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PURPOSE

The purpose of this handbook is to describe all accounting procedures and narratives
currently in use at Wilkin County and to ensure that the financial statements conform
to generally accepted accounting principles; assets are safeguarded; and finances are
managed with accuracy, efficiency and transparency.

Page |4



Adoption & Amendment

These policies and procedures were prepared and recommended by the Auditor-
Treasurer, approved by the County Board at a regular board meeting on December
22, 2020 in accordance with Minnesota Statutes (M.S.) 375.56 — 375.71, and have
subsequently been amended as indicated below.

Revised:

This revision dated , specifically supersedes and revokes any earlier
policies or regulations.
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Administration

These Policies shall be administered by the Auditor-Treasurer, who is accountable to
the County Board. The Auditor-Treasurer shall develop and provide the necessary
forms, procedures, and instruction for the implementation of these Policies.

Copies of these Policies shall be provided to all Department Heads and are made
available on the County’s internal intranet site.
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DEFINITIONS

Abatement: A complete or partial cancellation of a levy imposed by a government.
Abatements usually apply to tax levies, special assessments, and service charges.

Account: A term used to identify an individual asset, liability, expenditure/expense
control, revenue control, encumbrance control, fund balance, net assets, deferred
inflows and deferred outflows.

Accountability (Accountable): The state of being obliged to explain one's actions, to
justify what one does. Accountability requires governments to answer to the citizenry
— to justify the raising of public resources and the purposes for which they are used.
Governmental accountability is based on the belief that people have a "right to
know," a right to receive openly declared facts that may lead to public debate by the
citizens and their elected representatives.

Accounts Payable: A short-term liability reflecting amounts on open account owing
to private persons or organizations for goods and services received by a county.

Accounts Receivable: This amount represents accounts from individuals or
businesses and does not include amounts due from other funds or other governmental
units. It also does not include items such as taxes or special assessments receivable,
except for solid waste specials charged to all “residential

Accrual Basis: The basis of accounting that recognizes the financial effect of
transactions, events, and inter-fund activities when they occur, regardless of the
timing of related cash flows.

Accrued Interest Payable: Interest costs related to the current period and prior
periods, but not due or payable until a later date.

Advances to Other Funds or Governments: Amounts that are owed, other than
charges for goods and services rendered, to a particular fund by another fund of the
county and that are not due within one year.

Appropriation: An authorization granted by the County Board to make expenditures
and to incur obligations for specific purposes. Nofe: An appropriation is usually
limited in amount and as to the time when it may be expended.

Bond: An interest-bearing certificate of public or private indebtedness.
Budget: A plan of financial operation embodying an estimate of proposed
expenditures and revenues for a given period. Note: The term "budget"” is used in two

senses in practice. Sometimes it designates the financial plan presented to the county
board for adoption and, at other times, it represents the adopted budget. Therefore, it

Page |7



is usually necessary to specify whether the budget under discussion is preliminary
and tentative or whether it has been approved by the board.

Callable Bond: A type of bond which permits the issuer to pay the obligation before
the stated maturity date by giving notice of redemption in a manner specified in the
bond contract.

Capital Assets: Land, improvements to land, easements, buildings, building
improvements, vehicles, machinery, equipment, works of art and historical treasures,
infrastructure, and all other tangible or intangible assets that are used in operations
and that have initial useful lives extending beyond a single reporting period.

Cash & Pooled Investments: Includes currency, coin, money orders, and bankers’
drafts on hand or on deposit with the County Auditor-Treasurer or their agent
designated as custodian of cash or demand deposits with financial institutions.

Cash Held by Fiscal Agent: Funds that have been deposited with a fiscal agent for
debt retirement, interest payments, or anticipated expenses related to new debt
issuance.

Change Funds: The Change Funds sole purpose is for making change for customers
conducting business with Wilkin County.

Charges for Services: These are charges for current services exclusive of revenues
from public utilities and other public enterprises. Charges for services should be
segregated between general government, public safety, highway and streets,
sanitation, health and welfare, culture-recreation, and other charges.

Chart of Accounts: The classification system used by a county to organize the
accounting for various funds.

Comprehensive Framework of Internal Controls: A structure of internal controls that
provides for: (a) a favorable control environment; (b) the continuing assessment of
risk; (c) the design, implementation, and maintenance of effective control related
policies and procedures; (d) the effective communication of information; and (e) the
ongoing monitoring of the effectiveness of control-related policies and procedures as
well as the resolution of potential problems identified by controls.

Construction-in-Progress: Value at cost of land, building, and attached equipment
projects being constructed but not yet completed. Upon completion of the project,
these accounts should be closed out and the costs capitalized in the land; buildings
and structures; and equipment, furniture, and fixtures accounts.

Contingent Liabilities: Items which may become liabilities as a result of conditions
undetermined at a given date, such as guarantees, pending law suits, judgments under
appeal, unsettled disputed claims, unfilled purchase orders, and uncompleted
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contracts. All contingent liabilities should be disclosed within the basic financial
statements, including the notes.

Contracts Payable: Balance reflects amount due on contracts for goods or services
furnished to another.

County Financial Accounting & Reporting Standards (COFARS): The primary
objective of developing standard procedures and classifying accounts is to provide a
means for accumulating financial information which will be uniform for all counties,
regardless of their size or varying approaches of budgeting and accounting that may
be used.

Current Assets: Those assets which are available or can be made readily available to
meet the cost of operations or to pay current liabilities. Some examples are cash,
short-term tnvestments, and taxes receivable which will be collected within one fiscal
year.

Current Liabilities: Liabilities which are payable within a relatively short period of
time, usually no longer than a year.

Custodial Credit Risk: The risk that a government will not be able (a) to recover
deposits if the depository financial institution fails, or (b) to recover the value of
investment or collateral securities that are in the possession of an outside party if the
counterparty to the investment or deposit transaction fails.

Custodial Fund: These funds account for assets that the County holds for others in an
custodial capacity.

Debt: An obligation resulting from the borrowing of money or from the purchase of
goods
or services.

Deferred Revenue — Unavailable: Amounts under the modified accrual basis of
accounting for which asset recognition criteria have been met but for which revenue
recognition criteria have not yet been met because such amounts are measurable but
not available for expenditure.

Deferred Revenue — Unearned: Amounts under the accrual and modified accrual basis
of accounting for which revenue recognition criteria have not yet been met because
such amounts have not yet been earned.

Due from Other Funds: This represents a short-term obligation due from one fund to
another.

Due from Other Governments: These represent amounts due from another
government. These amounts may represent intergovernmental grants, entitlements, or
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shared revenues or may represent loans or charges for goods or services rendered by
the county for another government entity.

Due to Other Funds: Balance is amount due to other funds of the same county that are
due within one year. A detailed ledger should show account activity of each fund.

Due to Other Governments: Account represents amount due on a current or
delinquent basis to another governmental agency. A detailed ledger should show
account activity of each agency. Examples of other governments would be the state,
another county, city, township or a special taxing district.

Enterprise Fund: Proprietary fund type used to report an activity for which a fee is
charged to external users for goods or services.

Entitlement: The amount of payment to which a state or local government is entitled
as determined by the federal government pursuant to an allocation formula contained
in applicable statutes.

Expenditure-Driven Grants: Government-mandated or voluntary no exchange
transactions in which expenditure is the prime factor for determining eligibility. Also
referred to as reimbursement grants.

Federal Grants: Revenues received from the federal government which is distributed
for specific programs.

Financial Accountability: Term used in connection with the definition of the financial
reporting entity. The level of accountability that exists if a primary government
appoints a voting majority of an organization's governing board and is either able to
impose its will on that organization or there is a potential for the organization to
provide specific financial benefits to, or impose specific financial burdens on, the
primary government. A primary government may also be financially accountable for
governmental organizations with a separately elected governing board, a governing
board appointed by another government, or a jointly appointed board that is fiscally
dependent on the primary government.

Financial Accounting Standards Board (FASB): The authoritative accounting and

financial reporting standard-setting body for business enterprises and not-for- profit
organizations. The FASB is the direct successor of the committee on Accounting
Procedure and the Accounting Principles Board. The GASB and its predecessors have
elected to apply a number of the FASB's standards, as well as those of its
predecessors, to state and local governments.

Forfeited Property: Revenue received from the settlement of tax foreclosure land
sales.
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Fund Balance: The difference between assets and liabilities and deferred inflows and
outflows reported in a governmental fund.

Fund: A fiscal and accounting entity with a self-balancing set of accounts recording
cash and other financial resources, together with all related liabilities and residual
equities or balances, and changes therein, that are segregated for the purpose of
carrying on specific activities or attaining certain objectives in accordance with
special regulations, restrictions, or limitations.

General Obligation Bonds Issued: The face amount of general obligation bonds
issued.

Generally Accepted Government Auditing Standards (GAGAS): Standards for the
conduct and reporting of both financial and performance audits in the public sector.
The General Accounting Office disseminates GAGAS through its publication,
Government Auditing Standards, commonly known as the Yellow Book. The basic
GAGAS standards are classed into three broad categories: general standards,
fieldwork standards, and reporting standards. The general standards of GAGAS apply
to both financial audits and performance audits. GAAS establish separate fieldwork
and reporting standards for financial audits and performance audits.

Generally Accepted Accounting Principles (GAAP): The conventions, rules, and
procedures that serve as the norm for the fair presentation of financial statements. The
various sources of GAAP for state and local governments are set forth by SAS No.
69, The Meaning of "Present Fairly in Conformity with Generally Accepted
Accounting Principles” in the Independent Auditor's Report.

Generally Accepted Auditing Standards (GAAS): The rules and procedures that
govern the conduct of a financial audit. There are ten basic GAAS, classed into three
broad categories: general standards, standards of fieldwork, and standards of
reporting. The Auditing Standards Board of the AICPA publishes SAS's and related
interpretations to comment and expand upon these basic standards.

Governmental Accounting: The composite of analyzing, recording, summarizing,
reporting, and interpreting the financial transactions of governmental units and
agencies.

Governmental Accounting Standards Board (GASB): Accounting and financial
reporting standards designed for the government environment are essential because
governments fundamentally different from for-profit businesses. Furthermore, the
information needs of the users of government’s financial statements are different
from the needs of the users of private company financial statements. Also, GASB is
the source of generally accepted accounting principles (GAAP) for state and local
governments.
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Economic Resources Measurement Focus: Measurement focus under which the aim
of a set of financial statements is to report all inflows, outflows, and balances
affecting or reflecting an entity’s new asset. The economic resources focus is used for
proprietary and fiduciary funds, as well as, for government-wide financial reporting.

