another officer, to sign contracts that are over $10,000.  
The Executive Director is authorized to sign contracts that are less than $10,000. 
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Grant agreements and contracts with funding agencies are approved by the Executive Committee which 
authorizes the Chair, or in the Chair’s absence another officer, to sign said documents. 
 
Applications for grant funding are approved for submittal by the Executive Director to the relevant 
funding entity. 
 
Grant funds are drawn down as costs are incurred or quarterly depending on the amount affecting 
CVRPC’s cash flow and the requirements of the grantor.  Costs associated with a grant are documented 
by personnel timesheets, travel expenses associated with doing the work of the specific grant, and indirect 
expenses when reimbursement is allowed by the grantor.  Funds are drawn down based on accurate 
documentation and where applicable, sub-consultant/contractor invoices.  Payments to such sub-
consultants/contractors are made based on approval by the Executive Director of accurate invoices and 
confirmation by the CVRPC staff person responsible for the project that the invoiced work has been 
completed satisfactorily. 
 

Note:  The Executive Committee has delegated the following contract signing to the Executive Director: 
 

Duty Meeting Minutes 
of… 

Delegated By 

Authorized the Executive Director to sign 
site specific contract addendums in the form 
of the engagement letter template for the 
Brownfields Program 

November 1, 2016 Executive Committee 

Increased authorization for the Executive 
Director to sign contracts from $10,000 or 
less to $25,000 or less. 

April 3, 2017 Executive Committee 

Began authorizing the Executive Director to 
sign contracts, rather than an officer. 

January 2, 2018 Executive Committee 

Authorize the Executive Director to sign 
task specific contract addendums for the 
transportation planning and engineering 
services master agreements 

April 2, 2018 Executive Committee 

Authorized the Executive Director to sign 
future change orders with G&N 
Construction for the Northfield Stormwater 
Construction contract provided any cost 
increase is within the approved grant 
agreement budget and the change order is 
reported to the Executive Committee at its 
next regular meeting. 

August 5, 2019 Executive Committee 
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Costs charged to grants, such as EPA grants, are reviewed for accuracy and satisfactory work by the 
Office and Grants Manager, signed by the project manager, and approved for payment by the Executive 
Director. The required grant reporting is provided to the grantor accurately and in a timely manner per the 
requirements of the grant. 
 
Financial Statements 
 
The Office and Grants Manager will provide the following financial statements each month: 
 

 Budget to actual statement of revenue and expenses 
 Balance Sheet 

 
All month end accounting entries will be completed, and all financial statements for month end will be 
provided to the Executive Committee prior to its monthly meeting.   
 
The Office and Grants Manager may periodically prepare other internal financial reports such as Trial 
Balances or Statements of Cash Flow as needed to ensure effective and transparent financial management. 
 
Accounts 
 
Checking Account, Certificates of Deposit, and other Accounts in CVRPC’s name:  The signatories on the 
Commission’s accounts are the Executive Director, Chair, and Treasurer.  The Executive Director reviews 
and approves all transactions against previously approved vendor invoices. 
 
The Executive Director is authorized to sign checks and transfer funds from one Commission account to 
another Commission account on behalf of the Commission.  No other staff member has authority to sign 
checks, transfer funds, or receive cash back from a bank deposit.  The other account signatories are the 
Chair and the Treasurer. 
Deposits 
 
Unless otherwise instructed, all deposits will be made to the checking account.  The process used for 
deposits is as follows: 
 

 When a check is received, the Office and Grants Manager (Office Manager) stamps the check with 
the restricted stamp provided by the banking institution, (Finance Manager) records the check in 
QuickBooks and prepares the deposit. 

 The Office and Grants Manager (Office Manager) makes the deposit.  The payment is noted on the 
invoice that it has been paid and any available check stub is attached. 

 The Office and Grants Manager attaches the bank deposit receipt to the CVRPC copy of the bank 
deposit slip. 

