Rural Community Assistance Partnership

The Basics of Financial Management for Small-community Utilities
SAMPLE FINANCIAL-MANAGEMENT POLICIES

Starting on the following page is a sample financial-management policy for a water/wastewater utility. This sample policy is for illustration purposes only. Some of the requirements or procedures described in the sample policy may be covered in state statutes or local ordinances, particularly if your utility is operated as a division of a public entity, such as a county or municipal government.
Important notes about what follows:

This sample policy is not ready-to-use and should not be adopted or distributed as-is. It must be customized to fit your utility and your circumstances. You can change or add to these policies depending on your system’s circumstances and requirements. Be sure to review them carefully and fill in all the blanks with the required information. Ensure that all the information is pertinent to your specific utility.
Before adopting any financial policies, also be sure to check for items required by state law, local ordinances, your system bylaws or charter, and documents relating to any loans or grants your system may have received. 
The information contained herein is for informational purposes only as a service to the public and is not legal advice or a substitute for legal counsel. As legal advice must be tailored to the specific circumstances of each case, nothing provided herein should be used as a substitute for advice of competent counsel. RCAP, Inc. expressly disclaims all liability in respect to actions taken or not taken based on any or all of the contents of the sample policies.
Financial-management Policies for the _____________________ Water/Wastewater System

Compensation and payroll policies
Compensation policy: It is the policy of the board of directors that compensation shall be paid that is non-discriminatory and that is competitive with rates paid for similar jobs by similar utilities in the area. All compensation decisions, however, must take into consideration the economic status of the system. The board may, from time to time, conduct surveys of other utilities to ascertain if adjustments in wage or salary levels should be made.

Pay procedures: The system shall compensate employees by check or direct-deposit on a regular basis and in such a manner so that the amount, method, and timing of payments comply with all applicable laws and regulations. Should a payday fall on a weekend (Saturday or Sunday), employees will receive their pay on the last working day prior to the regular payday. The system will not provide advanced payment of wages and salaries to employees.

Pay periods: The pay period for the system is [indicate one]: monthly/semi-monthly/bi- weekly/weekly, ending on the _____day and the _____day of each week/month.

Workweek/workday: The normal workweek of the system is Sunday through Saturday, beginning and ending at midnight on Saturday. The normal workweek consists of 40 hours. The normal workday is 8 consecutive hours of work, with an unpaid meal period and break periods.

Time and activity reports: In order to be paid, an employee must submit individual time reports showing the daily hours worked for each workweek. Time reports must provide sufficient detail to allow proper payment of each employee – including starting and quitting times, lunch-break time, un-worked time for which pay is entitled (paid vacation, paid absences), and overtime hours, if any. All time records shall be checked and approved prior to payment. Falsifying any time record is prohibited and will be grounds for disciplinary action, including termination.

Overtime hours: Overtime hours are all hours worked by a non-exempt employee more than 40 hours in any work week. Non-exempt employees shall receive compensation at the rate of 1.5 times their regular pay for each hour of overtime worked. All employees must receive prior approval for working overtime hours, unless otherwise provided by the board of directors. Exempt employees shall not receive overtime but may receive compensatory time off for all hours worked more than 40 hours. (Non-exempt employees are those employees covered by the wage/hour provisions of the Fair Labor Standards Act.)
Annual wage/salary review: The board of directors or supervisory personnel will conduct annual wage/salary reviews with each employee of the system. Decisions concerning possible wage or salary rate changes shall be based on job performance, length of service, and budgetary considerations. All pay changes for employees shall be approved in writing by the board prior to submission to accounting personnel.