Government-Wide Financial Statements: Financial statements that incorporate all of a
county’s governmental and business-type activities, as well as its nonfiduciary
component units. There are two basic government-wide financial statements: the
statement of net assets and the statement of activities. Both basic government-wide
financial statements are presented using the economic resources measurement focus
and the accrual basis of accounting.

Infrastructure and Infrastructure Improvements: Acquisition or construction costs for
tangible property that is normally both stationary in nature and can be preserved for a
significantly greater number of years than other types of property. Examples include:
roads, bridges, tunnels, storm drains, etc.

Inter-Fund Reimbursements: Reimbursements from other funds within the county for
payments made by another fund for that fund.

Inter-Fund Transfers: Financial inflows from other funds of the county that are not
classified as inter-fund services, reimbursements, or loans.

Internal Control Weakness: A defect in the design or operation of internal control. A
material weakness is a reportable condition which does not reduce to a relatively low
level the risk that material errors or fraud would be detected in a timely manner by
employees in the normal course of their duties.

Investment Earnings: Revenue received as interest or other earnings on investments.

Land: Acquisition cost of land, including the purchase price and related costs of the
purchase, such as fees, demolition, and clearing costs necessary to prepare the land
for its intended use. (Used to capitalize the expenditure account, site or ground)

Leasehold Improvements: Cost of improving and alterations made to leased property.

Local Grants: Grants from other local governments for specific programs or uses.

Major Fund: A governmental fund or enterprise fund reported as a separate column in
the basic fund financial statements. The general fund is always a major fund.
Otherwise, major funds are funds whose revenues, expenditures/expenses, assets, or
liabilities (excluding extraordinary items) are at least ten percent of corresponding
totals for all governmental or enterprise funds for the same item. Any other
government or enterprise fund may be reported as a major fund if the government's
officials believe that fund is particularly important to financial statement users.
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Major Program: Term used in the context of Single Audits. As part of the Single
Audit, the independent auditor must gain an understanding of internal controls over
compliance for each major federal award program and then test those controls. In
addition, the independent auditor must render an opinion on whether the government
complied with laws, regulations, and provisions of contracts or grant agreements that
could have a direct and material effect on each major federal award program.

Manufactured Home — Current: Taxes levied on the assessed valuation of mobile
homes collectable during the current year.

Manufactured Home — Delinquent: Delinquent mobile home taxes collected.

Market Value: An assessor's estimate of what property would be worth on the open
market if sold. The market value is set on January 2 of the year before taxes are
payable.

Material Weakness: A reportable condition (internal control weakness) of such
magnitude that it could potentially result in a material misstatement of the financial
statements.

Materiality: The magnitude of an omission or misstatement of accounting information
that, in the light of surrounding circumstances, makes it probable that the judgment of
a reasonable person relying on the information would have been changed or
influenced by the omission or misstatement. The objective of accountability in
governmental financial reporting adds another perspective to materiality. Specifically,
accountability requires materiality to be judged not only in a quantitative manner, but
also in a qualitative manner. That is, accountability involves such issues as legal and
contractual compliance that may not have a "material” effect on the entity's reported
operating results and financial position but that would influence or change the
judgment of a reasonable person about how the government has conducted its affairs
during the period.

Materials and Supplies: As a general guideline, which may vary with departments, a
supply item is any article or material which meets anyone or more of the following
conditions: (a) it is consumed in use; (b) It loses its original shape or appearance with
use; (¢) It is expendable; that is, if the article is damaged or some of its parts are lost
or worn out, it is usually more feasible to replace it with an entirely new unit rather
than repair it; (d) It is an item, having characteristics of equipment, whose small unit
cost (for example, less than $5000) makes it inadvisable to capitalize the item (if
appropriate); or (e) It loses its identity by fabricating or incorporating it into a
different or more complex item.

Maturity Date: The stated date on which all or a portion of the principal amount of a
security is due and payable.
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Modified Accrual Basis: The basis of accounting under which expenditures are
recorded at the time liabilities are incurred and revenues are recorded when received,
except that selected revenues are recorded when earned. The selected revenues should
be material and must properly reflect the matching of expenditures, if applicable.

Money Market Investment: A short-term, highly liquid debt instrument, including
commercial paper, banker's acceptances, and U.S. Treasury and agency obligations.
Asset-backed securities, derivatives, and structured notes are not included in this
term.

Municipal Bond: A bond issued by a state or local government.

Net Income: A term used in accounting for proprietary funds to designate the excess
of total revenue over total expenses for an accounting period. (Also called Net Profit)

Note Payable: In general, an unconditional written promise signed by the maker to
pay a certain sum of money on demand or at a fixed or determinable future time
either to the bearer or to the order of a person designated therein.

Note Receivable: An unconditional written promise signed by the maker, to pay a
certain sum in money on demand or at a fixed or determinable future time either to
the bearer or a person designated therein. The note may be held by the reporting
governmental unit as designated payee or by endorsement.

Notes Payable — Non-Current: The face value of notes not due within one year.

Notes to the Financial Statements: The summary of significant accounting policies
and other disclosures required for a fair presentation of the basic financial statements
of an entity in conformity with GAAP which are not included on the face of the basic
financial statements themselves. The notes to the financial statements are an integral
part of the basic financial statements.

Notes/Loans Receivable: An unconditional written promise signed by the maker, to
pay a certain sum on demand or at a fixed or determinable future time either to the
bearer or at the order of a person designated therein.

Pass-Through Grants: Grants and other financial assistance received by a
governmental entity to transfer or to spend on behalf of a secondary recipient.

Payment In Lieu Of Taxes: A payment that a property owner not subject to taxation
makes to a government to compensate it for services that the property owner receives
that normally are financed through property taxes.

Petty Cash Funds: Petty Cash Funds are established to enable departments to make
small emergency purchases and/or minor business expenses.
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Professional and Technical Service: This category is for amounts paid for services
that can be performed only by persons with specialized skills and knowledge.
Included are the services of architects, engineers, auditors, dentists, medical doctors,
lawyers, consultants, accountants, etc.

Property Taxes — Current: Taxes levied on real and personal property collected during
the current year. It excludes taxes on mobile homes.

Property Taxes — Delinquent: Taxes levied on real and personal property collectible
in prior years which were collected during the current year.

Property Taxes - Light and Power: Special taxes levied on the related physical assets
of privately-owned electrical utilities—generating facilities, substations, and
distribution power lines.

Proprietary Funds: Funds that focus on the determination of operating income,
changes in net assets, financial position, and cash flows. There are two different types
of proprietary fund: enterprise funds and internal service funds. The County does not
operate any Proprietary Funds.

Refunding Bonds Issued: The face amount of bonds issued to refinance existing debt.

Refunds Payable: Amounts due back to individuals or others because of
overpayments to the county.

Reimbursement Grant: A grant for which a potential recipient must first incur
qualifying expenditures to be eligible. Reimbursement grants are also referred to as
expenditure-driven grants.

Reimbursements: Reimbursements are transactions that reduce expenditures or
expenses in the fund that is reimbursed. These transactions include refunds of
expenditures and payments received for others' share of pooled purchases.

Rentals and Service Agreements: This category is for expenditures for the lease or
rental of land, buildings, and equipment for the temporary or long-term use by the
county. This includes vehicles, data processing equipment, reproduction equipment,
shop, construction, and maintenance equipment. This category is also for all other
service agreements or contracts provided by non-County personnel.

Rents and Royalties: Revenue received from the lease or rental on buildings, vehicles,
land and easements, signs, parking lots, etc.

Repair and Maintenance Services: This category is for expenditures for repairs and
maintenance services provided by non-county personnel. Include contracts and
agreements covering the upkeep of grounds, buildings, and equipment. Exclude costs
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for new construction, renovating, and remodeling, initial and additional equipment
considered capital expenditure.

Reserve for Encumbrances: Segregation of a portion of fund balance for
commitments related to unperformed contracts.

Reserved for Inventories: An account used to segregate a portion of fund balance to
indicate, using the purchases method for budgetary purposes, that inventories do not
represent "available spend-able resources.”

Reserved Fund Balance: The portion of a governmental fund's net assets that is not
available for appropriation.

Restricted Assets: Assets whose use is subject to constraints that are either: (a)
externally imposed by creditors (such as through debt covenants), grantors,
contributors, or laws or regulations of other governments; or (b) imposed by law
through constitutional provisions or enabling legislation.

Restricted Net Assets: A component of net assets calculated by reducing the carrying
value of restricted assets by the amount of any related debt outstanding.

Sales of Capital Assets: Revenue received from the sale of capital assets, except for
unusual sales.

Serial Bonds: Bonds whose principal is repaid in periodic installments over the life of
the issue.

Short-Term Debt: Debt with a maturity of one year or less after the date of issuance.
Short-term debt usually includes contracts and accounts payable, bond anticipation
notes, and interim warrants.

Single Audit: An audit performed in accordance with the Single Audit Act of 1984
(as amended by the Single Audit Amendments of 1996) and the new Uniform
Guidance Standards. The Single Audit Act allows or requires governments
(depending on the amount of federal assistance received) to have one audit performed
to meet the needs of all federal grantor agencies.

Source Document: An original document, such as vendor invoice, receipt, or journal
voucher, from which initial entries are made in the accounting system.

Special Assessment Bonds Payable — Current: Account balance reflects the face value
of the current portion of special assessment bonds due within one year.

Special Assessments — Current: Current special assessment levies against benefiting
property owners for improvements and/or other services not provided by the general
tax levies.
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Special Assessments — Delinquent: Delinquent collections of assessments against
benefiting property owners for improvements and/or other services not provided by
the general tax levies.

Special Assessments - Prepaid: Prepaid collections of special assessments against
benefiting property owners prior to a levy.

Special District: An independent unit of local government organized to perform a
single governmental function or a restricted number of related functions.

State Grants: Revenues received from the state government which is distributed for
specific programs or use.

Tax Increment: Incremental property tax revenues captured for county redevelopment
districts. Also, excess tax increment revenues distributed to the county.

Unapportioned Tax: Current and delinquent property taxes that have yet to be
apportioned out.

Warrants Payable: Account balance reflects liabilities from warrants which have been
issued but have not been redeemed.
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Infrastructure

The County Infrastructure includes all roads, bridges, and other public facilities, put
into service since 1980, that have utility to the public through the County, but which
are not capital assets that could be routinely sold to and used by private enterprise.

Each year’s improvements to infrastructure will be recorded as a new infrastructure
asset, with its own value and life. No change will be made to the value or
depreciation of the original asset unless it is completely destroyed or replaced in the
improvement process.

