
Springerville Town Council Chambers - 418 E. Main St. Springerville, AZ
85938

Pursuant to A.R.S. Section 38-431.02, notice is hereby given to the members of the Springerville
Town Council and to the general public that the Council will hold a meeting open to the public at the
Springerville Town Hall, 418 East Main Street, Springerville, Arizona. The Town Council reserves
the right to adjourn into Executive Session in accordance with Arizona Revised Statutes Section 38-
431.03 (A)(1)(3)(4) and (7) for legal consultation on any of the following agenda items.

TOWN COUNCIL MEETING: 6:00 P.M.

1. CALL MEETING TO ORDER AND PLEDGE OF ALLEGIANCE:
2. INVOCATION:
3. ROLL CALL:

Members of the Town Council or Legal Counsel that are unable to be present in person at a
scheduled Council meeting, may participate in the meeting by telephone or video conference.

4. PUBLIC PARTICIPATION:
This portion of the agenda is set aside for the public to address the Council regarding items, whether
they are listed on the agenda for discussion or not. However, the Council cannot engage in
discussion regarding any item that is not officially listed on the agenda for discussion and/or action
(A.R.S. §38-431.02(H).) Comments are limited to a 3 minute time period.

5. COUNCIL, MANAGER AND STAFF REPORTS:
Summary reports will be given on the items listed and no action will be taken on any matters
mentioned in the summary unless listed in the agenda. (A.R.S. 38.431.02(k)

a. Mayor & Council Reports: Summary Updates on committee meetings.
b. Manager Tim Rasmussen: Summary Updates & presentation(s)
c. Staff Reports: Summary Updates

6. CONSENT ITEMS:
a. Consider approval of the November 15, 2023 Regular Council Meeting minutes.
b. Consider ratification and approval of the accounts payable register from November 7,

2023 through January 8, 2024.

TOWN COUNCIL REGULAR MEETING
Wednesday, January 17, 2024 at 6:00 pm



7. PRESENTATION:
Presentation by Apache County Critical Incident Stress Management / Peer Support. Presentations
shall be no more than 10 minutes.

OLD BUSINESS

NEW BUSINESS

8. FINANCE POLICY UPDATE:
Discussion and possible action on the proposed update to the Finance Policy adding the section
"Lease Reporting" in compliance with Governmental Accounting Standards Board statement No. 87.

9. LEASE AGREEMENT AMENDMENT:
Discussion and possible action on the proposed First Amendment to the 2018 lease agreement
between the Town of Springerville and the White Mountain Historical Society.

10. AMENDED AND RESTATED PROFESSIONAL SERVICES AGREEMENT:
Discussion and possible action to approve the proposed amended and restated professional
services agreement with Woodson Engineering an Ardurra Group Company.

11. TOWN OWNED PROPERTY: 760 WEST AIRPORT ROAD
Discussion and direction from the Council to staff on what they wish to do with the acquired property
at 760 West Airport Road.

12. CALL OF ELECTION: RESOLUTION 2024-R001
Discussion and possible action regarding resolution 2024-R001, regarding calling the 2024 Primary
Election.

13. MUNICIPAL PROPERTY CORPORATION REMOVAL:
Discussion and possible action to remove Gracie Becker, Bill Lucas, and Ginger Wiltbank from the
Springerville Municipal Property Corporation.

14. MUNICIPAL PROPERTY CORPORATION POSSIBLE APPOINTMENT: SCOTT
Discussion and possible action regarding the appointment of Don Scott to the Municipal Property
Corporation Commission.

15. MUNICIPAL PROPERTY CORPORATION POSSIBLE APPOINTMENT: WINK
Discussion and possible action regarding the appointment of Heidi Wink to the Municipal Property
Corporation Commission.

16. MUNICIPAL PROPERTY CORPORATION POSSIBLE APPOINTMENT: MILLER
Discussion and possible action regarding the appointment of Kelsi Miller to the Municipal Property
Corporation Commission.

17. EXECUTIVE SESSION:
a. NOTICE OF CLAIMS- A WYRE



Discussion or consultation for legal advice with the attorney or attorneys of the public body
regarding the notice of claims from Anella Wrye pursuant to A.R.S § 38-431.03 (A) (3) .

18. ADJOURNMENT:
Submitted by: ___________________________________________

Posted by: _____________________________________________

Members of the public who only want to provide written comments can express their comments by
emailing the Town Clerk at kmiller@springervilleaz.gov to be read or summarized during the call
to the public. All comments must be submitted by 12:00 p.m. on the day of the meeting.

Americans with Disabilities Act (A.D.A.): The Town of Springerville intends to comply with A.D.A. If
you are physically challenged or disabled and need special accommodations to participate in this
town meeting, please contact the Town Clerk at (928) 333-2656 ext. 224 forty-eight (48) hours prior
to the meeting to arrange necessary accommodations.

Contact: Kelsi Miller, Town Clerk (kmiller@springervilleaz.gov (928) 333-2656 x 224) | Agenda published on
01/11/2024 at 11:27 AM



          Town Council Agenda Staff Report 

 

 Airport Director:  

Land leases hanger and vehicle parking and Tie Down agreements have been reviewed and all payments 

will be made directly to the finance director. After several interviews for assistant to the airport manager, 

Mr. Donald Thompson was hired and is now on 90-day probation. The Airport Manager is training the 

new hire on airport equipment and airport fueling and airport safety. The airport manager will be 

looking into modifying airport owned hanger rules.  

 

Recent Fuel Sales: 

Since October Jet-A fuel sales are doing well both self-serve and full service. We are receiving new 

customers traveling East West in the privet, military, and commercial aviation sectors. A tentative date 

for us to fuel 15 Black Hawk helicopters is in the works for the end of January. Biz Jets fueling is 

increasing as well.  

 

Flight Operations: 

Late November and early December airport equipment was made ready and tested for snow removal. 

After the last substantial snow fall the runways and taxiways were clean and open within 2 hours. We are 

striving to keep the airport facility as efficient as possible. It is imperative that we realize the importance 

of the two air ambulance companies based at our airport. The lives they save and the impact they have 

on our community and surrounding area, and it is our job to keep them in the air. Hangers are in high 

demand and great passive income for airports, and we are encouraging hanger development.  

 

Projects:  

The status of the Phase 1 wildlife fence to be constructed is now waiting for the environmental review to 

be completed and Kimley-Horn and Associates, Inc. and I am waiting for their response to my email sent 

12/28/2023. Airport staff will be cleaning all storage spaces and removing unusable, broken, or outdated 

materials and equipment stored in the terminal and outlying buildings. 

 

 

Jan. 2024 
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COMMUNITY SERVICES DEPARTMENT REPORT 
January, 2024 

 
 
 
The Holiday Season was very busy for us between Halloween, Thanksgiving Dinner, Christmas Dinner 
plus stockings and Senior gifts. The last event on our list to close out the 2023 year will be our Volunteer 
Appreciation Breakfast on January 8th. 
 
The seniors are always excited about a new year – and chatter takes place among them, discussing what 
they intend to change for the new year, what appointments they need to make for the new year and they 
like to joke about whether they’ll make it through another year. They are funny to listen to and I enjoy their 
conversations. 
 
School will be back in session soon and with it, the busy schedule of nutrition classes through our U of A 
program, so we are preparing curriculum and getting ready to engage the youth in healthy conversation. 
We are also considering a new program with the U of A, for seniors which will address financial literacy. I 
have a meeting on January 3rd to discuss how to include such a program here at the Community Center. 
 
December Community Assistance and Senior Services Counts: 
 

Senior & Meal Services 

  

Low Income Assistance Services 

Congregate Meals   365 Food Commodity Box (households)    442 

Home Delivered Meals   402 Food Cards      17  

Long Term Care Meals     21 Bus Pass        5 

Indigent Meals     28 Fuel Cards       9 

HEAD START Meals served 1376 Utility Assistance      30 

Total Meals Served 2192           

Senior Equipment       4 Electric Deposits/Rental Assistance        8 

Transportation Units   238 Appliance Repair/Replace        0 

Volunteer Hours     65 Senior Food Boxes    127 

             
 
Nutrition Education Program 

Location Age Group Curriculum # Participants # Classes 

Senior Center Seniors Nut Ed/ Food Demo 14 1 

RV Pre-School Pre K Color Me Healthy 24 2 
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VOLUNTEERS STUFFING STOCKING – 82 STOCKINGS TOTAL 
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THANKSGIVING FEAST 
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CHRISTMAS DINNER/ENTERTAINMENT 
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 Springerville Police Department Agenda Items and staff report 

 

1. Round Valley Police Department 2023  

 

   November  December  

Total Incidents             371   237 

Calls for service: 272   202 

Written reports: 172   106   

Self-initiated Calls 223   152 

Citizen:   38   55  

Agency Assist:   31   10      

Total traffic citations:  20   65      

DUI   3   1 

Felony DUI  2   1 

Vehicle collisions  2   4   

Felony Arrest  12   1 

Misdemeanor  18   4 

DV    7   5 

Warrant arrest  3   4 

Total Arrests  30   6 

 

2. Animal Control 

Dog at large   18 

Dog bite  1 

K9 license issued 1 

K9 surrendered 3 



Dogs impounded  6 

K9 returned to owner 2 

 

3. General Information December 2023 
     
 

 
12/02  RVPD assisted with traffic control for the annual light parade 
12/15   Attended the Police Academy Graduation for Officer Thomas Scruggs. 
12/18-12/20 Rims Training. 
 

 
Assisted with one funeral escort 
Officer Harrison Completed his phlebotomy training. 
New AXON Cameras issued and functioning. 
RIMS Program up and running.  
 
  

4. Other points of interest: 
 
Fingerprints    13 
Public Records Request  14 
Prosecutor Request  9 

CURRENT STAFFING  

1. Chief Merrill 
2. Lt. Bevington 
3. Sgt. Holmes 
4. Officer Gleeson 
5. Officer Maly 
6. Officer Ben Harrison 
7. Officer Thomas Scruggs 

  

     Animal Control - Shane Phillips 

     Office Admin – Amy Slone, Zona Gilliam 

  

RESERVE OFFICERS 



    1. Walker Richardson 

  

VOLUNTEERS 

    Seven (7)   

  

 HIRING PROCESS UPDATE: 

  

LATERALS (interviewed and in the process to be hired) 

 

None at this time 
 

ENTRY LEVEL (interviewed and in the process to be hired) 

• Sean Fuller (Entry - just moved to Eagar from Texas) - 9/21 panel interview, 

physical abilities test and written exam completed, and is moving on to 

background investigations 

• Matthew Ryan (Entry - lives in Greer) - 9/21 panel interview, physical abilities test 

and written exam completed, and is moving on to background investigations    

• Cole Roosma (Entry level) Currently lives in Show Low, AZ. Panel interview, 

physical abilities test and written exam completed, and is moving on to 

background investigations    

• Madeline Estes (Entry level) Currently lives in Phoenix, AZ. Panel interview, 

physical abilities test and written exam completed, and is moving on to 

background investigations  

    

  

 RECRUITS (cleared for/attending the academy) 

• Cadet Sidney Aragon started the academy on 09/18/2023 and is also doing great! 

Graduates February 29, 2023.   