 
Payables 
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All bills are reviewed upon receipt by the Office and Grants Manager (Office Manager) for accuracy and 
that they represent services received or products purchased.  Vendor invoices for a particular project 
(project consultant invoices) are reviewed and signed by the Project Manager for that project for payment 
approval before being reviewed and approved by the Executive Director and processed for payment by 
the Office and Grants Manager.  
 
Payables are prepared as follows: 
 

 Invoices are reviewed to ensure billing is accurate and to the correct accounts.  The Executive 
Director approves all invoices to be paid prior to the invoice being entered into QuickBooks 
accounts payable by the Office and Grants Manager. 

 Consultant invoices are reviewed for accuracy and satisfactory work completion and signed by the 
CVRPC project manager and verified by the Office and Grants Manager (project manager) that 
they do not exceed the contract amount. 

 Vendor invoice dates are noted to ensure expenses are incurred in the proper timeframe. 
 Generally within 30 days, checks for payment of vendor invoices are prepared by the Office and 

Grants Manager with checks generated by QuickBooks and signed by the Executive Director. 
 Checks are signed by the Executive Director.  In the rare case the Executive Director is not 

available, the Chair or Treasurer, as signers on CVRPC bank accounts, will be asked to sign. 
 Any check for consultants who have contracts with CVRPC will be signed by the Executive 

Director and needs only one signature.  It is inferred that once the Executive Committee has 
authorized signing the contract, the contract amount is approved for payment based on invoicing 
and provided the contract amount is not exceeded and work is completed satisfactorily. 

 The Office and Grants Manager mails checks (Office Manager). 
 The Office and Grants Manager (Office Manager) files the check stubs with copies of the invoice 

in the vendor files or placed in the appropriate contract file. 
 Should online payment become something CVRPC utilizes, the Executive Director will authorize 

payment of the vendor invoice and execute the payment online.  The Office and Grants Manager 
(Executive Director) will monitor the checking account register online and note the payment being 
deducted from the checking account.  A copy of the checking account statement with the payment 
shown will be generated and attached to the approved vendor invoice.  The documentation will 
then be placed in the appropriate vendor file. 

 
Invoices for Contracts 
 
For invoices for work generated by staff, (Office and Grants Manager, GIS Manager, or others as 
necessary) the following procedures apply: 
 

 Invoices are recorded in QuickBooks as accounts receivable by the Office and Grants Manager 
with the proper date and amount as verified by the Office and Grants Manager and the project 
manager. 

 All supporting documentation for staff charges (time sheets), direct or other pass-through charges 
are attached to the invoice by the Office and Grants Manager.   
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 The Office and Grants Manager retains a copy of the invoice in the appropriate contract folder. 
 The Office and Grants Manager or appropriate staff person sends the invoice in the desired format. 

 
Monthly Processing 
 
The following information is collected at least monthly in order to complete month-end processing and 
invoices:  
 

 Timesheets are completed by all employees daily and collected biweekly now weekly.  Each 
employee signs their timesheet which is then passed to the Executive Director for approval.  
Timesheets are filed by the Office and Grants Manager and Paid Time Off (PTO) data is recorded 
in the employee’s vacation spreadsheet.  Expense reports are prepared by each employee and 
approved by the Executive Director before being entered as an accounts payable in QuickBooks. 

 
 All bank statements are reconciled in QuickBooks and filed by the Office and Grants Manager.  
 The Office and Grants Manager completes any month end journal entries that are required and 

verifies that monthly automatic entries (tax and other payroll liabilities generated directly from the 
payroll process by QuickBooks) have occurred properly and are for the correct amounts. 

 Monthly, the Office and Grants Manager prepares, verifies, executes after the Executive Director’s 
approval, records and files retirement account and employee payroll deduction contributions (such 
as Health Savings Account and pension plan contributions which are calculated from payroll by 
QuickBooks). 