Infrastructure acquired after 1979 is valued and reported at the acquisition,
construction or project cost. Infrastructure acquired prior to 1980 is reported but may
be valued and reported using an estimate of the acquisition cost at that time. The
verified costs of all major construction contracts and design work, exclusive of
purchased right of way which is shown separately as a part of land, will be
capitalized.

Roads and bridges are reported as a single value for each year for each road system.
The five road “systems” used for summary and reporting will be CSAH Regular,
CSAH Municipal, County Roads, Bridges and Right-of-Way.

Right-of-Ways

Easements or right-of-ways exist when the County holds some permanent property
rights to land. Recorded easements or right-of-ways for GASB 34 purposes must
meet the stated threshold and are not depreciated. Acquisition will be assumed to be
at the same time that the resultant road or other asset was built. Right of way costs
will include the purchase price from the landowner, attorney fees in court cases,
relocation fees, filing fees, deed tax, and reimbursement of pre-paid real estate taxes
to the former land-owner. Acquisition will be assumed to be at the same time that
the resultant road or other asset was built.

Mineral Rights

Mineral rights value within County owned property is included in the value of the
recorded land. The County owns no mineral rights on other than County owned

property.

Categories of Asset

Capital Assets will be reported in summary within the following list of Categories.
Further classification within these categories may be used for convenience and
control purposes:

Land
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2.

Additional information is found on the voucher with the Commissioners
Warrants and/or Auditors Warrants. The voucher is assigned a capital asset
number, for which an identification sticker is attached to the asset.

Capital assets are added monthly to the Capital Asset Program monthly or the
Highway Cost Rite Program as purchased.

Disposal of Capital Assets

If a capital asset no longer meets the needs of a particular fund/department, the
following procedures will be followed.

1.
2.

3.
4.

The asset may be traded-in on the purchase of a replacement asset.

The asset may be transferred to another governmental fund/department within
the County.

The asset may be given to another governmental unit.

Assets deemed to have a relative value will be placed for sale on public
auction.

Assets which have little value, where the amount we expect to receive from
the sale is less than the value of the time spent to auction the item, will simply
be disposed.

A Capital Asset Disposal Form is completed, which includes the disposal
method, date, and other relevant information.

Other Capital Asset Procedures

1.

Changes made to capital assets would include a transfer of the asset to another
department within the County, updates and improvements or impairments.
Changes are allowed and property adjusted.

Deleting of an asset is rare and only done if a duplicate asset is added or an
asset should not have been added at all, such as a leased asset.

Capital assets are reviewed annually by each individual department and
Auditor-Treasurer staff. Several reports are run from the Capital Asset
Program annually and include; Capital Asset Report, Non-Depreciable Capital
Assets by Type, Depreciable Capital Assets by Type; Capital Assets by
Department; Capital Asset Additions, and Capital Asset Disposals.

The Highway Department also maintains a list of minor equipment, those
significant items under $5,000, which are inventoried once a year by shop
personnel.
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045 - 049 Permanent Funds

050 - 059 Enterprise Funds

060 — 069 Internal Service Funds

070-079 Trust Funds

080 — 089 Custodial Funds

090 — 095 Discretely Presented Component Units
098 — 098 Fixed Asset Account Group

099 - 099 Long Term Debt Account Group
Ranges by Department:

000 -199 General Government

200 —299 Public Safety and Corrections
300-—389 Road & Bridge

390 - 399 Sanitation

400 —479 Human Services and Welfare

480 — 489 Health

500 - 599 Culture, Parks and Recreation

600 — 699 Conservation of Natural Resources
700 — 799 Economic Development

800 — 899 Miscellaneous and Non-Departmental
Ranges by Object:

Revenue Functions:

5000 — 5049
5050 - 5099
51005199
5200 — 5499
5500 - 5599
5600 — 5699
5750 -5799
5800 — 5899
5900 — 5999

Property Taxes and Penalties

Special Assessments

Licenses and Permits
Intergovernmental

Charges for Services

Fines and Forfeitures

Gifts and Contributions

Miscellaneous

Other Financing Sources, Special Items

Expenditure Categories:

6000 — 6099
6100 -6199
6200 - 6399
6400 — 6599
6600 — 6699
6700 — 6799
6800 — 6899
6900 — 6999

Public Assistance
Personal Services
Services and Charges
Supplies and Materials
Capital Expenditures
Debt Services

Other Expenditures
Transfers
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Accounting Policies and Procedures Manual

CLASSIFICATION OF REVENUES POLICY

Purpose

The purpose of this policy is to provide guidelines for classification of revenues
received by Wilkin County.

Policy

Wilkin County separates revenues into two categories: program revenues and general
revenues.

Procedure

Program revenues reduce the net cost of the function to be financed from the
government’s general revenues. There are three categories of program revenues:
charges for services, program-specific operating grants and contributions, and
program-specific capital grants and contributions. Charges for services are revenues
from charges to customers who purchase, use, or directly benefit from the goods,
services, or privileges provided. Examples include fees charged for services, licenses
and permits, operating special assessments, etc. Payments received from other
governments that are exchange transactions-for example, inmate boarding fees-are
included in charges for services. Program-specific operating grants and program-
specific capital grants are revenues arising from mandatory and voluntary non-
exchange transactions with other governments, organizations, or individuals that are
restricted for use in a particular program. Some grants and contributions consist of
capital assets or resources that are restricted for capital purpose. Those revenues are
reported separately from grants and contributions that may be used either for
operating expenses or for capital expenditures.

General revenues are all remaining revenues that don’t meet the criteria to be

classified as program revenues. All taxes, even those levied for a specific purpose,
are general revenues and will be reported by type of tax.
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CLASSIFYING PROPRIETARY FUND REVENUES POLICY

Purpose

The purpose of this policy is to provide guidelines for classification of proprietary
revenues received by Wilkin County.

Policy

Proprietary Fund Revenues are reported as either Operating or Non-Operating
Revenues. Non-Operating revenues are: capital and related financing activities, non-
capital financing activities, investment activities, tax revenues, and other items which

are not received in exchange for goods and/or services provided by this business-type
activity. Operating revenues are primarily charges for services rendered.

The County does not operate any Proprietary Funds.
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DIRECT AND INDIRECT EXPENSES POLICY

Purpose

The purpose of this policy is to provide guidelines for reporting expenses in the
financial statements.

Policy

All expenses (including depreciation) that support a specific function
(activity/department) are directly charged and reported against that function
(activity/department).

Any indirect expenses experienced by the County are reported within the Other

General Government function. No attempt is made to allocate these indirect expenses
to the other functions of the County.
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ELIMINATION OF INTERNAL ACTIVITY POLICY

Purpose

The purpose of this policy is to provide guidelines for reporting internal activities that
transfer resources from one fund/department/program to another in the financial
statements.

Policy

Resources are often transferred from the fund/department/program of receipt to a
different fund/department/program for disbursement. The internal activity of that
transfer can result in the receipt and disbursement of that resource appearing more
than one time in the resulting reports. Where internal activity has taken place, reports
of the individual department will include all such internal activity; but when summary
reports are prepared, up to and including the Government Wide reports, all material
internal activity, except for transactions considered internal services provided and
used, will be eliminated (or netted out) for the presentation.

Procedure

Example: A grant is receipted into program A and subsequently transferred to
program B to provide services. The resources are recorded:

1. Receipt to program A.

2. Disbursement from program A.

3. Receipt to program B.

4. Disbursement from program B.
For Summary Reporting, items 2 and 3 would be eliminated.)

Examples of transactions that would be considered internal services provided and
used and thus not needing elimination are: rent expense and revenue between a
department and the county general government or other purchase of direct service
between departments.

At times the County may charge departments for a share of “centralized”
expenditures. When this occurs, the amount charged does not include an overhead
charge, but contains only a fair value charge for the services received. Additionally,
these charge-backs reduce the expenditures of one County function and increase the
expenditures of the other, negating the need for further elimination in the financial
statements.

Invoices shall be sent by one fund to another fund for reimbursement. They should
state the type of charges listed on the invoice. Types include Fees for Services, Rental
Fees, and Expenditure Reimbursements.
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At times departments make payments to vendors that are eventually reimbursed to
them by another department. In these instances, the reimbursement for payment will
be receipted directly into the expense account where it was originally paid as to
eliminate duplication of the expenditure.
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FUNCTIONAL REPORTING LEVEL POLICY

Purpose

The purpose of this policy is to provide guidelines for reporting activities in the
financial statements.

Policy

For Government Wide reporting of Activities, the County will summarize its
Activities to the following Functional Levels:

General government

Public safety

Highways and streets

Sanitation

Human services

Health

Culture and recreation
Conservation of natural resources
Economic development

Interest
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FUND BALANCE POLICY

Purpose

The purpose of this policy is to ensure the long-term economic stability of Wilkin
County by maintaining an adequate level of financial resources to fund operations, to
adapt to revenue shortfalls and/or unanticipated expenditures, and to help ensure
stable tax rates.

Policy

Fund Balance Classifications

The assignment of fund balances is based primarily on the extent to which the County
is bound to observe constraints imposed upon the use of the resources. The five
classifications of funds are:

1.

Non-spendable funds: Amounts that cannot be spent because they are not in
spendable form or are legally or contractually required to be maintained
intact. The “not in spendable form” criterion includes items that are not
expected to be converted to cash.

Restricted funds: Amounts on which constraints have been placed on the use
of resources by creditors (such as through debt covenants), grantors,
contributors, or laws or regulations of other governments, or is imposed by
law through constitutional provisions or enabling legislation.

Committed funds: Amounts that can only be used for the specific purposes
imposed by formal action (ordinance or resolution) of the County Board.
Those committed amounts cannot be used for any other purpose unless the
Board removes or changes the specified use by taking the same type of action
(ordinance or resolution) it employed to previously commit those amounts.
Assigned funds: Amounts the County intends to use for specific purposes that
do not meet the criteria to be classified as restricted or committed. In
governmental funds other than the General Fund, assigned fund balance
represents the remaining amount not restricted or committed. In the General
Fund, assigned amounts represent intended uses established by the County
Board or the County Auditor-Treasurer, who has been delegated that authority
by Board resolution.

Unassigned funds: The residual classification for the General Fund and
incudes all spendable amounts not contained in the other fund balance
classifications. In other governmental funds, the unassigned classification is
used only to report a deficit balance resulting from overspending for specific
purposes for which amounts have been restricted or committed.

Page |35



Governmental Fund Types

1. General Fund: Funds that should be used to account for and report all
financial resources not accounted for and reported in another fund.

2. Special Revenue Funds: Funds that are used to account for and report the
proceeds of specific revenue sources that are restricted or committed to
expenditures for specific purposes other than debt service or capital projects.
Restricted or committed specific revenue sources should comprise a
substantial portion of fund’s resources on an ongoing basis. As GASB did not
define substantial, Wilkin County will consider 30 to 35 percent as
substantial.