  

INTERVIEWED (waiting on background) 

None at this time.  We have one scheduled for entry level interview and testing for the 

month January.                       

 INTERVIEWED (not accepting at this time) 

         1. Steven Vickers (Entry from Eagar) - needs to improve physical fitness score, 

invited to test later this year 

        2. Joseph Estes (Entry from Lakeside) -needs to improve physical fitness score, 

invited to test later this year 

  

APPLICANTS (waiting on necessary paperwork and to be interviewed) 

• Ryan Starbuck (Tucson) - emailed for additional information. 

• Joshua Ferber (Tempe) - emailed for additional information, no contact since 

6/01/23              

 

 
 

 

Dayson W Merrill, Chief of Police 

Town of Springerville Police Department 

418 E Main Street 

Springerville, AZ 85938 

 

 



TO:   Springerville Town Council 
FROM:   Kelsi Miller, Town Clerk  
DATE:    01/17/2023 
SUBJECT: Consent Items

 

SUGGESTED MOTIONS:  

 

I move we approve consent items 6a, and 6b as presented.  

 

Or I move we do not approve this item.  

 

Or I move we table this item.  

 

 

 

 

 

 

 

 

 

 

 

 

 STAFF REPORT:  

 

See attachments  

TOWN OF SPRINGERVILLE 

MEMORANDUM  



Springerville Town Council Chambers - 418 E. Main St. Springerville, AZ
85938

Pursuant to A.R.S. Section 38-431.02, notice is hereby given to the members of the Springerville
Town Council and to the general public that the Council will hold a meeting open to the public at the
Springerville Town Hall, 418 East Main Street, Springerville, Arizona. The Town Council reserves
the right to adjourn into Executive Session in accordance with Arizona Revised Statutes Section 38-
431.03 (A)(1)(3)(4) and (7) for legal consultation on any of the following agenda items.

TOWN COUNCIL MEETING: 6:00 P.M.

1. CALL MEETING TO ORDER AND PLEDGE OF ALLEGIANCE:

Minutes:
Mayor Reidhead called the meeting to order at 6:00 pm. Mike Nuttall led the pledge of allegiance.

2. INVOCATION:

Minutes:
The invocation was offered by Rev. Anselm Amadi.

3. ROLL CALL:

Minutes:
The Town Clerk completed the Roll Call.
Present: Shelly Reidhead, Mayor; Richard Davis, Vice-Mayor; Douglas Henderson, Councilor;
Donald Scott, Councilor; Florencio Lozoya, Councilor
A quorum is present.

4. PUBLIC PARTICIPATION:

Minutes:
Terry Shove addressed the Mayor and Council. She updated that the school bond passed. This
will significantly help the schools. She updated on Little League basketball skills camps that took
place the past two weeks. Registration for the regular LL basketball season should open next

TOWN COUNCIL REGULAR MEETING
Minutes

Wednesday, November 15, 2023 at 6:00 pm



week. She invited everyone to the Presbyterian Church community Thanksgiving service on
Sunday at 6:00 p.m. This is a major fundraiser for Round Valley Cares. They are running low on
funds this year and unable to offer any more utility assistance. They were also only able to
purchase 200 turkeys, last year it was closer to 400. She reminded everyone that RV Cares is a
qualified organization for a state tax deduction. Lastly, she reminded everyone that the Reason for
the Season concert will be on the first Monday in December. This is a community way of kicking
off the Christmas season.
Henry Lever a resident of Springerville with the organization You Are the Power addressed the
Mayor and Council. The dispute between the Town and the Hightowers has gone on for a month
now regarding Joe Wood living in his trailer. He feels the Town has escalated this situation with
the Police Department in attempt to intimidate those who spoke out regarding this issue. He
explained Richie Reese has been trespassed from the homes of town employees and Town Hall
for his social media post about the "kill dozer". The Police Department also went to his parent's
house asking for him. He feels this is all based on rumor and the real motivation is clear that they
are being targeted for exercising their First Amendment right. He said he will not stop and will
continue the fight. He expressed his goal is still to save Grandpa but they will also exploit
corruption and the first gift was given to him when one of the Mayors "goons" was arrested for
being a pedophile. He pointed out the School Resource Officer being on the agenda right after
that is interesting. He feels the town started this game and don't go cry to the papers when he is
better at it.
Sarah Hightower addressed the Mayor and Council. She explained she is here because she feels
the town has slandered her and her husband in the paper. She expressed she found a couple of
reporters she feels are fair, and if she was lying she wouldn't be fighting. She brought a witness to
the phone conversation in dispute. She feels if Mayor Reidhead was a true witness she would
know exactly how it went. She asked a person who did not state their name for the record to make
a statement. He expressed he heard the call and he heard something along the lines of profanity
toward Sarah. Sarah feels the town is coming at them using the White Mountain Independent and
she will fight this Council. She was asked when she called a Councilmember to put in a formal
complaint to the Town Clerk. She did. She warned the audience if they ever file a complaint they
could be slandered by the town. She does not like this leadership. She next addressed Terry in the
audience and said she tried to take the right steps and was told there is no special permits. They
are now on the agenda for December 12.
Nephi Hightower addressed the Mayor and Council. He said he sent a follow-up email to Manager
Rasmussen that ended with "What say you?" and he has not received a response back and he is
unsure if the Council saw that email. He said this is his family, life, and his town.

5. COUNCIL, MANAGER AND STAFF REPORTS:
a. Mayor & Council Reports: Summary Updates on committee meetings.

Minutes:
Mayor Reidhead reported she attended a meeting for the coal transition last week. They are
working with grant writers. She next reminded everyone as we enter into the holiday season
to be mindful of our neighbors and remember we have a lot of needs in our community.
Councilor Doug Henderson reported on a Public Safety Personnel Retirement System



meeting, Officer Harrison was accepted into the system.
Councilor Florencio Lozoya reported he attended a meeting in Eagar. They had a lot of toys
and will need help with their Christmas event. They are looking for two more elves to help
hand out thousands of toys.

b. Manager Tim Rasmussen: Summary Updates & presentation(s)

Minutes:
Manager Rasmussen updated on recently accomplished tasks with staff; The Cushman
inventory book has been completed, Council Chambers received a new roof, Public Works
updated the emergency manual for "water", the financial audit has been completed, new
controls were installed at the Booster station, and the taxes being assessed on two Town
properties are being corrected. He next updated on tasks and projects that staff are working
on. The museum is getting new doors, meters and SCADA will be going on the water wells,
staff is still working on GIS, finance is contacting everyone who was in our firefighter
pension plan to cash out, staff is working with Loven Construction on architectural plans for
the new RVPD, we are working on an impound lot behind Town Hall, he is training Stormy
in the P & Z position, he is working with Manny on upcoming airport projects, updating the
employee manual, and the washroom remodel at the community center, and staff is getting
quotes on the community centers new roof.

c. Staff Reports: Summary Updates

Minutes:
Public Works Director, Robert Pena addressed the Mayor and Council. Council thanked
Public Works for putting out the flags on Veterans Day. Robert explained he invited his staff
to the meeting to help put faces to names, explain what they do, and remind the Council
they are always welcome down at Public Works. Theryl Dillon is the newest addition to PW,
he brings a lot of knowledge and experience. He introduced Jeremy King, who briefly left
employment with Springerville and has returned. We are happy to have Jeremy back and
he is currently our grease trap inspector. Samantha Dillion is the admin assistant, she is
very valuable and helps with ADEQ and other necessary paperwork. Dan Boyle is not only
the park guy, he operates heavy equipment and he is also one of the hardest workers on
the crew. Tim Mohning is primarily the building maintenance but also helps with water,
wastewater, and a CDL driver. Ray Barraza is not only the onsite wastewater treatment
plant operator, but the glue that holds the crew together. Ray has been with us for 13 years.
Kevin Plympton is the town mechanic, but he also helps with water, equipment operation,
CDL driver, and is a leader for the crew. He has been with Springerville for over 9 years.
Lastly, he introduced Fred Otero the recently appointed Foreman for the crew. Fred has
been the wastewater treatment plant operator, heavy equipment operator, grease trap
inspector, and supply manager. As a foreman, he has been up to the task and willing to do
what needs to be done. He updated on the trees that were removed on South Mountain . He
explained he understood the public's concern, however as they cut those trees they found
that two were very rotten. Lastly, he updated that they will be decorating the town for the
holidays prior to the Christmas light parade.
Kelsi Miller the Town Clerk updated on the progress of the website. It is on track and should



go live in March. Additionally, they have to convert the Town logo to SVG or Vector File.
When doing so, if the Council would like to make any changes to the logo now would be an
ideal time.

6. CONSENT ITEMS:

Minutes:
ACTION: Motioned by Vice-Mayor Richard Davis, seconded by Council Donald Scott to approve
consent items 6a and 6b as presented.
DISCUSSION: None
Vote results:
Ayes: 5 / Nays: 0

a. Consider approval of the October 18, 2023 Regular Council Meeting minutes.
b. Consider ratification and approval of the accounts payable register from October 11,

2023 through November 6, 2023.
7. SPRINGERVILLE RIB THROWDOWN UPDATE:

Minutes:
Mike Nuttall with Better World BBQ and the Springerville Rib Throwdown gave an update on the
2023 event. They had 34 teams this year, so a few less than the prior year. Twenty-three teams
cooked for "Peoples Choice" this year and they did not run out of ribs. They had roughly 840 racks
of ribs. They again did the special raffle for teams that bring receipts from shopping locally. Teams
spent roughly $8,400 in Town in 24 hours. With funds from the event, they were able to donate
$7,500 to local charities and donations to the police department. The biggest complaint they
received with the new location was the slope. Next year they plan to presale tickets to avoid the
long line and add additional vendors. He has contacted the food network production company.
This is Arizona's longest-running BBQ contest. He updated on the giant raffle stocking and the
success of having teams bring a toy. They are also looking at putting together a food truck/vendor
event and have talked with Western Drug regarding a location. He will be going to Stafford in
March to help with their event. Lastly, he updated he hopes to get more people involved with
helping hold the event so when he is ready to turn it over he can. Council thanked him for putting
on a successful event.

OLD BUSINESS

NEW BUSINESS

8. PLANNING AND ZONING DIRECTOR:

Minutes:
DISCUSSION: Manager Rasmussen explained he and a hiring board interviewed for this position.
Per the Town Code, this is a council-appointed position. He is making the recommendation to
appoint Stormy Palmer.
ACTION: Motioned by Councilor Donald Scott and seconded by Vice-Mayor Richard Davis to
appoint Stormy Palmer to the Planning and Zoning Administrator.