 
Payroll 
 
Employees are paid bi-weekly: 
 

 Staff enters their daily time onto their timesheets.  For hourly employees time must be entered 
completely by the end of each pay period.  Salaried employees’ hours are checked to ensure salary 
basis and actual hours worked are in alignment. 

 Bi-weekly timesheets are prepared and certified by staff and approved by the Executive Director. 
 The Office and Grants Manager (Office Manager) enters employee hours and other necessary data 

into CVRPC’s employee records. 
 The Office and Grants Manager runs payroll from QuickBooks based on salary data (as 

determined annually by the Executive Director) or hourly wage and hours worked as determined 
by the Executive Director at the time of hiring. 

 Checks are signed by the Executive Director. 
 The Office and Grants Manager distributes the checks to employees. 

Note:  CVRPC moved to weekly collection and approval of timesheets in May 2015.  On July 1, 2017, 
CVRPC transitioned to entering timesheet information into QuickBooks. 
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 Federal taxes are submitted online through the IRS’ EFTPS payment system.  State tax 

withholding is submitted monthly to the VT Tax Department using the form they provide and by 
the date due.  Quarterly Federal and State payroll tax reports are prepared by the Office and Grants 
Manager through QuickBooks and copies are filed in the tax folder for the appropriate time period. 
At the end of each calendar year, payroll tax documents, including W2’s, a W3, 1099’s and a 
1096, are prepared and submitted to the IRS and the State by the Office and Grants Manager. 

 
 The Office and Grants Manager distributes tax documents within time periods defined by law.  

Copies of W2’s, W3, 1099’s, and 1096 are retained in the tax folder for the appropriate year. 
 
In the event of a new hire: 
 

 An offer letter is referenced for position title, salary or hourly rate and start date.  W4 and INS 
forms are completed and referenced for tax withholding and general employee information.  When 
applicable, the employee completes benefit enrollment forms and payroll reduction agreements 
which reference voluntary payroll deductions.  Relevant employee information is entered into 
QuickBooks and is updated as needed. 

 Vermont Department of Labor New Hire Reporting is completed. 
 
In the event of a termination, the payroll information is updated accordingly in QuickBooks, as well as the 
terminated employee’s personnel file. 

Commission Financial Policies  

 
These policies (Investment and Deposit Risk Policy and Capital Assets Policy) were adopted previously 
by the Commission and are now incorporated into this document. 
 
 

Investment and Deposit Risk Policy 
Central Vermont Regional Planning Commission 

Adopted February 2, 2009 
 
The primary objectives of CVRPC’s investment and deposit risk policy are security of principal, liquidity 
as needed to meet expenditures, and return on investment. 

Note:  As of the December 23, 2016 payroll, CVRPC employees can elect to have payroll deposited 
directly into their personal accounts.  If an employee elects Direct Deposit, the Office Manager emails 
a payroll stub to the employee’s CVRPC email address.  

Note:  As of the August 7, 2017 payroll, CVRPC submits State of Vermont payroll taxes online to the 
VT Tax Department. 
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The Executive Director, and in his/her absence the Chair or Treasurer, with the approval of the Executive 
Committee, shall be authorized to invest and re-invest the Commission’s funds. 
 
The investment of all Commission funds will be made with financial institutions that have offices in 
Vermont and are registered to do business in Vermont.  The financial institutions shall provide deposit 
insurance and be regulated by the FDIC.   
 
The Executive Director, and in his/her absence the Chair or Treasurer, will make decisions regarding the 
types of collateralization of deposits required or remove the Commission’s exposure to custodial credit 
risk after consultation with the Executive Committee.  The form of collateral may include, but not be 
limited to, securities of the United States of America.  Securities may be held by a third party custodian 
designated by the Executive Director and approved by the Executive Committee and evidenced by insured 
receipts. 
 