3. Capital Projects Funds: Funds that are used to account for and report financial
resources that are restricted, committed, or assigned to expenditures for
capital outlays, including acquisition or construction of capital facilities and
other capital assets.

4. Debt Service Funds: Funds that are used to account for and report financial
resources that are restricted, committed, or assigned to expenditure for
principal and interest.

5. Permanent Funds: Funds that should be used to report resources that are
restricted to the extent that only earnings, no principal, may be used for
purposes that support the reporting government’s programs.

Funds will be reviewed on an ongoing basis and if the fund type is no longer
appropriate it will be updated to fit within the descriptions listed above.

Procedure

Classification of Fund Balances

It is the policy of the County when both restricted and unrestricted fund balances are
available to use for a specific purpose the restricted fund balance is used before
unrestricted fund balance. Unrestricted fund balance is the amount left after
determining both non-spendable and restricted net resources. The unrestricted fund
balance is the amount of fund balance the County has placed constraints on its use
(committed and assigned) and fund balance that does not have any specific purpose
identified (unassigned).

The County Board will set specific purposes for use of fund balance before the year
end. The amount to be set aside for that purpose can be determined after the year end.
Amounts set aside for specific purpose by the County Board of Commissioner will be
classified as committed fund balance.

The County Auditor may assign fund balance for amounts that are constrained by the
County’s intent to be used for specific purposes. The fund balance will be assigned
prior year end, but may be committed after year end. In governmental funds other
than the general fund, the assignment must follow the County’s intent for the specific
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purpose levied or the specific purpose a special assessment was assessed (i.e. Family
Services, Road and Bridge, Ditch, and Bond retirement) as long as the fund has a
positive balance. Amounts set aside by the County Auditor will be classified as
assigned. Assignments should never cause a deficit in unassigned fund balance to
occur.

Unassigned fund balance represents the remaining unrestricted fund balance in the
general fund after identifying fund balance that has been committed or assigned and
are classified as such. Deficits in fund balance of other governmental funds are also
reported as unassigned.

Minimum Fund Balance

Wilkin County is committed to maintaining a prudent level of financial resources
to protect against the need to reduce service levels because of temporary revenue
shortfalls or unpredicted expenditures. Wilkin County has adopted a minimum
fund balance policy to address cash flow or working capital needs. The County is
heavily reliant on property tax revenues to fund current operations. However,
current property tax revenues are not available for distribution until June.
Therefore, the County will maintain an unrestricted fund balance level of no less
than five months of operating expenditures.
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IDENTIFYING SPECIAL OR EXTRAORDINARY ITEMS POLICY

Purpose

The purpose of this policy is to provide guidelines for identifying special or
extraordinary items.

Policy

Two types of one-time items qualify for separate reporting. An extraordinary item is
an event unusual in nature, out of management’s control, and infrequent in
occurrence. A special item is a transaction subject to management’s control that is
either — not both — unusual in nature or infrequent in occurrence (i.e., a significant
sale of capital assets).

Procedure

Extraordinary items and/or special items will be reported as a separate line item near
the bottom of the Statement of Activities and/or the Statement of revenues,
expenditures, and changes in fund balance depending on materiality of the
transaction to the focus of the particular financial statement. If the County has both
extraordinary items and special items to report in the same year, the two types of
items will be reported separately.
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REVENUE RECOGINITION IN GOVERNMENTAL
FUNDS POLICY

Purpose

The purpose of this policy is to provide guidelines for recognizing revenues in the
financial statements.

Policy

Governmental Fund Statements, including the General Fund, are presented using
modified accrual accounting. In order for a receivable to be recognized as a revenue
within these statements, it must be considered available. The county considers a
revenue available if it is collectable within 60 days of the date of the financial
statement.
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YEAR AND MONTH END ACCOUNTING POLICY

Purpose

This policy is intended to provide guidelines and procedures for handling transactions
at the end of a month or at year end.

Procedure

Accounts Payable

Payables are only recorded at year end. Invoices paid in January and February are
reviewed and coded with an accrual code of AP, DTF or DTG in Integrated Financial
System (IFS) indicating the transaction as a payable where applicable.

Accounts Receivable

Billing customers for services provided is performed by several county departments.
Second notices or reminders are sent if payments are not received within a reasonable
period. An accounting of invoices remaining unpaid at the end of the fiscal year
(calendar year) are reported to the Auditor-Treasurer’s Department.

During January and February of the new-year, any payments received for those
outstanding invoices must be marked as AR, DFF, or DFG with the invoice number
and service dates on the IFS receipt.

Month and Year-End Working Trial Balance Process

Each month a Deputy Auditor prepares a Cash Trial Balance in excel format which is
stored in the “Month End” folder on the “Auditor” server. After all receipts and
warrants have been processed, payroll interfaced, journal entries and approved
transfers of funds are entered in IFS, the Deputy Auditor’s Cash Trial Balance is
prepared.

At the end of each month, a Deputy Treasurer prints the Receipt Journal and Warrant
Register in the Treasurer’s Financial System in the AS400. When the Auditor and
Treasurer reports are in balance, a Deputy Treasurer will update the journal and prepare
any journal entries needed in Treasurer’s Financial System. If journal entries are made,
a Journal Entry Edit is printed and filed and the system is updated again and a Trial
Balance is printed.

When the Auditor’s Cash Trial Balance and the Treasurer’s Financial System Trial

Balance reports are in balance, the Treasurer Cash Trial Balance report from IFS is
printed and compared with the Cash Trial Balance from excel and filed. Monthly
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department budget reports are emailed to department heads, and various staff as
requested, along with an account activity.

The month of December is closed as soon as the month end accounting is completed.
Once December is closed, no receipts or disbursements can be made to the prior year,
however, journal entries and accruals are still allowed. Once the monthly journal entries
are completed, a cash trial balance is printed and reconciled to various spreadsheets to
ensure the funds and accounts balance.

For year end in the Family Services SSIS program, admin yearly settings are the

fiscal year and general ledger closing date are set in the county preferences to reflect
Wilkin County’s specifications.
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PUBLIC PURPOSE DOCTRINE

According to the interpretation and understanding of state law described as the “public
purpose doctrine”, public funds may be spent only if the purpose is a public one for
which tax money (and all funds) may be used, there is authority to make the
expenditure, and the use is genuine.

There is not a precise definition of what constitutes a “public purpose”. However, the
courts have interpreted it to mean “such an activity as will serve as a benefit to the
community as a body and, at the same time, is directly related to the functions of
government.”

Statement of Position by Former State Auditor Rebecca Otto

Statement of Position
Public Expenditures: Donations and Dues

Public entities are often asked to give funds to support various groups and activities.
While the causes may be worthwhile, public entities need to be cautious when
making any financial commitments involving public funds.

In most circumstances, public entities have no authority to give away public funds as
donations. Generally, in order to spend money, a public entity must have authority to
do so. Authority for an expenditure may be specifically stated in a statute or charter,
or it may be implied as necessary to do what an express power authorizes. In addition,
the expenditure must be for a “public purpose.”

Gifts/Donations to Private Individuals/Organizations

Following these general principles, donations to people, non-profits, charities, or
other groups are not permitted unless they are based upon specific statutory or charter
authority. For example, the Minnesota Attorney General’s Office has issued opinions
finding that cities have no authority to donate city funds to organizations such as the
Red Cross or the Boy Scouts. The assumption is that a gift of public funds to an
individual or private entity serves a private rather than a public purpose.

Before a public entity makes a contribution, it is important for that entity to determine

that it has specific authorization to make the expenditure. Here are some examples of
specific, statutorily authorized appropriations:

® Artistic Organizations. A county, city or town may appropriate money to
support artistic organizations.
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Historical Causes. A town or city may appropriate annually a specified
amount to a county historical society so long as the society is affiliated with,
and approved by, the Minnesota Historical Society. Cities have express
authority to commemorate important and outstanding events in city history,
and to appropriate money to collect, preserve and distribute its history data for
future generations. The Attorney General’s Office recognizes that a city can
advance money to a nonprofit to sponsor a centennial celebration.

Prevention of Cruelty to Animals. A county may appropriate money for
maintenance and support of the local society for the prevention of cruelty to
animals.

Food Shelves. Cities and counties may donate funds in the form of grants to
food shelves providing food to the needy without charge.

Senior/Youth Centers. A county, city or town may appropriate money to
support the facilities, programs, and services of a public or private, not-for-
profit senior citizen center or youth center.

Public Recreation Programs. Counties, cities, towns and school districts
may spend funds to operate programs of public recreation, recreational
facilities, and playgrounds. These programs may be conducted independently
or with any nonprofit organization.

Promotion. A city or urban town may appropriate up to $50,000 annually to
an incorporated development society or organization of this State, for
promoting, advertising, improving, or developing the economic and
agricultural resources of the city or urban town. A city may appropriate
money to advertise the city and its resources and advantages. Similarly, a
county may appropriate funds to a similar entity for promoting, advertising,
improving or developing the economic and agricultural resources of the
county. The county statute does not contain an annual spending limit.

Employee Recognition. Towns may spend funds to recognize volunteers,
service efforts, and retiring town officers. Counties and cities may spend
funds for preventive health and employee recognition services.

Community Celebrations. Towns may spend funds to host or support a
community celebration. Cities or towns may spend funds on Memorial Day
observances, and may appropriate money for county or district fairs,
centennial and historical celebrations. Statutory cities may spend funds to
provide free musical entertainment.

The authority to purchase fireworks seems to be implied. As an alternative to a
donation, a public entity may enter into a contract with an organization to accomplish
tasks that the entity is authorized to perform by statute or charter. For example, a city
could not give money to the Boy Scouts for a recycling program, but the city could
enter a contract with the Boy Scouts to do part of its recycling program. The amount
of money paid to the Boy Scouts must be related to the value of the services they
provide to the city. Memberships and Dues There is no general authorization for
cities to join “private” organizations; but there may be specific statutory or charter
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authority to join specific organizations. For example, cities and urban towns in
Minnesota may pay dues to become members of the League of Minnesota Cities.

Similarly, cities, counties, and towns may appropriate money for membership in
county, regional, state, and national associations of a civic, educational, or
governmental nature. These associations must have as their purpose the betterment
and improvement of municipal governmental operations. This authorization also
allows public entities to participate in the meetings and activities of these
associations.

A school board may authorize and pay for the membership of the school district or of
any district representative designated by the board in those local economic
development associations or other community or civic organizations that the board
deems appropriate.

