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 Cellular Phone 
 
 

CITY MANAGER’S DEPARTMENT 
POLICY MEMORANDUM 

Cellular Telephone & Personal Digital 
Assistant Devices 

(November 1, 2014) 
 
Policy Intent 
 
This policy supersedes and takes the place of any prior cellular telephone policies.   
 
It is the intent of the policy to set forth the appropriate use of City owned cellular telephones and 
emphasize that they are to be used for business purposes and to minimize and/or discourage the use of 
telephones for personal use. 
 

Administration of Policy 
 
The City Manager will establish and monitor overall compliance with the policy.  The Director of Finance 
will be responsible for reviewing the cellular telephone bills to ensure compliance and work with the 
Department Heads to correct any inappropriate use of the cellular bill.  The individual Department Head 
will be responsible for monitoring the use of the assigned telephone by the employees assigned to his/her 
department.  
 

Terms of Policy 
 

A. City owned cellular telephone should be used only for the purpose of conducting City business. 
 

B. Long distance calls should be made only when necessary. 
 

C. Confidentiality:  Although the chance of someone “eavesdropping” on cellular telephone 
conservations is slight, it is advised that employees avoid discussing confidential or sensitive 
information on cellular telephones to the greatest extent possible. 

 
D. Individual Department Heads can establish policies concerning the use of the cellular telephone 

within their own departments to assure adherence to this policy.  Departmental policies can be 
more but not less strict than, General City Policy.  These policies must be submitted and 
approved by the City Manager prior to implementation.  In the event that Departmental Policies 
are approved, they must be distributed to the impacted employee with a return receipt. 
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Vehicular Use of Cellular Telephones 
 
Unless you are a Public Safety Employee (Police Officer and Firefighter), employees are NOT TO USE 
the cellular phone while driving without a hands free device.  If you need to use the cellular phone and do 
not have a hands free device, safely pull over to the side of the road and come to a complete stop in a 
safe and appropriate area. 
 
While Public Safety Employees can use the cellular phones while driving, it should only be done if it is 
necessary and can be done safely.   
 
Use of City issued Cellular Phone for Personal Calls 
 
Personal calls should be kept to a minimum.  The City recognizes that at times personal calls are 
necessary; however, they need to be kept to a minimum and not interfere with City business or with 
carrying out the duties and functions of your employment.  
 
Per the Internal Revenue Service (IRS) rules, use of the City issued cellular phone for personal calls is 
considered a taxable benefit and as such, need to be reimbursed to the City OR will deemed and 
reported as income on the W-2.  Use the formula below to calculate the reimbursement owed to the City.   
 
Failure to reimburse the City for any use of the cellular phone for personal calls by the end of the calendar 
year will result in the full cost of the City issued cellular phone being reported as income on your W-2. 
 
 
Reimbursement for Use of Cellular Phone for Personal Calls 
 
It is the responsibility of the Department Head to work with his/her staff to assure that the City is 
reimbursed for the use of the cellular phone for personal calls.  In order to keep this from becoming too 
much of an onerous task, it is recommended that the reimbursement be submitted to the Finance 
Department on a monthly or quarterly basis. 
 
To facilitate this requirement, the Finance Department will provide copies of the cellular phone bill on a 
monthly basis to the Department Head. 
 
Use the following formula to calculate the reimbursement owed to the City. 
 

Personal 
Minutes Used = % Used X 

Monthly 
Bill = 

Amount 
Owed 

Total Plan 
Minutes 
(1000)       

 
Example:    
 
Parameters: 1000 plan minutes, 50 personal minutes used, $25 monthly bill 
Amount Owed: 50/1000 = .05 (5%) x $25 = $1.25 owed 
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Use of Personnel Cellular Phone or Personal Digital Assistant 
Devices during Work Hours 
 
Use of personal cell phones, mobile phones or personal digital assistants (Ipads, ipods or other 
similar devices) for text messaging or posting on social media sites is prohibited during standard 
working hours. Personal text messaging or posting on social media sites must be handled on 
personal time. If you have an emergency situation, contact your immediate supervisor. Personal 
time is defined as: prior to or at the end of your standard work shift, break time, and lunch time. 

