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Separation of duties is an acknowledged problem in smaller operations. For the Town’s situation, 
staffing levels result in there routinely being only two full-time employees in the “finance” 
office.  

 

Individuals authorized to “handle” Town funds (except for minor issues such as petty cash, 
emptying parking meters, filling in at the front desk, etc.) are the Town Manager, the Office 

Manager, and the office staff supervised by the Office Manager. The Office Manager serves as 

the Town Treasurer. 

 

Incoming Funds 

All finance office employees are involved in opening mail (i.e. water and tax bills) and working 

the front counter. Note that the bulk of funds received through the mail are in the form of checks. 

Note that only two employees makes it difficult to maintain true separation of duties due to 

vacation, sick and lunchtime leave. 

 

Deposits are prepared via balancing the receipts drawer (cash and checks) against payment 

receipts/reports. Batches are combined into deposits (normally by an employee other than the 

Office Manager), booked to the general ledger in the computer, and funds are taken to the bank. 

 

The Office Manager does the bank statement reconciliation and compared to the receipts log and 

other accounting records. 

 

Disbursing Funds 

Spending limits are imposed by the Town’s procurement policy. Supervisory staff is authorized 

to make routine purchases as needed by their departments. Procurement of non-routine or 

significantly large items are approved and documented by management by letter or purchase 

orders. 

 

Vendor can only be added to the accounts payable system by the Office Manager. Processing 

invoices for payments (matching purchase orders, receiving tickets and invoices or statements) is 

performed by the Assistant Office Manager. The processed items are reviewed by the Town 

Manager or Police Chief. Upon approval, the Assistant Office Manager prints checks for the 

vendors. The Office Manager reviews everything then signs the checks. The Assistant Office 

Manager then mails the checks to vendors. All individual payables records are then reviewed by 

the Finance Committee. 

 

The Mayor and Finance Committee receive a copy of the check register each month for the 

previous month. Monthly income (P&L) statements, balance sheets and cash position/banking 

summary reports are used by the Town Councilors and management to monitor the fiscal status 

of the Town. 

 

The flow of all funds is audited at the end of the Town’s fiscal year which is July 1-June 30. 

 

 

 