The Attorney General’s Office has determined that local units of government may not
pay dues to a local chamber of commerce. However, because cities and urban towns
may appropriate up to $50,000 to an incorporated development society or
organization for promotional activities, a city or urban town could contribute to a
local chamber of commerce for one of the purposes authorized by statute, such as
promoting the city or urban town. Counties have similar authority but do not have the
$50,000 monetary cap. The use of public funds would be limited to statutorily
authorized activities. As a result, the OSA recommends that counties, cities, and
urban towns create and maintain documentation that shows the funds have been given
for specific statutory purposes.
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According to County policy, the department heads are authorized to approve all claims
within the budget including furniture and equipment purchases of less than $10,000.
For all other claims over $10,000 the purchase requires at least two quotes and County
Board approval.

All Claims Must Adhere to the Following Process

1.

10.

11.

Department heads are responsible for the proper payment of bill and invoices,
as wells as, insuring that expenditures represent actual obligations that have
been incurred by their respective departments.

A voucher is completed for all bills and claims with is signed by either the
claimant or a County employee.

According to M.S. 471.38, Subd. 1, the claimant must sign a declaration to the
effect that such account, claim, or demand is just and correct and that no part
of it has been paid. The endorsement on the back of the check has the same
declaration and is an acceptable alternative.

The original invoice(s) must be attached to the voucher. Payment cannot be
made from a monthly statement. Original invoices should include the vendor’s
name and address. Invoices can be received via mail, fax or electronically.
The supervisor or department head reviews the voucher, verifies the claim, and
initials each voucher to ensure validity and accuracy. Family Services bills are
turned in to the Fiscal Office, Public Health bills are turned into the
Intermediate Account Clerk, and Highway bills are turned into the Highway
Accountant. All other bills are submitted to the Auditor-Treasurer’s Office.
Claims for payment are reviewed for accuracy, proper authorization, approval,
and then entered into the Integrated Financial System (IFS), except for the
Highway Department who enters the bills into the Cost Rite System which
interfaces with IFS, with the assigned budget line item code. The Auditor-
Treasurer’s Office will try to ensure the use of a uniform account coding system
using COFARS guidelines. The Auditor-Treasurer’s Office reserves the right
to verify, change account coding, request additional information, or reject any
claim in order to conform to the COFARS, GAAP, and other accounting
guidelines. The Auditor-Treasurer’s Office will notify and consult with the
respective department about changes and recommendations.

Authorized Auditor-Treasurer staff, the Public Health Intermediate Account
Clerk, the Family Services Immediate Account Clerk, the Fiscal Officer and the
Highway Accountant may add new vendors in IFS.

Commissioner Warrant bills and original invoices are due to Accounts Payable
Staff in the Auditor-Treasurer’s Department by 4:30 p.m. the Tuesday of the
first board meeting of the month.

Family Services prepares their own Auditor and Commissioner Warrants. All
other warrants are processed by the Auditor-Treasurer’s Office.

A batch is created in IFS for warrants. For Commissioner Warrants, an Audit
List for Board is printed, reviewed by the County Board and signed by the
Board Chair upon approval.

For checking printing, batches are selected for payment and checks are
created. Checks are spooled in the IFS system, sent to the ACOM system, and
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12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

printed in the Treasurer’s Office. The Treasurer’s Office keeps a record of the
check numbers and returns the checks to the Auditor’s Office.

A Warrant Register report is printed and copies are distributed as follows: one
copy to the Treasurer’s Office, one copy is divided and disbursed to
departments, and one register that is kept in the Auditor’s Office.

In IFS, warrants for the month are processed, thus adding the detail to the
general ledger.

Printed checks are compared to the vouchers. Vouchers are given the
assigned the correct warrant number, and invoices stamped paid.

Warrants are recorded in the Auditor’s Warrant Register excel file and then
given to the Treasurer’s Office for mailing.

The vouchers are given to the County Auditor-Treasurer (check signer) to
review all supporting documentation, initial, and return to Brenda to be filed.
Warrants will not be pre-numbered, a warrant written to cash is prohibited, and
no pre-signed warrants will be issued.

Prepayment for services is not recommended unless prepayment results in a
cost savings to the County.

All vendors are required to have a signed W9 on file with the County Auditor-
Treasurer before payment will be issued. However, some vendors are granted
an exception for example, tax exempt agencies, i.e. local governments, one-
time vendors etc.

Any purchase of more than $10,000 must have County Board approval before
requesting payment. The board minutes showing approval must be included
with the claim form.

Wilkin County purchases are generally exempt from payment of Sales and Use
Tax. See Fact Sheet #176 for exceptions. The Minnesota Department of
Revenue website at www.taxes.state.mn.us has “Fact Sheets” available by
subject and by number that may be helpful. County Staff authorized to make
purchases are required to provide all vendors with a certificate of exemption or
confirm that one is on file prior to making the purchase.

The Auditor-Treasurer’s Office will print, sign, and disburse all warrants. The
Auditor-Treasurer’s Office will also maintain the checking printing/electronic
signature software.

Original claims with invoices, receipts, and other attachments are kept
according to the retention schedules set by each office and based on the state
requirements.

Late payment fees or finance charges will be coded to the appropriate
department and it will be their responsibility to seek a refund.

Wilkin County pays all vendors on Net 35 terms unless the vendor has made
special contractual/payment term arrangements with Wilkin County.
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COUNTY ISSUED CREDIT CARD POLICY

Purpose

The purpose of this policy is to provide detailed information regarding the use of
county issued credit cards authorized by the Wilkin County Board of Commissioners
and assigned to selected Wilkin County employees or elected officials to purchase
goods and services for Wilkin County.

This policy is intended to ensure that county issued credit cards are used in
accordance with Wilkin County policies; ensure internal controls for authorized
credit; ensure that the County bears no legal liability from inappropriate use; to
provide a convenient credit method; minimize the number of county issued credit
cards used in the County; and to empower employees to increase productivity,
flexibility, and efficiency.

Policy

M.S. 375.171 states, “A county board may authorize the use of a credit card by any
county officer or employee otherwise authorized to make a purchase on behalf of the
county. If a county officer or employee makes a purchase by credit card that is not
approved by the county board, the officer or employee is personally liable for the
amount of the purchase. A purchase by credit card must otherwise comply with all

statutes, rules, or county policy applicable to county purchases.”

This policy applies to all County Departments, funds and agencies that have selected
employees or elected county officials, including county commissioners, to use
County issued credit cards.

Procedure

Credit Card Authorization

County issued credit cards will have the County’s name, employee’s name and the
expiration date. The credit card vendor will have no personal credit records, social
security numbers or other personal information maintained. Without exception, all
county issued credit cards require approval by the County Board of Commissioners
and will be processed by the Wilkin County Auditor-Treasurer or as delegated to
authorized staff.

Request for a County Issued Credit Card

A request for a County issued credit card will be done by submitting a Request for
County Issued Credit Card form (Exhibit A) and a County Issued Credit Card User
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Agreement (Exhibit B). A request for a County issued credit card must be made by

" the department head. In the event the request is from a county commissioner, the
request must be made by the County Auditor-Treasurer. The department Head shall
complete the appropriate sections of the Request for County Issued Credit Card form
and submit it to the County Auditor-Treasurer’s Office. The County Auditor-
Treasurer will present the request for the County issued credit card(s) to the County
Board of Commissioners. The County Board of Commissioners will approve or deny
the request based upon the information presented on the form. There must be a
compelling reason for the County Board of Commissioners to approve issuance of a
County provided credit card. The County may run a background credit check on the
employee’s personal credit history. Upon approval, the County Auditor-Treasurer
will process the request for County issued credit cards for the selected employee(s).
The County Auditor-Treasurer will distribute the County Issued Credit Card(s) and
add it to the inventory of issued credit cards list.

County Issued Credit Card Account Limit

County issued credit card maximum account limits are as follows:

Single Day Purchase Limit - $2,000.00
Thirty Day Limit - $5,000.00

Without exception, the County Board of Commissioners will establish all account
limits. Any purchase exceeding the cardholder limit will not be allowed on the county
issued credit card. Any request for a deviation from the account limits MUST be
submitted in writing by the department head. The reasons why the limit is not
sufficient MUST be stated in detail in the written request.

Use of County Issued Credit Card

County provided credit cards are to be used only for conducting officially approved
County business. They are not to be used in any circumstances for personal
reasons. Any cardholder who makes a purchase with a County issued credit card that
is not authorized by the County Board becomes personally liable for the amount of
the purchase, as well as any fees or penalties associated with the purchase. Official
County business includes approved travel (hotels, meals, travel expenses) and
registration fees per County policy and any other items approved, per County
policies, prior to actual purchase. No alcoholic beverages may be charged to a County
credit card. The county provided credit card is issued in the name of a specific
cardholder with their name embossed on the card. No other person is authorized to
use the card. All items purchased over the counter must be immediately available and
cannot be back ordered.

Documentation, Reconciliation, and Payment of County Issued Credit Cards

Documentation must be retained as proof of purchase whenever using the credit card.
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For purchases over the counter, the cardholder must obtain a customer copy of the
charge slip, and submit it to the County Auditor-Treasurer’s Office with the monthly
statement. There must be documentation to verify purchases shown on the
cardholder’s monthly statement. If, for some reason, the cardholder is missing
documentation of the transaction, the cardholder must contact the vendor for a
duplicate receipt. Lost receipts or where no duplicate receipt is available will be
immediately reimbursed to the County by the cardholder. It is the responsibility of the
cardholder to resolve any dispute with a vendor. Customer copies of charge slips,
receipts and monthly statement will be reconciled by the department and forwarded to
County Auditor-Treasurer’s Office for payment within 7 working days of the receipt
of the statement or within the terms and conditions of the vendor. The department
head must review all documentation and ensure that all purchases are valid and
appropriate prior to approving the claims for payment. Any “over limit” fee will be
the responsibility of the cardholder. Repeated violations of this section will result
in the forfeiture of the county issued credit card.

Inventory of County Issued Credit Cards

A list of County issued credit cards will be maintained in the County Auditor-
Treasurer’s Office. As needed, but at least on an annual basis the County Auditor-
Treasurer will provide a report of cardholders to the County Board.

Lost or Stolen County Issued Credit Cards

Should any cardholder lose or have their County issued credit card stolen, it is their
responsibility to immediately notify, within 24 hours, the credit card issuer and the
County Auditor’s Office. Contact information of the credit card issuer will be
provided to the cardholder.

Cancellation

The Wilkin County Board of Commissioners reserves the right to cancel any
individual cardholder at any time. The County Auditor (or as delegated to Deputy
Auditors) is authorized to cancel individual cardholders due to resignation or

termination of employment from Wilkin County.