Department Head Responsibility 
 
It is the responsibility of the Department Head to make sure that this policy is adhered to and followed by 
his or her Department.   
 
It is expected that all reasonable efforts will be made to adhere to this Policy.  Failure to adhere to this 
Policy will be considered during the annual performance evaluations, and possibly lead to disciplinary 
action per the City’s Personnel Rules, Regulations and Polices. 
 

Questions 
 
Questions concerning this policy should be directed to the Department Heads and/or the City Manager. 
 

 

Page 3 

















































































 Cash Handling 
 
 

FINANCE DEPARTMENT 
POLICY MEMORANDUM 

CASH HANDLING 
(July 1, 2009) 

 
 
Policy Intent 
 
This policy supersedes and takes the place of any prior cash receipt policies.   
 
It is the intent of the policy to set forth the appropriate procedures for the handling of all cash receipts.   
 

Administration of Policy 
 
The City Manager will establish and monitor overall compliance with the policy.  The Director of Finance 
will be responsible for making sure that the policy is adhered to.  
 

Terms of Policy 
 
Entering of Cash Receipts: 
 
All cash receipts are to be entered through the front desk computer on a daily basis.  Under no 
circumstances should staff enter a cash receipt for their own payment for services provided by 
the City (utility payment, recreation programs, pool parties, etc.). 
 
Procedures for receiving daily cash receipts: 
 

1. Turn on the computer at the front counter 
2. Log on to “Fund Balance” Cash Receipts 
3. Type “CR” at the “NAME” Field 
4. Type “RC” at the “PASSWORD” Field 

 
The cash receipts screen will appear 

 
5. Select the “PROCESS” Option on the Tool Bar 

 
The process menu will appear 

 
6. Select “ENTER RECEIPTS” 
7. Begin entering all Cash and Check Transactions.  Before entering any transactions, please 

enter the information in the specific fields. 
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 Cash Handling 
 
 

8. Enter the first five (5) Letter of the Weekday (i.e. for Monday enter “MONDA” for 
Tuesday, enter TUESD”0.  The previous day will only be entered to initiate corrections 
(Please refer to “DELETING RECEIPTS” for more information). 

 
KEY NOTE A:  Always ensure that the cash receipts entry screen reflects 
the proper date!!! 

 
9. Refer to Number [1] Above 
 

KEY NOTE B: In the event that the incorrect day is entered accidentally, 
use the Keyboard “F2” button to clear the screen and return to step [5] in order 
to reinitiate the process 

 
10. Refer to Example [2] above. 
11. Refer to Example [3] above (Always type in your initials0 
12. Refer to Example [4] above (Customer’s Name must be entered at this prompt only if the 

payment is NOT for a Utility Billing) 
13. Refer to Example [5] above (Specify the reason for the payment) 

 
Balancing the Cash Receipts Drawer to the Printed Cash Receipt Reports: 
 

1. Count all currency and coins in the cash drawer (The cash drawer’s change fund is one-
hundred dollars.  All other cash must be deposited.) 

2. Total all checks and run a tape.  The tape will be run on a carbonless two-ply roll. 
3. Ensure that all sub-totals match check totals. 
4. Add the amount for all currency and coins (The grand total must match the Bank Deposit 

Report Total). 
5. If currency and coins do not balance, re-total all checks, inspect behind the cash drawer 

for any loose money, and ensure that one-hundred dollars remain in the cash drawer. 
6. If the currency and coins still do not balance, match the report to the receipts, ensuring 

that the individual check amounts and the master report do not differ 
 
KEY NOTE C: The previous day’s cash drawer must be balanced each 
morning before any cash payments are accepted for that respective day! 
 
KEY NOTE D: At no time will the cash drawer be utilized to make 
changes!!! 
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