Vote results:
Ayes: 5 / Nays: 0

9. INTERGOVERNMENTAL AGREEMENT UPDATE WITH AZ DEPARTMENT OF REVENUE:

Minutes:
ACTION: Motioned by Councilor Donald Scott, seconded by Vice-Mayor Richard Davis to approve
the IGA with the Arizona Department of Revenue for the collection of taxes.
DISCUSSION: None
Vote results:
Ayes: 5 / Nays: 0

10. INTERGOVERNMENTAL AGREEMENT FOR STUDENT RESOURCE OFFICER:

Minutes:
DISCUSSION: Manager Rasmussen explained he is asking they remove this item from the
agenda and do not consider it due to staffing and the recommendation made by Chief Merrill to
not move forward at this time. Council agreed.
ACTION: None

11. DECEMBER MEETING:

Minutes:
DISCUSSION: Council agreed that unless something pressing comes forward they would like to
cancel the meeting. In the event they do need to hold a December meeting, they agree they can
do one earlier in the month.
ACTION: Motioned by Councilor Donald Scott, seconded by Councilor Doug Henderson to not
approve December's Council Meeting to be a special meeting.
Vote results:
Ayes: 5 / Nays: 0

12. TOWN MANAGER GOAL SETTING:

Minutes:
DISCUSSION: Council discussed the need to set goals for the Town Manager. They discussed
doing so during a work session.
ACTION: Motioned by Councilor Donald Scott, seconded by Councilor Douglas Henderson to
table this item until a Work Session in January at 5:00 p.m. prior to the Regular Council Meeting.
Vote results:
Ayes: 5 / Nays: 0

13. NOTICE OF CLAIM A. WRYE:

Minutes:
ACTION: Motioned by Vice-Mayor Richard Davis, seconded by Councilor Donald Scott to enter
into executive session at 6:39 p.m.
Council reconvened back into Regular Session at 7:01 p.m.
Vote results:
Ayes: 5 / Nays: 0



14. ADJOURNMENT:

Minutes:
The meeting was adjourned at 7:02 p.m.
 
 
___________________________________________.
Shelly Reidhead, Mayor
ATTEST:
 
___________________________________________.
Kelsi Miller, Town Clerk
 
I hereby certify that the foregoing is a true and copy of the minutes of the Springerville Town
Council in a Regular Meeting on __________________________. I further certify that the meeting
was duly called and a quorum was present.

                                               Dated this _______ day of ____________, 2023

 
______________________________________________________. Kelsi Miller, Town Clerk

Members of the public who only want to provide written comments can express their comments by
emailing the Town Clerk at kmiller@springervilleaz.gov to be read or summarized during the call
to the public. All comments must be submitted by 12:00 p.m. on the day of the meeting.

Americans with Disabilities Act (A.D.A.): The Town of Springerville intends to comply with A.D.A. If
you are physically challenged or disabled and need special accommodations to participate in this
town meeting, please contact the Town Clerk at (928) 333-2656 ext. 224 forty-eight (48) hours prior
to the meeting to arrange necessary accommodations.

Contact: Kelsi Miller, Town Clerk (kmiller@springervilleaz.gov (928) 333-2656 x 224) | Minutes published on
11/20/2023 at 11:52 AM

































































TO:   Springerville Town Council 
FROM:   Heidi Wink, Finance Director   
DATE:    01/17/2023 
SUBJECT: Finance Policy Update

 

SUGGESTED MOTIONS:  

 

I move we approve the finance policy update adding the section “Lease 

Reporting” as presented.   

 

Or I move we do not approve this item.  

 

Or I move we table this item.  

 

 

 

 

 

 

 STAFF REPORT:  

 

It is the staff's recommendation to add the below section to the Finance 

Policy. This update has been discussed with the auditors.  

 

Lease Reporting 
 

The Governmental Accounting Standards Board has issued Statement No. 87, Leases 

(GASB 87), which establishes a single model for lease accounting based on the 

principle that leases are financings of the right to use an asset.  

 

1. Lessees will recognize a deferred an intangible right-to-use asset and a lease 

liability. 

 
2. Lessors will recognize a lease receivable and a deferred inflow of resources. 

 

TOWN OF SPRINGERVILLE 

MEMORANDUM  



3. Contracts for service are not included in this standard. Contracts that contain 

both a lease component and a service component should be separated and only 

the lease component should be included. 

 

4. The materiality threshold for GASB 87 leases has been established at $50,000 for 

both lessee and lessor activities. 

 

5. The lease term threshold for GASB 87 are leases with terms greater than 12 

months, including options to extend if it is likely to be extended.  

 

6. The lease must meet both the materiality and term thresholds to be considered a 

GASB 87 Lease.  
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Town of Springerville 

Financial Policies and Procedures 
 

 
 
 
 

 
 
 
 
 
 
 

  Approved and adopted by the Mayor and Council of the Town of 
Springerville, Arizona Updated this 20th day of September, 2023  
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Town of Springerville Financial Policies & Procedures 

 

Introduction 

The Mayor and Council of the Town of Springerville understand that principles of 

sound financial management establish the framework for overall fiscal planning and 

management. The town has an important responsibility to its citizens to carefully 

account for public funds, to manage its finances wisely, and to plan for the adequate 

funding of services desired by the public. 

These adopted financial policies & procedures establish guidelines for the town’s 

overall fiscal planning and management. Following these policies and procedures will 

enhance the town’s financial health as well as its credibility. To achieve these purposes 

as the Town of Springerville continues to grow and develop, it is important to regularly 

engage in the process of financial planning including reaffirming and updating the 

financial guidelines. 

 

Fiscal Planning and Budgeting 

Fiscal planning refers to the process of identifying resources and allocating those 

resources among numerous and complex competing purposes. The primary vehicle for 

this planning is the preparation, monitoring and analysis of the town’s budget.  

 

1. The Town Manager and Finance Director shall submit to the Town Council a 

proposed annul budget, based on Council’s established goals, and shall execute 

the budget as finally adopted, pursuant to Title 42, Chapter 17, Article 3, Section 

17105 of the Arizona Revised Statutes, as amended. The Town will budget 

revenues and expenditures on the basis of a fiscal year which begins July 1 and 

ends on the following June 30. The Town Council shall adopt the budget for the 

following year on or before the third Monday in July each year. 

 

2. The Town maintains its financial records in accordance with Accounting 

Principles Generally Accepted (GAAP) for government entities. The budgets of 

General Government Funds are prepared on a modified accrual basis. This 

includes all fund types managed by the Town of Springerville. 
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3. The operating budget will be based on the principle that current operating 

expenditures, including debt service, will be funded with current revenues 

creating a balanced budget. The Town will not balance the current budget at the 

expense of meeting future year’s expenditures.  

 

4. The tentative budget shall be prepared on a line-item basis in sufficient detail to 

inform the Town Council of the sources of revenues and types of expenditures 

that are anticipated to be made in the upcoming year. 

 

5. Throughout the fiscal year, amendments may be made to the adopted budget. 

All budget amendments must be approved by the Town Council. Budget 

amendments include, but are not limited to, transfers of appropriations between 

departments, transfers of appropriations from the contingency to departments 

and/or funds, and transfers of appropriations between funds. Approved changes 

to the budget shall be documented by the Finance Director. 

 

6.  A monthly expense report will be prepared and distributed by the Finance 

Department to the Town Manager and all department heads. Department heads 

are required to monitor and control expenditures to prevent exceeding their total 

departmental expenditure budget. It is the responsibility of the department head 

to immediately notify the Town Manager of any exceptional circumstances that 

could result in a departmental expenditure budget to be exceeded.  

 

Accounting, Auditing and Financial Reporting 

 

Accounting, auditing and financial reporting form the informational infrastructure for 

public finance. Internal and external financial reports provide important information to 

the town’s legislative body, management, citizens, investors and creditors. 

 

1. The town’s accounting and financial system will be maintained in conformance 

with Generally Accepted Accounting Principles and standards of the 

Government Accounting Standards Board. 

 

2. A fixed asset system will be maintained to identify all town assets, their 

condition, historical cost, replacement value and useful life.  
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3. A system of internal accounting controls and procedures will be maintained to 

provide reasonable assurance of the safeguarding of assets, the proper recording 

of financial transactions of the town, and compliance with applicable laws and 

regulations. 

 

4. An annual audit will be performed by an independent public accounting firm 

with the subsequent issue of an Annual Financial Statement and Independent 

Auditors Report.  

 

5. Monthly financial reports will be made available to all departments summarizing 

financial activity and comparing actual revenues and expenditures with 

budgeted amounts. 

 

6. Financial reports are given to the Town Council quarterly detailing the status of 

each department and the Town as a whole.  

 

Capital Assets 

 

Capital assets consist of land, buildings, equipment, furniture and any other real or 

personal property with an estimated useful life exceeding one year. A property control 

system is necessary to safeguard and properly account for these assets. 

 

1. A detailed listing of capital assets having a unit cost of $7,500 or more and a 

useful life of more than one year shall be established.  

 

2. Capital assets are depreciated on a straight-line basis. 

 

3. In consultation with department heads, the Finance Director assigns useful lives 

to individual assets based on asset category. 

 

4. If an asset has been donated to the Town, the receiving department shall 

complete an asset acquisition form and submit it to the Finance Department. 

 

5. Adequate insurance coverage shall be carried on capital assets, and maintenance 

shall be performed to keep the property in good condition. 



 

 

 Page 
4 

 
  

 

 

6. Any loss, damage or theft of property shall be investigated and fully 

documented. 

 

7. Departments shall report lost, stolen, or destroyed assets within ten working 

days of discovery to the Town Manager and Finance Director. 

 

8. No asset will be sold, traded, donated or destroyed until a disposal of asset form 

is completed by the department and the disposal is approved by the Town 

Manager and Finance director. 

 

9. A physical inventory of capital assets must be taken at least once every two years 

and reconciled to the detailed capital assets listing. The inventory should be 

taken by someone not keeping the asset records or having custody of the assets. 

 

10. For capital projects, assets acquired through construction or assets acquired 

through similar multiple payments, a separate account code shall be created to 

track the costs to be capitalized. For existing assets, projects should be identified 

as to whether they are improvement projects or repair/maintenance projects. 

Improvement projects significantly extend the useful life of an asset or increase 

the value. Repair/Maintenance projects generally maintain the condition of an 

asset so that the expected useful life is attained. 

 

11. All assets to be sold will be available to the public for purchase through an 

auction. 

 

Lease Reporting 

 

The Governmental Accounting Standards Board has issued Statement No. 87, Leases 

(GASB 87), which establishes a single model for lease accounting based on the 

principle that leases are financings of the right to use an asset.  

 

1. Lessees will recognize a deferred an intangible right-to-use asset and a lease 

liability. 

 

2. Lessors will recognize a lease receivable and a deferred inflow of resources. 
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3. Contracts for service are not included in this standard. Contracts that contain 

both a lease component and a service component should be separated and only 

the lease component should be included. 

 

4. The materiality threshold for GASB 87 leases has been established at $50,000 for 

both lessee and lessor activities. 

 

5. The lease term threshold for GASB 87 are leases with terms greater than 12 

months, including options to extend if it is likely to be extended.  

 

6. The lease must meet both the materiality and term thresholds to be considered a 

GASB 87 Lease.  

 

 

Bank Accounts and Bank Reconciliation 

 

1. In accordance with Arizona Revised Statutes each bank account that the Town 

maintains over the FDIC insured amount shall be collateralized by the bank for 

the amount over the FDIC insured amount. 

 

2. Council authorization shall be obtained prior to opening or closing any Town 

bank accounts. 

 

3. Town Council, Town Manager, and Town Clerk shall be the authorized check 

signers on all bank accounts. Two signatures shall be required on all checks. 

 

4. Authorization may be given by Council for selected staff to initiate and approve 

direct transfers of funds between Town bank accounts. 

 

5. All bank accounts and related activity shall be properly recorded in the general 

ledger. 