Any deviation from this policy may be grounds for discipline up to and including
termination of employment from Wilkin County.
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DUPLICATE WARRANT POLICY

Purpose

The purpose of this policy is to create guidelines for issuing lost or destroyed
warrants.

Policy

It is the policy of Wilkin County that a duplicate warrant will only be issued after the
payee or vendor completes a Lost or Destroyed Warrant Affidavit form, with a
notarized signature, and it is approved by the County Board of Commissioners.

Procedure

Issuing of Duplicate Warrants

1. The Auditor-Treasurer Staff initiates the process by contacting the payees for
vendors for outstanding checks that have not been cashed within a minimum
of 3 months from the date of issuance. Staff will notify all persons who have
an outstanding warrant and provide them with a Lost or Destroyed Warrant
Affidavit form to request a duplicate warrant per M.S. 345.38 and MN Rule
2885.0800.

2. Upon receiving the signed, notarized affidavit, the County Auditor-Treasurer
presents the affidavit to the County Board of Commissioner to pass a
resolution approving the issuance of a duplicate warrant.

3. Prior to issuing a duplicate warrant, the bank account is monitored for
verification that the original check has not been cashed.

4. Following County Board approval, a replacement check is issued. The
duplicate shall correspond in warrant number, date, and amount with the
original warrant and shall have endorsed on its face by the County Auditor-
Treasurer, the word “Duplicate” together with the date of its issuance per M.S.
471.415.

5. The County Auditor-Treasurer shall keep a record showing the warrant
number, the names of the payee, dates and amounts of such warrants together
with the date of issuance of the duplicate for a period of 6 years.

6. If the affidavit is not returned by a designated date, or the payee has indicated
they have received and cashed the warrant, the County Auditor-Treasurer will
deposit the funds into the Unclaimed Property Fund. When the outstanding
Warrant has reached a life of three years it is reported and disbursed to the
Minnesota Department of Commerce as required by State Statute.
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10. Payroll stubs are accessible by employees via the eTime system.
11. Auditor-Treasurer staff imports the ACH to the County Bank for
disbursement of payroll checks.
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Purpose

Accounting Policies and Procedures Manual

PROCUREMENT POLICY

The intent of this policy is to provide a framework that allows county departments,
citizens and vendors to procure goods and services in the most professional, ethical,
legal, and efficient manner possible; insuring quality, considering standardization,
reasonable terms, and best value to the taxpayers of the County, while allowing for
oversight on their larger purchases. This document outlines the protocols and
authority related to the purchasing of goods and services for Wilkin County. It shall
be followed by all County employees and officials.

Implementation and Responsibility

All employees are responsible for developing all contracts in accordance with this
policy, applicable state statutes and in conformance with applicable Federal Law and
Uniform Guidance Standards and adhering to this policy when purchasing goods or
services. Department heads are responsible for monitoring performance within their
areas of jurisdiction. The contracts and purchasing work units are responsible for
maintaining oversight and reporting deviations to appropriate management.

The elected or appointed officials, or designees who supervise the purchase of goods
and services on behalf of Wilkin County have the following responsibilities:

1.

2.

Policy

Follow Wilkin County policies when purchasing items within their scope
of responsibility.

Funding for purchases must be from within the approved department
budget. If sufficient funds are not available, a reallocation or additional
appropriate request must be submitted and approved.

Ensure that the purchase have a public purpose.

Maintain records sufficient to detail the history of the procurement. If
federal award funds are used, these records will include rationale for the
method of procurement, selection of contract type, contractor selection or
rejection, and the basis for the contract price.

Provide information on estimated costs for budget purposes and solicit bids,
estimates, or quotations. All solicited bids, estimates or quotations must be
in writing.

This policy applies to all procurement procedures for all departments of the County,
unless otherwise stated.
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Competitive bidding and procurement requirements apply to the procurement of
supplies, materials, equipment or the rental thereof, or the construction, alteration,
repair or maintenance of real or personal property.

Procedure

Quotation and Bid Requirements

All departments shall comply with the following policies regarding the purchase of
commodities and services. Contract requirements shall not be artificially divided to
avoid bidding requirements. All departments of the County shall comply with M.S.

471.345.

A contract for services for work or repair (maintenance) that changes the property
shall comply with procurement requirements for commodities as detailed above, in
accordance with M.S. 471.345.

A. Quality

The County will strive to secure goods and services at the lowest
lifecycle cost possible proportionate with quality requirements.

Wilkin County has written procedures for procurement transactions.
These procedures ensure that all solicitations incorporate a clear and
accurate description of the technical requirements for the material,
product or service to be procured. The description may include a
statement of the qualitative nature of the material, product or service to
be procured and, when necessary, will set forth those minimum
essential characteristics and standards to which it must conform if it is
to satisfy its intended use. Detailed product specifications will be
avoided if at all possible. Such description will not, in competitive
procurements, contain features which unduly restrict competition.
When it is impractical or uneconomical to make a clear and accurate
description of the technical requirements, a “brand name or
equivalent” description may be used as a means to define the
performance or other salient requirements of procurement. The
specific features of the named brand which must be met by offers will
be clearly stated. All requirements which the offerors must fulfill and
all other factors to be used in evaluating bids or proposals will be
identified. Wilkin County will ensure that any list of all prequalified
persons, firms or product which are used in acquiring goods and
services is current and includes enough qualified sources to ensure
maximum open and free competition. Potential bidders will not be
precluded from qualifying during the solicitation period.
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B. Full and Open Competition

The County maintains a policy of full and open competition, where all
responsible sources are permitted to compete in the purchasing
process. Wilkin County will conduct procurements in a manner that
prohibits the use of statutorily or administratively imposed state or
local geographical preferences in the evaluation of bids or proposals,
except in those cases where applicable Federal statues expressly
mandate or encourage geographic preference. No state licensing laws
will be preempted. When contracting for architectural and engineering
(A/E) services, geographic location may be a selection criterion
provided its application leaves an appropriate number of qualified
firms, given the nature and size of the project, to compete for the
contract.

In order to ensure objective contractor performance and eliminate
unfair competitive advantage, contractors that develop or draft
specifications, requirements, statements of work and invitations for
bids or requests for proposals will be excluded from competing for
such procurements. Situations considered to be restrictive of
competition include, but are not limited to, a) placing unreasonable
requirements on firms in order for them to qualify to do business, b)
requiring unnecessary experience and excessive bonding, c)
noncompetitive pricing practices between firms or between affiliated
companies, d) noncompetitive contracts to consultants that are on
retainer contracts, €) organizational conflicts of interest, f) specifying
only “brand name” products instead of allowing “an equal” product to
be offered and describing the performance or other relevant
requirements of the procurements and g) any arbitrary action in the
procurement process.

Wilkin County may use time and material type contracts only after a
determination that no other contract is suitable, and, if the contract
includes a ceiling price that the contractor exceeds at its own risk.
Time and material type contract means a contract whose cost to
Wilkin County is the sum of a) actual cost of materials and b) direct
labor hours charged at fixed hourly rates that reflect wages, general
and administrative expenses and profit. Since the formula generates
an open-ended contract price, a time and materials contract provides
no positive profit incentive to the contractor for cost control or labor
efficiency. Therefore, each contract will have a ceiling price that the
contractor exceeds at its own risk. Further, Wilkin County will assert
a high degree of oversight in order to obtain reasonable assurance that
the contractor is using efficient methods and effective cost controls.
Wilkin County will be responsible, in accordance with good
administrative practice and sound business judgement, for the
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settlement of all contractual and administrative issues arising out of
procurements. These issues include but are not limited to, source
evaluation, protests, disputes and claims.

. Ethics

County employees, officers and agents in a position to procure goods
or services will abide by the County’s Ethics and Conflict of Interest
policy. This provision includes an employee’s documentation of
potential and actual conflicts of interest. County employees, officers
or agents must neither solicit nor accept any payment of expense,
compensation, gift reward, gratuity, favor, service or promise of future
employment or any other future benefit from any source except the
County for any activity related to the duties of the employee unless
otherwise provided by law. County employees, officers or agents
must neither solicit nor accept anything of monetary value from
contractors or parties to subcontractors.

Wilkin County dogs not have any affiliate organizations but is aware
that it is responsible for maintaining written standards of conduct
covering organizational conflicts of interest. Organizational conflicts
of interest means that because of relationships with an affiliate or
subsidiary organization, Wilkin County is unable or appears to be
unable to be impartial in conducting a procurement action involving a
related organization.

If an employee purchases or contracts for goods or services contrary to
County policy, the purchase shall be void. In accordance with State
laws, the Department Head shall be personally liable for the cost of the
order or contract. If the order or contract has already been paid for out
of County funds, the amount may be recovered by appropriate action.

. Procurement of Commodities and Services

Contracts Defined: A “contract” means an agreement entered into by
Wilkin County for the sale or purchase of supplies, materials,
equipment or rental thereof, or the construction, alteration, repair or
maintenance of real or personal property.

Due to potential County liability, all new service contracts or
agreements, regardless of amount, shall have a legal review by the
Wilkin County Attorney and require County Board approval. The
County must award contracts only to responsible contractors
possessing the ability to perform successfully under the terms and
conditions of a proposed procurement. Consideration will be given to
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such matters as contractor integrity, compliance with public policy,
record of past performance, and financial and technical resources.

Consideration will be given to consolidating or breaking out
procurements to obtain a more economical purchase.

Budgeted funds must be available before a purchase commitment is
made. If sufficient funds are not available, a reallocation or additional
appropriation request must be submitted to the County Board.

Micro-Purchases

Contracts $1 - $10,000 (or $2,000 in the case of acquisitions for
construction subject to the Davis Bacon Act): To the extent
practicable, Wilkin County will distribute micro-purchases equitably
among qualified suppliers. Micro-purchases may be awarded without
soliciting competitive quotations if Wilkin County considers the price
to be reasonable. Competitive bidding is not required and department
heads or their designee (s) shall handle purchases for commodities if
price is considered reasonable. Purchases may be made on the open
market, and may be procured using a County issued credit card if
applicable and within the holder’s limit. The County shall make an
effort to ensure the lowest acceptable price is received; a minimum of
two verbal quotes is preferred, but not required. Any quotation support
shall be maintained by the department for a period of at least one year
in accordance with M.S. 471.345, Subd. 5.

The County shall make an effort to ensure the lowest acceptable price
is received; a minimum of two verbal quotes is preferred, but not
required. Department heads will ensure that the price is fair and
reasonable. Purchases will not be split to avoid competition. Any
quotation support shall be maintained by the department for a period
of at least one year in accordance with M.S. 471.345, Subd. 5.

