TOWN OF GREENTOWN

INTERNAL CONTROL POLICY AND PROCEDURES
Through the avenue ofthe policies and procedures set out,the Greentown Town Council,
Clerk-Treasurer,and employees have established and maintained an environment that sets

a positive attitude towards internal controls and conscientious management.There are
several key factors that have been considered in achieving these goals: integrity,

competence,operating style, organization structure,assignment of responsibility,employee
policy and procedure,and oversight. All aspects ofthe town's finances are in compliance
with the Accounting and Uniform Compliance Guidelines for Cities and Towns,keeping
financial records in conformance with Generally Accepted Accounting Principles(GAAP)and
General Accounting Standards applicable to governmental units.
Cash handling procedures are necessary to ensure proper internal controls,segregation of duties,
and adequate safeguards ofthe Town's assets. No one person should have complete control over a
transaction and,in a perfect situation, a separation of duties between at least three persons is
preferred in any cash handling transaction. The Town's limited office staff does not permit three
persons to be involved in all cash handling situations but safeguards have been put in place and the
Town assumes responsibility for the limited controls. Personnel are responsible for complying with
the cash handling policies and procedures to ensure funds are accepted following the same process
each time so that hinds can be deposited in a timely manner and easily tracked while keeping both
the funds and the personnel handling the funds secure. All aspects ofthe Town's cash policy and
procedures are compliant with IC 5-11-1-270)regarding erroneous or irregular variances,losses,
shortages,and thefts.

Certain pre-conditions must be met before cash handlers are authorized. This shall be done through
verifying the employee's emplo3mient history, being subject to a background check, and the ability
to secure a bond.

Receiving Cash. Checks and Credit Card Pavments
Cash transactions are events with a beginning and an end and unless the proper documentation is
in place and followed, there is no way to track the movement of money. All cash and checks are kept
in a locked file cabinet in the alarmed utility office during non-business hours. Access to this office
is limited to only those who need access and have been designated to have access.

Accountability for cash will be maintained throughout all cash handling operations. The internal
controls set out are necessary to prevent mishandling offunds and safeguard against loss. These

strong controls vYill also protect employees from inappropriate accusations or charges of
mishandling funds. The Keystone System provides for unique employee password and user names
which will not be shared.The Clerk-Treasurer must review and approve an adjustment before it
may be posted to a customer's account.

The utility office has two clerks who open the receipts received by mail and receipts received
through the after-hours drop box in sight of each other. The cash reconcilement is prepared and
initialed by both clerks. The deposits are prepared and the totals are verified to the cash
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