 

6. Each Bank account shall be reconciled monthly and on a timely basis to resolve 

any discrepancy. Reconciliations shall be signed and dated by the Finance 

Director and forwarded to Town Manager or Finance Accountant for review. 
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Once reviewed and signed, the reconciliations are returned to the Finance 

Director. 

 

Petty Cash 

 

A petty cash fund not to exceed $100 will be established in departments where small 

purchases of supplies may occasionally be required. Small would be defined as less 

than $25.00. 

 

1. The Finance Director shall appoint a petty cash custodian for each department 

and he/she will be totally responsible for safeguarding the fund. 

 

2. Petty cash custodian responsibilities: 

⮚ Disburse cash from fund for authorized purchases only 

⮚ Prepare a petty cash voucher for each disbursement of funds. The voucher 

must include the date, amount of disbursement, payee, purpose of 

disbursement, general ledger account to be charged, and signature of payee 

and approval of custodian. 

⮚ Attach all supporting documents for the purchase, such as receipts, cash 

register tapes, etc., to the petty cash voucher. No disbursements are to be 

made without supporting documentation. 

⮚ The custodian will turn in petty cash vouchers on a purchase order with back 

up documentation to the finance department for replenishment.  

 

3. The requesting employee shall obtain the department head approval before 

purchases are made. 

 

 

Cash Receipts 

 

To describe the policies and procedures for obtaining and receipting all revenues 

received by the Town of Springerville. 

 

1. Payments received through the mail and in the drop box shall be recorded on the 

checks in the mail excel spreadsheet. For each check received, state on the form 
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the name of the paying party, the check number, and the amount paid. Once all 

line items have been completed, enter the grand total in the total receipts field at 

the bottom of the form. Sign the form, and state the date on which the checks and 

cash were received. Also, stamp for deposit only on every check received. 

 

2. Hand written receipts shall be in triplicate. Customers paying in person will be 

given a hand written receipt, customer’s payment will be logged into the cash 

receipting program and a receipt printed and attached to the hand written 

receipt that will be put in the daily deposit.  

 

  

3. All offices and employees shall relinquish receipted and/or contributed monies 
(cash, checks, money orders, cashier’s checks, etc.), other than assigned petty 
cash tills, along with all associated supporting documentation to Finance 
Department personnel. These monies shall be relinquished on a daily basis, 
unless arrangements are made with the Director of Finance for deposits to be 
made on a less frequent basis. However, in no case shall deposits be relinquished 
to the Finance Department on less than a weekly basis.  
  

4. Finance Department personnel shall process received monies through the 
computerized cash receipts system, unless special deposit procedures are utilized 
by relinquishing monies to the Finance Director (e.g., NSF checks, grant monies, 
ACH deposits and other transactions).  
 

  
5. At the end of the day the Finance Clerk will print all necessary reports and 

review them. The register is checked against the reports and separated out in 

checks and cash. After the Finance Clerk confirms that the reports balance with 

the money drawer, the reports and money drawer are put in the finance 

department in the safe and locked for the evening. 

 

 

6. The next morning the finance department will verify that the reports balance to 

the money drawer and prepare the daily bank deposit and updates the general 

ledger with payments from cash receipting. The deposit shall be taken to the 

bank every day by the finance department. All reports with bank deposit slip 

will be filed for audit. 

 

Investment 
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It is the policy of the Town of Springerville to invest public funds in a manner which 

will provide maximum security with the highest investment return while meeting the 

daily cash flow demands and conforming to all state and local statutes governing the 

investment of public funds. 

 

1. The investment program of the Town of Springerville shall be operated in 

conformance with Federal, State and other legal requirements, primarily outlined 

in Arizona Revised Statue §35–323. 

 

2. The Town of Springerville will consolidate cash and reserve balances from all 

funds in order to maximize investment earnings and to increase efficiencies with 

regard to investment management pricing, safekeeping costs and administration 

costs, except for cash in certain restricted and/or special funds, which are 

exempted. 

 

3. Investment income will be allocated to the various funds based on their 

respective participation and in accordance with generally accepted accounting 

principles. 

 
4. The Finance Director will follow A.R.S. §35–323 and other investment guidelines 

mandated by statute. Investments that need to restrict yield for purposes of the 
Internal Revenue Service's Arbitrage Bond Regulations (Treasury Regulation 
Section 1.148-1 et seq.) will be deposited into a separate account and invested in a 
manner that meets arbitrage guidelines permitted by the IRS.  

 

5. The primary investment objectives of the Town of Springerville are safety, 
liquidity, optimal yield and collateralization.  

 
 
 

6. Safety - Investments shall be undertaken in a manner that seeks to ensure the 
preservation of capital in the overall portfolio. The objective will be to prudently 
mitigate credit risk and interest rate risk. It is understood by the Town of 
Springerville that no investment is completely free of risk.  

 
7. Liquidity - The investment portfolio shall remain sufficiently liquid to meet 

anticipated cash flow requirements. This is to be accomplished by structuring the 
portfolio so that securities mature concurrent with anticipated cash flow needs 
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(static liquidity). Furthermore, because all possible cash demands cannot be 
anticipated, the portfolio should consist of securities for which there exist active 
secondary markets (dynamic liquidity). Alternately, a portion of the portfolio 
may be placed in money market mutual funds or the Local Government 
Investment Pool, which offers same-day liquidity for short-term funds.  

 
8.  Optimal Yield - Return on investment is of lesser importance compared to the 

safety and liquidity objectives described above. The investment portfolio shall be 
designed to optimize the yield the Town obtains from the portfolio taking into 
account the criteria of the investment policy, the dynamic liquidity needs of the 
Town and the current interest rate outlook/economic condition.  

 

9.  Collateralization – Securities will be registered in the name of the Town of 
Springerville.  

 
10. Authority to manage internally or to delegate the management of the investment 

program of the Town of Springerville to an external manager is granted to the 
Finance Director. If authority to manage all or a part of the investment program 
of the Town is delegated to an external manager, the Finance Director is 
responsible for: a. Periodic investment portfolio reporting;  

⮚ Evaluating the performance of the externally managed portfolio.  

⮚ Monitoring manager compliance with the investment policy. 

⮚ Conveying the investment needs of the town to the external manager. 

⮚ Developing investment strategy with the external manager.  
 

Debt Management 
 

The purpose of debt policy is to provide for the preservation and enhancement of the 
town’s bond ratings, the maintenance of adequate debt service reserves, compliance 
with debt instrument covenants and provisions and required disclosures to investors, 
underwriters and rating agencies. The town’s overall debt management policy is to 
ensure that financial resources are adequate in any general economic situation to not 
preclude the town’s ability to pay its debt when due. 
 
 

1. The town will not use long-term debt to fund current operations or smaller 
projects that can be financed from current revenues or resources. The town will 
first attempt to utilize “pay as you go” capital financing and/or the use of 
operating funds where applicable. 

 
2. The Town does not intend to issue commercial paper (CP) or bond anticipation 

notes (BANs) for periods longer than two years or for the term of a construction 
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project. If CP or a BAN is issued for a capital project, it will be converted to a 
long-term bond or redeemed at its maturity.  

 
3. Revenue Bonds are defined as bonds in which the debt service is payable from 

the revenue generated from the operation of the project being financed or a 
category of facilities, from other non-tax sources of the Town, or from other 
designated taxes such as Highway User's Revenues, excise tax, or special fees or 
taxes. For any bond or lease-purchase obligation in which the debt service is paid 
from revenue generated by the project, that debt service is deemed to be revenue 
bond and is excluded from the calculation of the annual debt service limitation. 
Whenever the town finds it necessary to issue revenue bonds, the following 
guidelines will be adhered to. 

 
a. Revenue Bonds of the town will be analyzed carefully by the Finance 

Department and Town Manager for fiscal soundness. The issuance of 
Revenue Bonds will be subject to the most careful review and must be 
secured by covenants sufficient to protect the bondholders and the name of 
the Town.  

 
b. Revenue Bonds should be structured to provide level annual debt service 

over the life of the issue.  
 

c. Debt Service Reserve Funds should be provided when required by rating 
agencies, bond insurers, or existing bond covenants.  

 
d. Interest earnings on the reserve fund balances will be used to pay debt service 

on the bonds unless otherwise committed for other uses or purposes of the 
project.  

 
e. The term of any revenue bond or lease obligation issue will not exceed the 

useful life of the capital project, facility or equipment for which the borrowing 
is intended.  

 
4. The town may use short-term debt to cover temporary or emergency cash flow 

shortages. All short-term borrowing will be subject to Council approval by 
ordinance or resolution. 

5. The town may issue inter-fund loans, rather than outside debt instruments to 
meet short-term cash flow needs. Inter-fund loans will be permitted only if an 
analysis of the affected fund indicates excess funds are available and the use of 
these funds will not impact the fund's current operations.  
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6. The Town will confine long-term borrowing to capital improvements that cannot 
be funded from current revenues.  

 
Reserve Fund Policies 

 
Adequate reserve levels are a necessary component of the town’s overall financial 
management strategy and key factor in external agencies’ measurement of the town’s 
financial strength. 
 

1. The town will strive to maintain a program development fund (rainy day fund) 
with a target balance of $2,000,000.00. These operating reserves are maintained to 
address temporary revenue shortfalls and should be held in the State Treasurer 
(LGIP). Payment of approved expenditures due to cash flow shortage; reserves 
for expenditures deemed necessary by the Mayor and Town Council; temporary 
short-term interfund loans, and other unanticipated expenses as approved by the 
Town Council. An annual contribution will be budgeted from General Fund 
resources as available to maintain the target reserve level.  

 
Unclaimed Property 

 
To establish policies and procedures for recording and handling unclaimed property. 
 

1. On a monthly basis, review all checks that are still outstanding on all bank 
reconciliations. 

 
2. If checks have not cleared after 90 days, the Finance Department will attempt to 

contact the individual or vendor. Checks held for pickup will be mailed after 14 
days if not picked up. 

 

3. If the individual/vendor cannot be reached or a mailed check is returned, the 
Finance Department shall void the check and place a copy of it in the individual, 
vendor or employee’s file. 

 

4. Record the voided check amount in the Unclaimed Property liability account. 
 

 
5. If the vendor, or employee, contacts Finance after the check has been voided, 

reissue another check and remove the amount from the Unclaimed Property 
liability account. Place a copy of the reissued check in the vendor or employee’s 
file.  
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6. On an annual basis, review all amounts in the Unclaimed Property liability 
account and identify those that have reached the period when payment must be 
turned over to the state. 

 
Dishonored Checks 

 
To describe the policies and procedures for recording and collecting amounts due from 
dishonored checks. 
 

1. Upon receipt of notice from the bank that a check has been dishonored, the 
Finance Department issues a letter to the Payer (the party that issued the check) 
demanding payment for the amount of the check plus a returned check fee as 
established by Council resolution. This notice allows the Payer five (5) days from 
the receipt of the letter to remit the total amount due to the Finance Department 
or face collection from the Apache County Attorney Bad Check Program. A copy 
of this letter, a copy of the notice from the bank, and the original dishonored 
check are placed in a file for follow up.  

 
2. The Finance Department notifies the department from which the check was 

collected of the dishonored check.  
 