Small Purchases

Contracts $10,001 - $25,000: All purchases, which exceed $10,000
must be approved by the County Board of Commissioners prior to the
purchase. A minimum of two written or verbal quotes is required.
Department heads or their designee(s) are responsible for initiating the
procurement process and complying with procurement policies and
procedures. Each department will maintain supporting quotation
documents for a period of at least one year in accordance with M.S.
471.345, Subd. 5.
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Contracts $25.001 - $175,000: Upon approval by the County Board,
procurement may be by either sealed bids or direct negotiations.
Procurement of commodities may be made either through bid process
or by direct negotiation. The County must consider the availability,
price and quality of supplies, materials, or equipment available
through the state’s cooperative purchasing venture before purchasing
through another source, per M.S. 471.345 sub. 15. In a direct
negotiation, a “Request for Quote” will be prepared and distributed to
vendors. The County shall attempt to obtain a minimum of two quotes.
All quotes must be written and will be scanned for retention, and all
parties will be notified in writing of the outcome. The department will
maintain supporting quotation documents for a period of at least one
year in accordance with M.S. 471.345, Subd. 5.

Formal Sealed Bids

Contracts exceeding $175,000: The County must consider the
availability, price and quality of supplies, materials, or equipment
available through the State’s cooperative purchasing venture before
purchasing through another source, per M.S. 471.345, Subd. 15. If
purchases through the State’s cooperative purchasing agreement are
not feasible, the County shall undergo a formal sealed bid process.
Under the sealed bid process the following conditions will be met: a) a
complete, adequate and realistic specification or purchase description
will be available, b) two or more responsible bidders are willing and
able to compete effectively for the business and c) 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 price.

Further, if sealed bids are used, the following requirements will apply:
a) bids must be solicited from an adequate number of known
suppliers, providing them sufficient response time prior to the date set
for opening the bids by the County; the invitation for bids will be
publically advertised, b) the invitation for bids, which will include any
specifications and pertinent attachments, must define the items or
services in order for the bidder to properly respond, and c) all bids will
be opened at the time and place prescribed in the invitation for bids;
the bids will be opened publicly.

Bids will be publicly solicited and a firm fixed price contract (lump
sum or unit price) will be awarded to the responsible bidder whose bid,
conforms to all the material terms and conditions of the invitation for
bids and, is the lowest in price. This firm fixed price contract award
will be made in writing to the lowest responsive and responsible
bidder. Where specified in the bidding documents, factors such as
discounts, transportation cost and life cycle costs must be considered
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in determining which bid is lowest. Payment discounts will only be
used to determine the low bid when prior experience indicated that |
such discounts are usually taken advantage of, and all bids may be
rejected if there is a sound documented reason.

Procurements in Excess of the Simplified Acquisition Threshold:
Wilkin County will perform a cost or price analysis in connection with
every procurement action in excess of the Simplified Acquisition
Threshold including contract modifications. The method and degree
of analysis is dependent on the facts surrounding the particular
procurement situation, but as a starting point, Wilkin County will
make independent estimates before receiving bids or proposals.

The cost plus a percentage of cost and percentage of construction cost
methods of contracting must not be used.

Any contract for the procurement of a biddable service in excess of
$175,000 annually shall be approved by the County Board. All service
contracts shall be maintained and reviewed periodically for relevance
and applicability.

County Board approval is required for public advertisement for the
receipt of sealed bids. Final bid award will be made by the County
Board, and the contract will be approved by the County Board.

. Value Engineering

Wilkin County encourages the use of value engineering, a systematic
and creative analysis of each contract item or task to ensure that its
essential function is provided at the overall lower cost, clauses in
contracts for construction projects of sufficient size to offer reasonable
opportunities for cost reductions.

. Procurement by Competitive Proposals, Including, But Not Limited
To, Large Intellectual in Nature Type Contracts Such As Architectural
Or Engineering

The technique of competitive proposals is normally conducted with
more than one source submitting an offer, and either a fixed price or
cost reimbursement type contract is awarded and is generally used
when conditions are not appropriate for the use of sealed bids.

When this method is used the following requirements will apply: a)
requests for proposals must be publicized and identify all evaluation
factors and their relative importance; any response to publicized
requests for proposals must be considered to the maximum extent
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practical, b) proposals must be solicited from an adequate number of
qualified sources, c) there will be a written method for conducting
technical evaluations of the proposals received and for selecting
recipients, d) contracts will be awarded to the responsible firm whose
proposal is most advantageous to the program, with price and other
factors considered, and ) Wilkin County will use competitive
proposal procedures for qualifications-based procurement of
architectural/engineering (A/E) professional services whereby
competitors’ qualifications are evaluated and the most qualified
competitor is selected, subject to negotiation of fair and reasonable
compensation. This method, where price is not used as a selection
factor, can only be used in procurement of A/E professional services.
It cannot be used to purchase other types of services though A/E firms
are a potential source to perform the proposed effort.

G. Contract Renewals

A department head or their designee(s) is granted the authority to
renew a contract provided that the only changes are to the terms of the
contract (i.e., length of service, charges). Should the contract contain
changes in the verbiage of the contract or in the description of services
provided, the renewal must be treated as a new contract and follow
procedures detailed in this policy. In order to ensure appropriate
oversight by the County Board, all renewals shall be presented to the
County Board for review.

County Issued Credit Cards

The County has elected to issue certain County employees a County credit card under
M.S. 375.171. The Request for County Issued Credit Card form will be completed by
the department head and submitted to Auditor-Treasurer for processing. Credit limits
and approval will be set by the Board of Commissioners without exception. Purchases
exceeding these limits will not be allowed; personal use of the credit card is
prohibited. See the Wilkin County Credit Card Policy for additional guidance.

Leases

Prior to seeking County Board approval, any department considering entering into a
lease or purchase shall consider and evaluate the potential benefit of direct purchase
over a lease to avoid unnecessary purchases or the acquisition of duplicative items.
Consideration will be given to consolidating or breaking out procurements to obtain a
more economical purchase. Further, the department shall consult with the Wilkin
County Attorney to ensure no similar lease is already in place and to ensure the best
pricing can be obtained.
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Exceptions to Bidding

A. Cooperative Purchases

Wilkin County is a member of the Joint Purchasing Cooperative with
the State of Minnesota and the National Joint Powers Alliance (NJPA)
and Resource Training & Solutions. Purchases from State of
Minnesota contracts, NJPA and Resource Training & Solutions are
excluded from bid process procedures, but are still required to obtain
County Board approval.

Wilkin County encourages all departments to utilize state and
nationwide contracts to promote cost effective use of shared services.
All departments are encouraged to use Federal excess and surplus
property in lieu of purchasing new equipment and property whenever
such use is feasible and reduces project costs.

B. Sole Source/Brand Procurement

An exception to the standard bid process may be granted based on the
following:

1) Only a single company or organization can supply the needed
product or service.

2) Only a single “brand/model” will meet the department’s
technical/functional requirements.

3) The Federal awarding agency or pass through entity, expressly
authorizes noncompetitive proposals in response to a written
request from Wilkin County, or

4) After solicitation of a number of sources, competition is
determined inadequate.

Sole source requests should not be made unless the department is
confident that the request is reasonable, appropriately justified to meet
the County’s requirements, and can withstand a possible audit or other
public scrutiny. Sole source/brand purchasing minimizes or eliminates
competition and should be avoided whenever possible. These
purchases are excluded from standard bid process procedures, but are
still required to obtain County Board approval.

C. Emergencies

A valid emergency is one where the items purchased or services
provided are immediately necessary for the continued operation of the
office or department involved; OR are immediately necessary for the
preservation of life or property. An emergency need is one that could
not have been foreseen. Failure to submit a requisition on time does
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not constitute a valid emergency. The County shall comply with M.S
375.21 and 375.22 for emergency procurements.

Contract Provisions for non-Federal Entity Contracts Under Federal Awards.

Wilkin County incorporates all aspects of Appendix II to Part 200, including but not
limited to, a) contracts for more than the Simplified Acquisition Threshold, b)
cancellations of contracts in excess of $10,000, c) Equal Employment Opportunity, d)
Davis-Bacon Act, as amended, e) Contract Work Hours and Safety Standards Act, f)
Rights to Inventions Made under a Contract or Agreement, g) Clean Air Act, h)
Debarment and Suspension, i) Byrd Anti-lobbying Amendment and j) Section
200.322 Procurement of recovered materials. For details, see Exhibit A.

Further, Wilkin County will abide by the provisions listed in 180.300 regarding
verification that a specific person or business is not excluded or disqualified by 1)
checking System for Award Management (SAM) exclusions; or 2) collecting a
certification from that person or business; or 3) adding a clause or condition to the
covered transaction with that person or business.

Debarment and Suspension (E.O. 12549 and O.0. 12689): For all contracts, Wilkin
County shall obtain from the contractor a certification, or a confirmation from the
https://www.sam.gov/ website, that neither the contractor nor any of its principal
employees are listed on the Excluded Parties List System in SAM. If a match is
found, the purchaser will not process the requisition. All results of searches will be
documented or attached to the filed paperwork for verification of search.
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References for the Administrative Policy Manual - Contracts

Minn. Stat. § 373.01 - Delineates powers and duties of a county, including
requirements for bidding on contracts for the sale, lease, or conveyance of real and
personal property owned by the county

Minn. Stat. § 373.02 - Delegates authority to execute written documents to Board
Chair and Board Clerk (County Administrator)

Minn. Stat. § 375.21 - Addresses bid and bond requirements for work or labor
purchase of furniture, fixtures, other property; construction or repair of roads,
bridges, or buildings

Minn. Stat. § 471.345 - Uniform Municipal Contracting Law

Minn. Stat. § 471.59 - Provides basic statutory framework for joint operations
between units of government

Minn. Stat. § 160.17 - Road construction requirements

Minn. Stat. § 162.04 - Final payment on applicable highway projects

Minn. Stat. § 290.92 — Tax withheld on wages

Minn. Stat. § 574.26 - Performance and payment bonds requirements for contracts in
excess of $75,000 for the doing of any public work

Code of Federal Regulations (CFR) Title 200 — Uniform Administrative
Requirements, and all amendments thereto

Code of Federal Regulations (CFR) Part 200, Appendix II to Part 200 - Contract
Provisions for Non-Federal Entity Contracts Under Federal Awards, and all
amendments thereto
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Procurement Policy Exhibit A

Guideline for Contract Provisions for non-Federal Entity Contracts Under
Federal Awards
1. Provisions Included in all Contracts

a. Remedies: All contracts in excess of the simplified acquisition
threshold fixed at 2 CFR § 200.88 (currently $250,000, unless other
thresholds are set by certain Federal agencies) shall contain
contractual provisions or conditions that allow for administrative,
contractual, or legal remedies in instances which a contractor violates
or breaches the contract terms.