Capital Assets Policy 
Central Vermont Regional Planning Commission 

Adopted January 31, 2005 
 
The purpose of a capital assets policy is to provide control and accountability over the Commission’s 
capital assets. 
 
Capital assets are defined as those assets (equipment, computers, computer software, furnishings, 
buildings, land, etc) owned by CVRPC that have a useful (working) life greater than one year and a unit 
cost of $500 or more. 
 
All capital assets will be recorded at historical cost.  Assets acquired through donation will be recorded at 
their estimated fair market value, including incidental costs necessary to place the asset in condition for its 
intended use, on the date of donation.  In addition to purchase price or construction cost, capital costs may 
include incidental costs, such as bond interest and issuance costs, insurance during transit, freight, duties, 
title search, title registration, legal and professional fees, installation, taxes, extended warranty and/or 
maintenance contracts purchased at the same time as the asset, and breaking-in costs; i.e. costs that are 
necessary to place the asset in its intended location and condition for use.  Should the Commission be in a 
position to purchase land, the capitalized cost of land will include the purchase price plus costs such as 
legal fees, fill, excavation, etc incurred to put the land in condition for its intended use. 
 
The straight line depreciation method will be used. 
 
Physical inventories of all capital assets will be taken annually and the inventory completed prior to June 
30.  However, when a capital asset is acquired, it will be added to the Commission’s inventory list at the 
time of acquisition.  Inventory includes listing the item number, manufacturer, date of acquisition, 
purchase price, and to which staff member the asset is allocated for Commission use.  When an asset is 
sold or otherwise removed from the inventory, the date of this occurrence and the method of disposal shall 
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be recorded on the inventory. 

 
Record Retention Policy 
 
Regarding record retention, CVRPC’s computers are all networked to CVRPC’s onsite server. The server 
has sufficient capacity to store all records, emails, map data, etc that is used in doing the business of the 
Commission.  The server is backed up daily and a back up tape is made monthly that is then kept off-site. 
All backups are a complete backup of the entire contents of the server; emails, documents, records, 
software, and provide CVRPC with the ability to retrieve any and all information and data at will.  
Because of the size of the storage space on the server, it is not necessary to periodically delete any of the 
data in order to make room for more.  As a result, all digital data is maintained.  This includes all financial 
data and Quick Books financial management software.  However, should there be a need to delete data, 
the following retention time frames will be followed: 
 
The following documents (paper and digital) shall be kept for a minimum of three years: 
Bank Reconciliations and Statements 
Canceled Checks 
Correspondence  
Duplicate bank deposit slips 
Employment applications 
Monthly accounts receivable and accounts payable aging reports 
Petty cash vouchers  
Inventory records – or the life of the inventoried item 
Purchase orders and receiving reports 
Sales Records and Journals 
 
The following (paper and digital) documents shall be kept for a minimum of seven years: 
Accounts receivable and accounts payable ledgers 
Accounts receivable and accounts payable year end aging reports 
Bank statements 
Canceled checks 
Customer invoices 
Expired Contracts & Leases 
Interim financial statements (monthly or quarterly) 
Loan payments and schedules 
Payroll Records & Tax Returns 
Time Sheets 
Personnel records after termination 
Vendor invoices 

NOTE:  This Record Retention Policy has been superseded by a standalone policy adopted by the 
Executive Committee on March 4, 2019. 
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Vouchers for Payment to Employees for Reimbursements, Allowances, etc. 
Sales Tax Returns  
 
The following (paper and digital) documents shall be kept indefinitely: 
Annual financial statements 
Contracts & Leases Still in Effect 
Articles of Incorporation and Bylaws 
Company Policy & Practice Manuals 
Board meeting minutes 
Employee pension records 
Insurance Policies (including expired policies) 
Charts of Account 
General ledger 
Depreciation Schedules 
IRS audit reports 

 
Documents not to be saved, or where the need to be saved has expired, will be thrown away 
or shredded, whichever is appropriate. 
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