3. The original notice from the bank is placed in a file for bank reconciliation as 
backup.  

 

4. An entry through the bank reconciliation process is made to record the reduction 
from the Town’s bank account as well as record the amount of the check as an 
accounts receivable in the proper fund (General Fund, HURF Fund, etc.). Upon 
payment of the total amount due, the amount of the check is coded to accounts 
receivable, the returned check fee of $35.00 is coded to Miscellaneous Revenues, 
and the total is coded to the Town’s bank account.  

 

5.  If the Payer has not made payment in full, or payment arrangements, within the 
allowed timeframe, the check is forwarded to the Apache County Attorney Bad 
Check Program for collection. A copy of the Apache County Attorney’s form as 
well as the entire backup is retained in the file for future reference.  

 

6. Upon payment from the Apache County Attorney Bad Check Program, the 
backup from the file is attached to the receipt for reference.  
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7. All payments on dishonored checks must be collected by the Finance 
Department directly. Other departments are not authorized to collect payments 
or make payment arrangements.  

 
Grants 

 
To ensure grants are properly approved and accounted for. 

 
1. It is imperative that the Finance Director be notified of any and all grant 

applications in order to comply with Federal Single Audit Requirements.  All 
original grant applications, correspondence and approval or disapproval letter 
should be forwarded to the Finance Director, the requesting department should 
maintain a copy.  

 

2. All grant applications must be approved by the Town Manager and Finance 
Director. 

 
3. The town shall apply for only those grants that are consistent with the objectives 

and high priority needs previously identified by the Town Manager and/or 
Council. The potential for incurring ongoing costs, to include the assumption of 
support for grant-funded positions from local revenues, will be considered prior 
to applying for a grant. 

 

4. The city shall attempt to recover all allowable costs direct and indirect associated 
with the administration and implementation of programs funded through grants. 
The city may waive or reduce indirect costs if doing so will significantly increase 
the effectiveness of the grant. 

 

5. All grant submittals shall be reviewed for their cash match requirements, their 
potential impact on the operating budget, and the extent to which they meet the 
town’s objectives. When the potential for expenditures is $50,000 or more, 
departments shall seek council approval prior to submission of the grant 
application. Should time constraints under the grant make this impossible, the 
department shall obtain written approval to submit the grant application from 
the Town Manager and then, at the earliest feasible time, seek formal council 
approval. Council will be informed of any financial obligations that will be 
incurred by the town. If there is a cash match requirement, the source of funding 
shall be identified prior to application. 
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6. The town shall terminate grant funded programs and associated positions when 
the grant has expired and funds are no longer available unless alternate funding 
is identified.  

 
7. Monthly, quarterly or as required by the granting agency, the Finance Director 

shall obtain a listing of all applicable grant expenditures from the accounting 
system. Employee wages allocated to the grant must be documented and listed 
on a per pay period basis for allocated hours with relevant and allowable wage 
and ERE costs totaled.  

 
8. After the reimbursement claim is prepared, it is forwarded to the Department for 

submission. Any discrepancy between the expenditures incurred and the 
reimbursement claim prepared shall be documented and returned to the Finance 
Director. Once approved by the Finance Director, the claim is submitted to the 
granting agency for reimbursement.  

 
9.  Finance Director prepares journal entries to record related receivables, transfer 

of monies for any matching requirements, or adjustment of expenditures as 
needed.  

 
10.  Finance staff maintains a file of pending reimbursement claims. Upon receipt of 

grant monies, staff ensures that the reimbursement received reflects the amount 
requested. If not, staff researches and resolves the discrepancy.  

 
11. Finance staff periodically reviews the file of pending reimbursement claims to 

determine if any outstanding claims have not been received in a timely manner. 
 

Management of Federal Grants 
 

 The Town shall abide by all requirements stipulated in 2 C.F.R. § 200. Specific 
considerations are detailed below. 
 
Part A: Advance Payments  
 

1. If feasible, the town shall incur expenditures under a Federal award prior to 

requesting reimbursement from the Federal grantor. 

2. If the town’s immediate cash requirements necessitate it, the town shall request 

advance payment under a Federal award. Requests for advance payment must 

be approved by the Finance Director before being submitted to the Federal 

grantor. 
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3. The Finance Director shall only approve submission of a request for advance 

payment if the town first has exhausted (or will exhaust) its cash available from 

program income, rebates, refunds, contract settlements, audit recoveries, and 

interest. 

4. When an advance payment is requested, the town shall minimize to the extent 

feasible both the amount of funds requested and the time elapsing between the 

town’s receipt and disbursement of those funds. 

a. To minimize the time elapsing between receipt and disbursement of 

advance payments, the town shall create a schedule of expected 

disbursements under a federal project. The town’s goal shall be to 

disburse advance payments within five business days of receipt. 

5. In order to remain eligible for advance payments under 2 C.F.R. §200(305), the 

town shall comply with all project objectives of Federal awards and avoid 

delinquency on any debt to the United States. 

6. The town shall deposit and maintain advance payments in an insured account. 

7. The town shall maintain advance payments in an interest-bearing account unless 

any of the following apply: 

a. The town has received less than $120,000 in Federal awards in the current 

fiscal year. 

b. The best reasonably available interest-bearing account would not be 

expected to earn interest in excess of $500 per year on Federal cash 

balances. 

c. The depository would require an average or minimum balance so high 

that it would not be feasible relative to expected Federal and non-Federal 

cash resources. 

8. The town shall retain interest earned under point #7 in an amount up to $500 per 

fiscal year. Any additional interest earned under point #7 shall be remitted 

annually to the Department of Health and Human Services Payment 

Management System (PMS) using Automated Clearing House (ACH) network. 

a. Remittances must include pertinent information of the payee and nature 

of payment in the memo area (often referred to as “addenda records” by 

Financial Institutions). Pertinent details include the Payee Account 

Number (PAN) if the payment originated from PMS, or Agency 

information if the payment originated from ASAP, NSF or another federal 

agency payment system.  

b. The remittance must be submitted as follows: 
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Routing Number: 051036706 

Account number: 303000 

Bank Name and Location: Credit Gateway—ACH Receiver St. Paul, MN 

 

Part B: Cost Allowability 

 

Springerville will maintain cost allowability controls per 2 C.F.R.  §§200(400) and 

200(401). Springerville runs the risk of incurring unallowable costs which must be 

repaid if the town does not abide by the rules laid out herein. 

1. Factors Affecting Allowability of Costs 

The town shall only submit costs for reimbursements under Federal awards if the costs 

meet the following criteria: 

a. Be necessary and reasonable1 for the performance of the Federal award and be 

allocable2 thereto under these principles. 

b. Conform to any limitations or exclusions set forth in these principles or in the 

Federal award as to types or amount of cost items. 

c. Be consistent with policies and procedures that apply uniformly to both 

federally-financed and other activities of the town. 

d. Be accorded consistent treatment3. A cost may not be assigned to a Federal 

award as a direct cost4 if any other cost incurred for the same purpose in like 

circumstances has been allocated to the Federal award as an indirect cost5. 

e. Be determined in accordance with generally accepted accounting principles 

(GAAP), except, for state and local governments and Indian tribes only, as 

otherwise provided for in this part. 

f. Not be included as a cost or used to meet cost sharing or matching 

requirements of any other federally-financed program in either the current or 

 
1 2 C.F.R. §200(404) “Reasonable Costs” 
2 2 C.F.R. §§200(405) “Allocable Costs”, 200(406) “Applicable Credits”, and 200(407) “Prior Approval” 
3 See Appendix V to Part 200—State/Local Governmentwide Central Service Cost Allocation Plans & Appendix VII 

to Part 200—States and Local Government and Indian Tribe Indirect Cost Proposals, CFR 
4 2 C.F.R. §200(413) “Direct Costs” 
5 2 C.F.R. §200(414) and Appendix VII to Part 200—States and Local Government and Indian Tribe Indirect Cost 

Proposals 
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a prior period. See also 2 C.F.R. §200(306) Cost sharing or matching paragraph 

(b). 

g. Be adequately documented as per 2 C.F.R. §§200(300) through 200(309). 

2. Special Considerations (Cost Allocation Plans and Interagency Service) 

The cost of services provided by one agency to another within the town may include 

allowable direct costs of the service plus a prorated share of indirect costs. A standard 

indirect cost allowance equal to ten percent of the direct salary and wage cost of 

providing the service (excluding overtime, shift premiums, and fringe benefits) may be 

used in lieu of determining the actual indirect costs of the service. These services do not 

include centralized services included in central service cost allocation plans as described 

in Appendix V to Part 200—State/Local Government and Indian Tribe-Wide Central 

Service Cost Allocation Plans. Springerville may charge a higher indirect rate but must 

refer to the Code of Federal Regulations for instructions regarding an indirect cost rate 

proposal. 

3. General Provisions for Selected Items of Cost 

The determination as to allowability in each case should be based on the treatment 

provided for similar or related items of cost and based on the principles described in 2 

C.F.R. §§200(402) through 200(411). Criteria outlined in 2 C.F.R. §200(403), Factors 

affecting allowability of costs, must be applied in determining allowability. See also 2 

C.F.R. §200(102), Exceptions. Specific guidelines for many selected items are provided 

in 2 C.F.R. §§200(421) through 200(475). 

 
Donations & Special Events 

 
To ensure that donations received by the town are properly reviewed, accepted, 
accounted for and reported. 
 

1. Donations without direct guidance from the donor shall be received into the 
general fund as unrestricted monies. 

 
2. Employees of the town may not impose their own restrictions on received 

donations. Only direct communication from the donor may restrict the use of a 
donation. 

 

3. Donations are not officially received and accepted until they are deposited by the 
town. 
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4. The Finance Director shall be notified as soon as any donations are received, 
pledged or expected. 

 
5. Donations that are restricted in form by the donor as to use or timing of use or 

any further conditions open the use of such monies must be approved by the 
Finance Director. Restricted Donations may be returned if it is determined by the 
Finance Director to be in the town’s best interest to do so.  

 

6. Restricted donations must be received with the following information in writing. 

⮚  Donor’s name 

⮚ Donor contact information 

⮚ Conditions of use 
 

7. Restricted donations shall be identified and tracked in the general ledger and 
reconciled on a quarterly basis. 

 
8. All income generated through the sale of goods and services including program 

fees, contracts, retail sales, admissions and fund raisers shall be brought to the 
finance department for deposit daily. 

 
Purchasing 

 

The Town of Springerville desires to establish and maintain an efficient, effective and 
economical purchasing policy that encourages purchases from Springerville and other 
local businesses, for the town. To protect the town’s assets and minimize the probability 
of abuse, favoritism and other unfair procurement practices, internal controls have been 
developed and implemented to assure adherence to the town council’s approved 
purchasing policy. No purchase or contract for services of any kind or description, 
payment for which is to be made from funds of the town, shall be made by the 
purchasing agent, or any officer, employee or agent of the town, except in the manner 
set forth in this section, and unless said purchase is in accordance with the adopted 
town budget. 
 
 

A. The Town Manager is the chief purchasing agent for the Town of Springerville. 
Responsibility for administering established purchasing policies and procedures 
has been delegated to the Finance Director. 

 

B. The finance department shall require all vendors to fill out a W-9. Finance will 
keep the W-9’s on file in the finance department.  
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C. All purchases for services, projects and commodities must be initiated by a 
purchase order, it is important that the purchase order be filled out correctly and 
completely.  Be sure to include the budget account number.  If the purchase is 
being allocated to more than one account number, be sure to list all the account 
numbers and the amount being allocated to each.  The total allocation must 
match the total cost.   

 
D. A standing purchase order may be used for monthly recurring expenses. The 

standing purchase order shall be approved by the Town Manager and the 
Finance Director. All standing purchase orders will expire at the end of each 
fiscal year. An estimated cost for the fiscal year shall be printed on the standing 
purchase order along with the general ledger account number used for the 
expense. 

 
E. All purchase orders must be approved and signed by the department head along 

with the Town Manager and /or Finance Director prior to purchase.  
 

F. Purchases in the following ranges will be made in accordance with these 
purchasing procedures.  Employees will make every attempt possible to 
purchase items from local town businesses:   

 

a. $0---$1,000 Purchases will be made by the department head according to the 
Town of Springerville purchasing procedures. To the extent practicable, 
purchases within this dollar range shall be distributed equitably among 
equally suitable suppliers.  

 

b. $1,001---$10,000 Purchases will be made by the department head according to 
the Town of Springerville purchasing procedures and will require three 
verbal quotes. The department head will attach a verbal quote form to the 
purchase order with all information filled out.  

 

c. $10,001---$30,000 Purchases will be made by the department head according 
to the Town of Springerville purchasing procedures and will require three 
written quotes attached to the purchase order.  

 

d. Whenever any contemplated purchase or contract for services is for a sum 
exceeding $30,000, the sealed bid process described in Items 7 through 9 shall 
be followed if the following conditions are present: 
● A complete, adequate, and realistic specification or purchase description is 

available; 
● Two or more responsible bidders are willing and able to compete 

effectively for the business; and 
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● The procurement lends itself to a firm fixed price contract and the 
selection of the successful bidder can be made principally on the basis of 
the price 
If the purchaser believes that the above conditions are not present, the 
purchaser may submit a request to the Finance Director to follow the 
competitive proposal process described in Items 10 and 11. Permission to 
follow the competitive proposal process shall be at the discretion of the 
Finance Director.  

 

7. Sealed bids: The Town Clerk or the purchasing designee shall cause to be published 
in two issues of a newspaper of general circulation notice inviting bids, which notice 
shall be published at least ten days prior to the date set for the receipt of bids. The 
notice required by this paragraph shall include a general description of the purchase or 
services to be performed and the time and place for opening bids. In addition, the Town 
Clerk or purchasing designee shall post a notice inviting bids in the town hall and may 
also mail and post on the town’s website to all responsible prospective suppliers a copy 
of the notice inserted in the newspaper. The bid shall be awarded by the Town Manager 
and purchasing designee. 

 
8. Except as provided in state law, the Town Clerk or purchasing designee shall follow 
the procedure set forth in this section for all purchases and contracts subject to the 
sealed bidding process:  
 

a.  A notice of solicitation for bids shall state the date, time and place of 
opening, and the place and time period within which bids shall be submitted.  
 

b. The notice shall state with particularity the goods or services required and 
shall state the place where specifications may be examined. 

 

c. Bids shall be submitted in a sealed envelope clearly identified as a bid on the 
front of the envelope. Any bid not received within the time period allowed 
shall be rejected. 

 

d. All bids shall be opened in public at the time and place specified, and a 
tabulation of all bids shall be posted in town hall for public inspection.  

 

e. All bidders shall be notified in writing of the award or rejection of any and all 
bids.  

 
9. Determination of the lowest responsible bidder in a sealed bid solicitation will be 
made from the following factors: 
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a. The ability, capacity and skill of the bidder to perform the contract or provide 

the service required. 
 

b. Whether the bidder can perform the contract or provide the service promptly 
or within the specified time, without delay or interference. 

 

c. The quality performance of previous contracts. 
 

d. The previous and existing compliance by the bidder with laws and 
ordinances of the town. 

 

e. The financial recourses and ability of the bidder to perform the contract. 
 

f. The quality, availability and adaptability of the supplies or services.  
 

g. The ability to be bonded and insured for the required amount. 
 

 

10. Competitive proposals: If the competitive proposal process is followed, requests for 
proposals must be publicized and identify all evaluation factors and their relative 
importance. Prior to publicizing the proposal, the town shall develop a written method 
for conducting technical evaluations of the proposals received and will subsequently 
adhere to that method. Such method shall include review of the proposals by at 
minimum two town employees of adequate expertise who are free of conflicts of 
interest relative to the potential suppliers.  
 
11. In a competitive proposal, price must be considered as a factor in the selection of 
supplier. However, price will not be the principal factor, as the selection of supplier will 
be determined by the evaluation factors developed as described in Item 10. 

 
12. The Town Manager and Finance Director shall have the authority to require a 
performance bond, in an amount as the Town Manager and the Finance Director may 
deem sufficient to secure the execution of a contract for construction. 

 
13. Purchases through the State of Arizona procurement office or other governmental 
agencies will not require competitive bids, quotations or publication, since this process 
has already been completed by these agencies. 
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14. Contracts for professional services for which the development of detailed 
specifications would be difficult or not advantageous to the town may be procured 
through the use of request for proposals or request for qualifications. 
 

15. The Town Manager or Finance Director is authorized to waive these procedures 
when it is deemed necessary to make an emergency purchase for repairs, machinery, 
equipment or buildings. The Town Manager shall provide a report to the Town Council 
of any emergency purchases made as soon as time allows. 
 

16. Sole source providers – In the event that there is only one firm or vendor which can 
provide the service or commodity required, or a public emergency will not permit a 
delay resulting from competitive solicitation, the procedures specified need not be 
followed and the goods or services may be secured without bidding. The Town 
Manager and Finance Director shall approve such action in advance of the purchase.    

 
Conflict of Interest 

The conflict-of-interest provisions of State law, as per A.R.S. § 38-501, and Federal 

law, as per 2 CFR § 200.318 and as applicable, shall be adhered to in all instances. 

1. All officers, employees, agents, contractors, and other representatives of the Town 

shall make every effort to assure the public that measures are in place to identify 

and prevent conflicts of interest in the implementation, acquisition, and award of 

contracts or in the sale or purchase of property or services to, or for, the Town. 

 

2. All officers, employees, agents, contractors, and other representatives of the Town 

shall avoid the appearance of impropriety in any transaction regarding the Town, 

including the awarding of contracts or the purchase or sale of any real or personal 

property or services.  

 

3. The Administration Department shall be responsible for ensuring that the 

applicable provisions of the conflicts of interest laws are made known to all 

officers, employees, agents, contractors, representatives, and all persons or 

companies who may have an interest or submit a proposal or bid on any contract, 

sale, purchase or service with the Town of Springerville.  

4. No officer, employee, agent, contractor, or other representative of the Town shall 

solicit or accept gratuities, favors, benefits, offer of employment, or anything of 

monetary value from contractors, potential contractors, or any individual or entity 
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with a financial interest or tangible personal benefit with any decision, approval, 

disapproval, recommendation, or preparation pertaining to any program 

requirement or a contract or subcontract, or to any solicitation, bid, or proposal by 

way of the following: 

a. a program requirement or a purchase request; 

b. influencing the content of specifications or procurement standards; 

c. advice, investigation, auditing, or any other advisory communication or 

service; 

d. any proceeding or application; 

e. request for ruling, determination, claim or controversy, or other particular 

matter. 

5. Any payment, gratuity, favor, benefit, offer of employment, or anything of 

monetary value made by or on behalf of a subcontractor under a contract to the 

prime contractor or higher tier subcontractor or any person associated therewith, 

as an inducement for the award of a subcontract or order is in violation of conflict-

of-interest policy.  

a. Violation of this policy shall constitute grounds for termination of a contract 

with the town and debarment of the vendor from doing any further 

business with the town.  

6. Any officer, employee, agent, contractor, or other representative of the Town 

may violate this policy by intentionally or knowingly engaging in a conflict-of-

interest violation or by recklessly or negligently engaging in a conflict-of-interest 

violation.  

Violation of this policy shall constitute grounds for reprimand or termination of 

employment or contractual agreement with the Town.  

Credit Card Use 
 

This policy is to help guide all town staff as to the proper use and reporting of town 
credit cards. 
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1. The Town Manager is the administrator of this policy and designates the Town 
Clerk and Finance Director to be responsible for the issuance and retrieval of 
assigned municipal credit cards to personnel. 

 
2. To receive your assigned or temporary use credit card, all employees must read 

the policy and sign the credit card agreement. The credit card agreement will be 
filed in the employee’s personnel file. 

 
3. Cardholder responsibilities: 

 
a. Ensure that the credit card is used in compliance with the town’s purchasing 

policies. 
 

b. Only authorized employees of the Town of Springerville may use the 
municipal credit card. 

 

c. A municipal credit card may be used for the purchase of goods or services 
only for official business of the Town of Springerville. 

 

d. The employee using the credit card must submit all receipts, documentation 
detailing the goods or services purchased, cost, date of the purchase and the 
official business explanation. 

 

e. Above said receipts and documentation must be submitted to the finance 
department in a timely manner to reconcile against the monthly credit card 
statement. 

 

f. The employee who has been issued a card is responsible for its protection and 
custody and shall immediately notify the Town Clerk or Finance Director if 
the card is lost or stolen. 

 

g. The credit card may not be used for cash advances, personal use or any other 
type of purchase not permitted. 

 

h. Employees must immediately surrender the card upon termination of 
employment. The town reserves the right to withhold final payroll checks and 
payout of accrued leave until the card is surrendered. 

 

4. The Finance Director shall be responsible for: 
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a. Assisting and maintaining record of issuance and retrieval of municipal credit 
cards and overseeing compliance with this policy. 

 
b. Accounting and payment of expenses. All documentation must accompany 

invoices before payment is made. 
 

c. Ensuring accuracy of the statement and that activity and account information 
is noted on the credit card statement for each line of entry. 

 

d. The balance including interest due on an extension of credit under the credit 
card arrangement shall be paid for within 30 days of initial statement date. 

 

e. Compliance with State of Arizona records retention requirements for 
safekeeping of statements and receipts. 

 

5. Any employee found guilty of illegal or unauthorized use of a municipal credit 
card may be subject to penalties allowed by law and/or disciplinary actions 
under the town’s personnel policies up to and including termination. 

 
 

Travel & Training 
 

This policy has been established to provide uniform guidelines for proper, complete, 
and timely authorization and reimbursement of reasonable business travel expenses 
incurred by appointed officials, town employees and other persons who are authorized 
to officially represent the city at various conferences, meetings, conventions, seminars, 
and other functions. It is the goal of the town to provide reasonable accommodations so 
that the traveler has neither out-of-pocket loss nor gain as a result of city sponsored 
travel. 
 

1. All travel and training shall be pre-approved by the Town Manager and 
Department Head. 

 
2. Any travel reimbursement claims shall be submitted to the Finance Department 

using the travel/training reimbursement form within five (5) business days after 
the end of trip.  

 

3. Any expenses incurred for items such as alcohol, telephone calls (except when 
business related), in room movies, etc. shall not be covered by the Town and are 
the employee’s responsibility. 
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4. Upon approval of the travel/training request, the department head makes the 
necessary travel arrangements and prepays lodging and travel costs as 
appropriate. All travel/training arrangements are recorded on the 
travel/training authorization and expense form. 

 

5. For advances of per diem allowances, employees must submit a complete and 
approved travel/training authorization and expense advance form to the 
Finance Department with back up documentation no later than five (5) working 
days prior to the date of travel. 

 

6. An employee on town travel status, who extends the travel for his /her own 
convenience or enjoyment when such is not required by the town, is not entitled 
to the allowance for meals or lodging. 

 

7. Employees shall be responsible for any fines or traffic violations incurred while 
traveling on town business in either a town vehicle or personal vehicle. 

 

8. Lodging eligibility 
 

a. Employee must be on authorized travel status 

 

b. Travel must be outside a 100-mile radius of the corporate town limits and 

a multi-day event or an early morning meeting, training and or seminar. 

Early morning requirement is 8:00 a.m. or earlier. 

c. Lodging must be at a commercial establishment to be eligible for 

reimbursement. 

 

d. Lodging is covered at a single room rate unless sharing a room with 

another town employee. 

 

9. A receipt from the commercial establishment must be submitted to the Finance 

Department within the first week back to work after travel. 

 

10. Meals 

a. Breakfast – If the employee leaves for the training/meeting session prior 

to 7:00 a.m. he/she is entitled to a per diem of $10.00 
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b. Lunch – If the employee leaves for the training/meeting session prior to 

12:00 p.m. he/she is entitled to a per diem of $15.00. The town will not 

reimburse the employee for this meal if it is provided at the 

training/meeting session. 

 

c. Dinner – If the employee leaves for the training/meeting session prior to 

5:00 p.m. he/she is entitled to a per diem of $25.00 the town will not 

reimburse the employee for this meal if it is provided at the 

training/meeting session. 

 

11. The employee shall attempt to take one of the town vehicles for traveling to any 

training/meeting session. If a vehicle is not available the town will reimburse the 

employee the rate established by the Arizona Department of Administration 

multiplied by the distance of the most reasonable direct route from origin to 

destination. 

 

12. Reimbursement for travel by privately owned aircraft will be at the rate 

established by the Arizona Department of Administration multiplied by the 

shortest air route distance from origin to destination. Landing and parking fees 

will be reimbursed except at the location where the aircraft is normally based.  

 

13. Reimbursement for travel by rental, character vehicle, or aircraft will be for the 

actual cost incurred thereof. All claims for this type of travel reimbursement shall 

be accompanied by travel expense receipts. 

14. Reimbursement of expenses incidental to travel, including but not limited to 

baggage handling, parking fees, car rentals, taxis, etc, shall be allowable when 

supported by receipt. 

 

Payroll 

 

To establish standard policies and procedures for the disbursement of funds to 

employees of the Town of Springerville to ensure that all work performed is authorized 

and accounted for properly and to maintain payroll files. 

 

1. All employees are paid bi-weekly, 26 times per year on the Thursday following 

the end of each pay period. Each bi-weekly pay period shall be defined as from 
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12:01 a.m. Sunday of one week through 12:00 a.m. Saturday of the following 

week. 

 

2. Each employee will complete and submit a signed individual time sheet to their 
department head showing hours worked, sick time, vacation time and holiday 
time taken. 

 

3. Each department head will review for accuracy and sign the time sheets. All time 
sheets shall be sent the Finance Department by Monday at 9 a.m. following the 
end of the pay period. 

 
4. If an employee has not enrolled for direct deposit, the payroll check will be 

distributed after 2 p.m. the fourth (4TH) workday following the close of the pay 
period. 

 

5. Any employee requesting time off must fill out a leave request form and get 
approval from their supervisor in advance. Time off requests for all employees 
(including exempt) are submitted to the Finance Department. If an employee will 
be gone due to illness, injury or worker’s compensation for 3 or more days, the 
Human Resources Department must be notified promptly. 

 

6. Payroll deductions will be made for F.I.C.A., Federal and State Income Taxes, 
applicable health benefits and any other amounts required by State or Federal 
law.  These accumulated deductions will be submitted to the proper entity on or 
before their due date. 

 

7. An accounting of deductions will be given to the employee as part of the payroll 
documentation.  Employees are instructed to verify that the deductions are 
correct and maintain their pay stubs. 

 

8. An employee payroll file is maintained for each employee in the Finance 
Department which includes the following information: personnel file 
information form, W-4, A-4, copies of personnel action forms, copy of retirement 
enrollment form, payroll deduction forms, court orders, and any miscellaneous 
payroll information regarding the employee. 

 

9. The originals of the following forms are kept in the employee’s personnel file 
located in the Human Resources Department: employment verification form, I-9, 
personnel action forms, application and evaluations, retirement information, 
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personnel manual acknowledgement forms, oath of office, disciplinary 
information, training certifications, and other personnel related documents. 

 

10. Employee time and pay records are maintained electronically within the 
accounting system. Employee time sheets and copy of checks shall be kept in a 
file in the Finance Department. 

 
11. When the final fiscal year end payroll crosses both fiscal years, the expenditures 

are allocated to each fiscal year based on the number of days in each period.  
 

12. Required reports are reconciled and filed each quarter and at year-end.  
 

Journal Entries 
 

Computerized accounting systems will automatically record most of the business 
transactions into the general ledger accounts immediately after the software prepares 
the sales invoices, issues checks to creditors, processes receipts from customers, etc. 
However, we will need to process some journal entries in order to record transfers 
between bank accounts, correct balances, record depreciation, etc. 
 

1. A journal entry report shall be printed from accounting system on a monthly 
basis and reviewed by the Town Manager or Accountant. 

 
2. Journal entries shall be entered into the accounting system by the Finance 

Director. 
 
 

 
 
 

Utility Billing 
 

The following policy shall govern the provision of municipal utilities of the Town of 
Springerville. The purpose of this policy is to provide consistent customer rules and 
guidelines.  
 

1. All municipal utility charges shall be calculated in accordance with the specific 

rates established by ordinance, resolution, policy and/or fee schedule adopted 

by the Town Council. 
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2. Billings for extra services, reconnection of water, installation charges, or other 
special charges shall be billed in accordance with the applicable utility or service 
rate fee and shall be included on the appropriate monthly billing statement or as 
a separate bill. 

 
3. The Finance Department shall provide each utility customer a combined monthly 

bill which shall include the fixed monthly charges as well as charges incurred by 

customer. A billing statement is sent as a convenience to the customer; monthly 

charges are due and payable regardless if a bill was received by a customer.  

 

4. The Finance Department shall maintain account records for each customer that 

includes the customer’s legal name, billing address, account number, service 

address, account history and any other documentation pertaining to customers 

account. 

 

5. On July 1 of each year residential customers will be calculated using the months 

of Nov, Dec, Jan, and Feb of the prior year for an average water use. This average 

water use shall be used as the customer’s monthly base sewer fee. If the average 

water use is less than the established monthly sewer base fee passed by town 

council than the established monthly sewer base fee will be used. 

 

6. Utility billing period 

 

a. Water meters are read between the 12th and 17th day of each month by the 

Water Department. 

 

b. In the event that a meter reading cannot be obtained, the consumption will be 

estimated by the Finance Director. 

 

c. Utility bills are mailed the first week of each month. 

 

d. The date the bill is created shall be known as the billing date. 

 

e. The twentieth (20th) day of each month following the billing date shall be 

known as the due date. 
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f. If the due date falls on a holiday, Saturday or Sunday the due date shall be on 

the first business day following the holiday or weekend. 

 

g. The first business day following the due date shall be known as the 

delinquent date.  

 

h. For each month the bill in not paid in full by the due date a late fee $5.00 shall 

be added to the charge. 

 

7. Municipal utility service application 

 

a. Any person, firm or corporation desiring to establish any municipal utility 

service shall fill out an application. 

 

b. Applicants must be at least eighteen (18) years of age. 

 

c. The application shall include the applicants name, service address, mailing 

address, telephone number, social security number, landlord’s name (if 

applicable) and signature of party responsible for payment. 

 

d. Any customer who is not the property owner must provide the above 

information plus a rental agreement, lease agreement or written 

documentation by the owner of said property. All documentation must 

include the service address on it. 

 

e. Each service location shall be considered a separate account. 

 

8. Owner representative – tenant policy 

 

a. The Town of Springerville recognizes the rights and duties of owner 
representatives and tenants as outlined in federal law, state statutes, safety 
and housing codes, contract law, and court decisions. 
 

b. Notification for the establishment of utility service at a rental service address 
may be made by either the owner representative or tenant to the Finance 
Department. 
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c. Scheduling of a meter reading for termination of service can be made by the 
owner representative or tenant to the Finance Department. 

 

d. If an account holder fails to notify the Finance Department of their request to 
discontinue service, the owner representative or owner will continue to be 
responsible for any and all charges incurred until such time the Finance 
Department is notified of a request to terminate water service.  

 

e. Billing of the utilities at a rental property shall revert back to the owner 
representative or owner between tenant occupancy upon notification. 

 

f. The Finance Department will not mediate disputes regarding billing issues 
between an owner representative and a tenant. 

 
g. The lease or rental agreement between the owner representative and the 

tenant does not represent an agreement for utility services between the Town 
of Springerville and the tenant. 

 

9. Delinquent accounts and disconnection 
 

a. Any customer whose utility bill is 30 days delinquent shall receive a 
disconnect notice and be subject to termination of utility service. Notice of 
termination will be mailed to the customer; the notice requires full payment 
of the past due balance be received by the Town of Springerville before 5 pm 
on the twentieth (20th) of the month. 

 
b. Failure to make full payment will result in disconnection of the customer’s 

water utility service. 
 

c. Disconnection will not occur on Thursdays, Fridays, Saturdays, Sundays, or 
on the day before a town observed holiday. 

 

d. Any customer who is disconnected for non-payment shall not be reconnected 
or reinstated until payment is received for all charges and fees. 

 

e. Reconnection will only occur between the hours of 8:00 a.m. and 3:00 p.m., 
Monday through Thursday, excluding Town observed holidays. 

 

f. Payment must be received by the Town of Springerville before 3:00 p.m. for a 
same-day reconnection. If payment for reconnection is made after 3:00 p.m., 
reconnection will occur on the next business day. 
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g. The Town of Springerville reserves the right to assess delinquent utility 
accounts and turn them over to a collection agency according to all state and 
local laws. 

 

10. Utility Deposits 
 

a. Any customer who establishes water and or sewer services shall be required 
to pay an initial utility deposit. Utility deposits shall be maintained in a 
separate account and held as security for the payment of municipal utility 
bills. 

 
b. Upon completion of twelve (12) consecutive months of good payment history; 

i.e., no penalties or late charges. Said refund of deposit shall be in the form of 
a credit on the customer's applicable monthly utility bill.  

 
c. If a customer chooses to transfer their deposit to another customer’s account 

they must do so in writing and turn it in to the Finance Department. 
 

d. Upon termination of municipal utility service and customer has an 
outstanding bill, the deposit shall be applied to the customer’s final utility 
bill. Any remaining deposit balance will be refunded to customer. 

 

11. All adjustments recorded in utility billing will be recorded on an adjustment 
form, reviewed and approved by the Town Manager and kept in customer’s file. 
The Finance Director shall make all utility billing customer adjustments in the 
accounting software. 

 

Fraud Policy 
 

The Town of Springerville has established an anti-fraud policy to enforce controls and 
to aid in the prevention and detection of fraud, theft, waste, or abuse against the town. 
This policy applies to any fraud, theft, waste, or abuse or suspected fraud, theft, waste, 
or abuse involving an employee, director or management, a consultant, vendor, 
contractor, or person doing business with the town or in any other relationship with the 
town. 
 

1. The Town of Springerville does not tolerate any type of fraud, theft, waste or 
abuse. The town’s policy is to promote consistent, legal, and ethical 
organizational behavior by: 
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a. Assigning responsibility for reporting fraud, theft, waste or abuse. 
 
b. Providing guidelines to conduct investigations of suspected fraudulent 

behavior. 
 

2. Failure to comply with this policy subjects an employee (including management) 
to disciplinary action, including immediate termination. Failure to comply by a 
consultant, vendor, contractor, outside agency, or person doing business with the 
town or in any other relationship with the town could result in cancellation of 
the business or other relationship between the entity and the Town of 
Springerville. 

 
3. The Town of Springerville will pursue prosecution if the results of an 

investigation indicate the possibility of criminal activity. 
 

4. For purposes of this policy only the term fraud or fraudulent includes theft, 
waste, and abuse as defined below. The term employee includes employees in 
management positions. The term management includes directors, managers, 
assistant managers, supervisors. 

 

5. Fraud is defined as an intentional deception designed to obtain a benefit or 
advantage or to cause some benefit that is due to be denied. Examples of fraud 
include: 

 
a. Forgery or alteration of a check, bank draft, or any other financial document. 

 
b. Theft of a check or other diversion of a taxpayer payment. 

 

c. Misappropriation of funds, securities, supplies, or other assets. 
 

d. Impropriety in the handling or reporting of money or financial transactions. 
 

e. Profiteering as a result of insider knowledge of town operations. 
 

f. An employee with access to confidential taxpayer information who sells this 
information or uses it in the conduct of an outside business activity. 

 

g. Disclosing to others securities activities engaged in or contemplated by the 
town. 
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6. Waste is the loss or misuse of town resources that results from deficient practices, 
system controls, or decisions. 

 
7. Abuse is the intentional, wrongful, or improper use of resources or misuse of 

rank, position, or authority that causes the loss or misuse of resources, such as 
tools, vehicles, computers, copy machines, etc. Examples of abuse include. 

 
a. Using Town of Springerville equipment or supplies to conduct personal 

business. 

 

b. An employee using non-confidential taxpayer information to get new 

customers for his/her outside business. 

  

8. Theft is defined as the act of taking something from someone unlawfully. An 

example of theft is taking home a printer belonging to the Town of Springerville 

and keeping it for personal use. 

9. Each employee is required to report any suspected fraud, theft, waste or abuse or 
other dishonest conduct to the employee's supervisor.  
 

10. Supervisors are required to report suspected fraud, theft, waste or abuse or other 
dishonest conduct, including reports from employees or other individuals, to the 
Town Manager.  

 
11. The identity of an employee or complainant who reports suspected fraud will be 

protected to the full extent allowed by law and this policy.  
 

12. Suspected improprieties and/or misconduct concerning an employee's ethical 

conduct should be reported to their supervisor or the Town Manager. Note that 

there are many instances of prohibited actions that do not rise to the level of 

fraud, such as an improper relationship with a vendor. 

 

13. Whether the initial report is made to the supervisor or the Town Manager, the 
reporting individual should receive the following instructions and information. 

 

a. Do not contact the suspected individual in an effort to determine facts or 
demand restitution.  

b. Allow the Town Manager to conduct the investigation. Do not further 
investigate the allegations.  
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c. Observe strict confidentiality. Do not discuss the case, facts, suspicions, or 
allegations with anyone unless specifically asked to do so by the Town 
Manager.  

 

d. Retaliation will not be tolerated. The Town of Springerville will not tolerate 
any form of retaliation against individuals providing information concerning 
fraud or suspected fraud.  

 

e. Every effort will be made to protect the rights and the reputations of 
everyone involved, including the individual who in good faith alleges 
perceived misconduct as well as the alleged violator(s).  

 

14. Responsibility to the Town Manager 
 

a. On receiving a report of suspected fraud, the Town Manager shall document 
the contact and conduct a preliminary investigation to determine the 
credibility of the report. If the report is credible, the Town Manager shall 
follow the investigation guidelines provided in this policy. 

 
b. The Town Manager shall make every effort to protect the rights and the 

reputations of everyone involved in a report of suspected fraud, including the 
individual who in good faith alleges perceived misconduct, as well as the 
alleged violator(s). The Town Manager also shall make every effort to protect 
the identity of a person who in good faith reported the suspected fraud. 
However, disciplinary action may be taken as provided by this policy if a 
report is made in bad faith. 

 

c. On determining that a report is not credible or is not a report of fraud, the 
Town Manager shall document this determination. The Town Manager’s 
documentation shall include support for the determination. 

 

d. The Town Manager is responsible for the administration, revision, 
interpretation, and application of this policy. 

 

15. Guidelines for the investigation of suspected fraud. 
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a. The Town Manager is responsible for the full investigation and 
documentation of suspected fraud. 

 
b. The Town Manager has primary responsibility for the investigation of 

reported wrongdoing and all suspected fraud and for coordinating 
investigation. Each employee involved in an investigation of suspected fraud 
shall keep the content of the investigation strictly confidential to the full 
extent provided by law. Investigation results shall not be disclosed or 
discussed with anyone other than those who have a legitimate need to know. 

 

c. Any required investigation activity shall be conducted without regard to the 
suspected wrongdoer's length of service, position/title, relationship to the 
town, or any other perceived mitigating circumstance. 

 

d. The Town Manager shall maintain appropriate documentation regarding 
incidents of fraud. The Town Manager shall develop and maintain guidelines 
for access to and security of this documentation. 

 

e. If an investigation substantiates fraudulent activities, the Town Manager will 
prepare an incident report. The Town Manager shall prepare the report as 
soon as possible after the fraud is confirmed and shall document the content 
of the investigation, the findings, and any disciplinary action taken as a result 
of the finding. 

 

f. Any inquiries from the suspected individual, his or her 
attorney/representative, or any other inquirer shall be directed to the Town 
Manager. 

 

16. Failure to comply with any part of this policy is grounds for disciplinary action, 
including immediate termination. 

 
 

Risk Management 

Risk management has become increasingly important in guarding against economic loss 

and in ensuring public safety in a time of increasing public liability and litigation. Risk 

management is involved in the identification, evaluation, and treatment of the town’s 
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risk. Risk management policies are designed to protect against losses that would affect 

the town’s assets and its ability to provide ongoing services. 

 

1. The town shall make diligent efforts to prevent or mitigate the loss of town assets 

and to reduce the town’s exposure to liability through training, safety, risk 

financing and the transfer of risk when cost effective. 

 

2.  When cost effective, the town shall manage its exposure to risk through self-

insurance or through the purchase of traditional third-party insurance in the 

following areas: general liability, automobile liability, public officials' errors and 

omissions, police professional liability, and property loss. 

 

3. When cost effective, the city will further control its exposure to risk through the 

use of “hold harmless” agreements in city contracts and by requiring contractors 

to carry liability insurance, including errors and omissions coverage for 

architectural, engineering, and other applicable professional firms. 

 

4.  Insurance reserves shall be maintained at a level which, together with any 

purchased insurance, will adequately indemnify the town’s assets and its elected 

officials, officers and directors against loss. 

 

 
 



















































































TO:   Springerville Town Council 
FROM:   Kelsi Miller, Town Clerk   
DATE:    01/17/2023 
SUBJECT: Resolution 2024-R001

 

SUGGESTED MOTIONS:  

 

I move we approve Resolution 2024-R001,   

A RESOLUTION OF THE MAYOR AND COUNCIL OF THE TOWN OF 

SPRINGERVILLE, ARIZONA, DESIGNATING THE ELECTION DATE AND 

THE PURPOSE OF ELECTION; DESIGNATING THE DEADLINE FOR 

VOTER REGISTRATION; AND DESIGNATING THE PLACE AND THE 

LAST DATE FOR CANDIDATES TO FILE NOMINATION PAPERS.   

 

Or I move we do not approve this item.  

 

Or I move we table this item.  

 

 

 

 

 

 

 STAFF REPORT:  

 

Please review the attached resolution.  

 

TOWN OF SPRINGERVILLE 

MEMORANDUM  



 
 

RESOLUTION 2024-R001 
 

CALL OF ELECTION 
 

A RESOLUTION OF THE MAYOR AND COUNCIL OF THE TOWN OF 
SPRINGERVILLE, ARIZONA, DESIGNATING THE ELECTION DATE AND 
THE PURPOSE OF ELECTION; DESIGNATING THE DEADLINE FOR 
VOTER REGISTRATION; AND DESIGNATING THE PLACE AND THE 
LAST DATE FOR CANDIDATES TO FILE NOMINATION PAPERS. 

 
WHEREAS, the Mayor and Council has by resolution called a Primary election to be held 
on August 6, 2024; and  
 
NOW, THEREFORE, BE IT RESOLVED by the Mayor and Council of the Town of 
Springerville, as follows: 
 
Section 1.  Designation of Election Date; Purpose 
 
 That August 6, 2024, has been set as the date for holding the Primary Election in 
the Town of Springerville for the purpose of nominating candidates for two four-year seats 
on the Springerville Town Council whose names shall appear on the ballot at the Primary 
Election to be held on August 6, 2024.  Any candidate receiving a majority of all the votes 
cast at the Primary Election will be declared elected without running at the General 
Election.  

 
Section 2.  Polling Place and Voting Precinct 
 

The polling places used in the Town of Springerville will be the polling places 
established by Apache County. The polls will be open from 6:00 a.m. until 7:00 p.m. on 
Election Day.  

 
Section 3.  Designating Deadline for Voter Registration 
 
 Apache County voter registration and voting lists will be used for the municipal 
election.  In order to be qualified to vote you must be registered by July 8, 2024 to vote in 
the Primary Election and October 7, 2024 to vote in the General Election. 

 
Section 4.  Designating Date and Place to file Candidate Nomination Form. 
 
 Candidates seeking municipal office may obtain nomination papers and other 
materials which must be filed by candidates at the Springerville Town Hall 418 E. Main 
Street beginning Monday, March 11, 2024 8:00 a.m. 
 
 Candidates must file nomination papers and other nomination forms by 5:00 p.m. 
on Monday, April 8, 2024 at the Town Clerks Office at Springerville Town Hall, 418 E. 
Main Street in order for their names to appear on the Primary Election ballot. 
 
 
  
 
 



 
 
PASSED AND ADOPTED by the Mayor and Council of the Town of Springerville, 

Arizona, this 17th day of January 2024. 
 
   
       _____________________________ 
       Shelly Reidhead, Mayor 
 
 
 
ATTEST: 
 
_____________________________ 
Kelsi Miller, Town Clerk 
 
 
APPROVED AS TO FORM: 
 
_____________________________ 
Mangum Wall Stoops & Warden PLLC 
Town Attorney 
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