b. Termination: All contract in excess of $10,000 shall contain suitable
provisions for termination by Wilkin County, including manner by
which it will be effected and the basis for settlement. In addition, such
contracts shall describe the conditions under which the contract may
be terminated for default as well as conditions where the contract may
be terminated due to circumstances beyond the control of the
contractor.

c. Equal Employment Opportunity: All contracts must contain a
provision requiring compliance with Executive Order 11246, “Equal
Employment Opportunity,” as amended by EO 11375, “Amending
Executive Order 11246 Relating to Equal Employment Opportunity,”
and implementing regulations at 41 CFR part 60, “Office of Federal
Contract Compliance Programs, Equal Employment Opportunity,
Department of Labor.”

d. Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required
by Federal program legislation, all prime construction contracts in
excess of $2,000 awarded by non-Federal entities must include a
provision for compliance with the Davis-Bacon Act (40 U.S.C. 3141-
3144, and 3146-3148) as supplemented by Department of Labor
regulations (29 CFR Part 5, “Labor Standards Provisions Applicable
to Contracts Covering Federally Financed and Assisted
Construction”). In accordance with the statute, contractors must be
required to pay wages to laborers and mechanics at a rate not less than
the prevailing wages specified in a wage determination made by the
Secretary of Labor. In addition, contractors must be required to pay
wages not less than once a week. The non-Federal entity must place a
copy of the current prevailing wage determination issued by the
Department of Labor in each solicitation. The decision to award a
contract or subcontract must be conditioned upon the acceptance of
the wage determination. The non-Federal entity must report all
suspected or reported violations to the Federal awarding agency. The
contracts must also include a provision for compliance with the
Copeland “Anti-Kickback™ Act (40 U.S.C. 3145), as supplemented by
Department of Labor regulations (29 CFR Part 3, “Contractors and
Subcontractors on Public Building or Public Work Financed in Whole
or in Part by Loans or Grants from the United States™). The Act
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provides that each contractor or subrecipient must be prohibited from
inducing, by any means, any person employed in the construction,
completion, or repair of public work, to give up any part of the
compensation to which he or she is otherwise entitled. The non-
Federal entity must report all suspected or reported violations to the
Federal awarding agency.

Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-
3708): [Where applicable] All contracts awarded by Wilkin County in
excess of $100,000 for contracts that involve the employment of
mechanics or laborers shall include a provision for compliance with
40 U.S.C. 3702 and 3704, as supplemented by Department of Labor
regulations (29 CPR part 5). Under 40 U.S.C. 3702 of the Act, each
contractor must be required to compute the wages of every mechanic
and laborer on the basis of a standard work week of 40 hours. Work in
excess of the standard work week is permissible provided that the
worker is compensated at a rate of not less than one and a half times
the basic rate of pay for all hours worked in excess of 40 hours in the
work week. The requirements of 40 U.S.C. 3704 are applicable to
construction work and provide that no laborer or mechanic must be
required to work in surroundings or under working conditions which
are unsanitary, hazardous or dangerous. These requirements do not
apply to the purchases of supplies or materials or articles ordinarily
available on the open market, or contracts for transportation or
transmission of intelligence.

Rights to Inventions Made Under a Contract or Agreement:
Contracts or agreements for the performance of experimental,
developmental, or research work shall provide for the rights of the
Federal Government and Wilkin County in any resulting invention in
accordance with 37 CPR part 401, "Rights to Inventions Made by
Nonprofit Organizations and Small Business Firms Under
Government Grants, Contracts and Cooperative Agreements," and any
implementing regulations issued by the awarding agency.

. Clean Air Act (42 U.S.C. 7401-7671q) and the Federal Water
Pollution Control Act (33 U.S.C. 1251-1387, as amended:
Contracts and sub-awards of amounts in excess of $150,000 shall
contain a provision that requires the recipient to agree to comply with
all applicable standards, orders or regulations issued pursuant to the
Clean Air Act (42 U.S.C. 7401 et seq.) and the Federal Water
Pollution Control Act, as amended (33 U.S.C. 1251 et seq.).
Violations shall be reported to the Federal awarding agency and the
Regional Office of the Environmental Protection Agency (EPA).

. Debarment and Suspension (Executive Orders 12549 and 12689)—
A contract award (see 2 CFR 180.220) must not be made to parties
listed on the government-wide exclusions in the System for Award
Management (SAM), in accordance with the OMB guidelines at 2
CFR 180 that implement Executive Orders 12549 (3 CFR part 1986
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Comp., p. 189) and 12689 (3 CFR part 1989 Comp., p. 235),
“Debarment and Suspension.” SAM Exclusions contains the names of
parties debarred, suspended, or otherwise excluded by agencies, as
well as parties declared ineligible under statutory or regulatory
authority other than Executive Order 12549.

Byrd Anti-Lobbying Amendment (31 U.S.C. 1352): For all
contracts or Sub-grants of $100,000 or more, Wilkin County shall
obtain from the contractor or sub-grantee a certification that it will not
and has not used Federal appropriated funds to pay any person or
organization for influencing or attempting to influence an officer or
employee of any agency, a member of Congress, officer or employee
of Congress, or an employee of a member of Congress in connection
with obtaining any Federal contract, grant or any other award covered
by 31 U.S.C. 1352. Each tier must also disclose any lobbying with
non-Federal funds that takes place in connection with obtaining any
Federal award. Likewise, since each tier provides such certifications
to the tier above it, Wilkin County shall provide such certifications in
all situations in which it acts as a sub-recipient of a sub-grant of
$100,000 or more.

Procurement of Recovered Materials: Wilkin County and its
contractors shall comply with section 6002 of the Solid Waste
Disposal Act, as amended by the Resource Conservation and
Recovery Act. The requirements of Section 6002 include procuring
only items designated in guidelines of the Environmental Protection
Agency (EPA) at 40 CFR part 247 that contain the highest percentage
of recovered materials practicable, consistent with maintaining a
satisfactory level of competition, where the purchase price of the item
exceeds $10,000 or the value of the quantity acquired during the
preceding fiscal year exceeded $10,000; procuring solid waste
management services in a manner that maximizes energy and resource
recovery; and establishing an affirmative procurement program for
procurement of recovered materials identified in the EPA guidelines.
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Accounting Policies and Procedures Manual

AUTOMATED CLEARING HOUSE RECEIPT POLICY

Policy

It is the policy of the county to accept payments for property tax, retiree insurance,
revolving loan repayments, and other types of payments through Automated Clearing
House (known as ACH), as per M.S. 471.381.

Procedure
Each day the County Auditor-Treasurer or a Deputy County Treasurer accesses the
State of Minnesota Magic Fund and Bremer Bank websites and prints a summary page

from each for the electronic payments received. The funds are receipted in
appropriately.
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Accounting Policies and Procedures Manual

FEES CHARGED POLICY

Purpose
This policy is to create a guidance on fees charged by Wilkin County departments.
Policy

All fees and services charged must be County Board approved. Each department is
responsible for a fee schedule. The fee schedule should be submitted to the County
Auditor-Treasurer and will be approved annually.
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Accounting Policies and Procedures Manual

GIFTS AND CONTRIBUTIONS POLICY

Purpose

This policy is to create a guidance on gifts and contributions received by Wilkin
County departments.

Policy

The County Board must approve acceptance of gifts and contributions according to
M.S.375.26.

Procedure
All gifts and contributions received must be approved by the County Board of

Commissioners and recorded in the official meeting minutes, regardless of amount or
fair market value of property.
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RECEIPTS POLICY

Purpose

This policy is designed to create a uniform receipting structure in order to prevent the
loss of County assets, improve efficiency between departments and the County
Auditor-Treasurer’s Office and to create accountability for departments who receipt
monies. The general purposes for cash management are (a) to maximize the revenue
accruing to the county through the investment of County funds and trust monies to
the extent allowed by law; (b) minimize the clerical efforts required to handle,
process, and account for all monies received; (¢c) maximize the accountability for
monies received.

Policy

It is the policy of the county that all monies at a minimum must be deposited to the
County Auditor-Treasurer’s Office once a week but preferably on a daily basis using
appropriate account codes. Each department head will be accountable and held
responsible for the safekeeping of all monies received by their respective office(s)
and the prompt transfer to the Auditor-Treasurer.

Procedure

1. Any cash and/or checks are receipted in on pre-numbered miscellaneous
receipt by the Auditor’s Office and the money and receipt are taken to the
Treasurer’s Office.

2. Receipts are entered into the daily batch by the Treasurer's Office.

3. The drawer is balanced on a daily basis by the Treasurer’s Office. After
balancing, a daily bank deposit is prepared and deposited in the bank.

4. Receipts are posted daily/weekly to a batch in IFS by the Auditor’s Office
with the exception of Family Services, which posts their own receipts. After
receipts are posted, an edit report is run and proofed.

5. The receipts totals are reconciled between the Auditor’s Office and the
Treasurer’s Office on the 15" and end of each month.

6. Coding of account numbers are usually provided (large funds — R&B, Family
Services, and Public Health). The Auditor’s Office provides the coding for
the all other receipts using the proper account codes that follow COFAR
guidelines and other accounting standards.

7. The County Auditor-Treasurer’s Office will review account activity to see
that all account and descriptions are accurate. Any errors are noted and
corrected by the County Auditor-Treasurer’s Office.

8. The County follows the State of Minnesota retention schedule for Receipts.
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Meeting the guidelines or other criteria established in this policy or applicable
law does not guarantee the award of a business subsidy; determinations to
approve or reject assistance to projects will be made by the County on a case-by-
case basis, taking into consideration all aspects of the specific project.
Furthermore, the approval or denial of assistance to one project is not intended
to set precedent for approval or denial of assistance to another project. The
County reserves the right, in its sole judgment and discretion, to approve or deny
assistance to a project based on the merits of the project and the overall benefit
of the project to the community, using this policy and the criteria contained
herein as the means of measuring overall public benefit.

Any applicant who is not in good standing with the County, in regards to any
licenses, fees, property taxes, or other specific County charges, will not be
considered for business subsidies.

Business subsidies granted by the County must satisfy all requirements of the Act.
The County shall require the recipient to certify that it is eligible to receive a business
subsidy.

Whenever possible, it is the County’s intent to coordinate the use of business
subsidies with other applicable taxing jurisdictions.

The County shall have the option of amending or waiving sections of this policy and
criteria when determined necessary or appropriate in the public interest. The Act
permits the County to deviate from this policy by documenting in writing the
reason(s) for the deviation and attaching a copy of the document to the County’s next
annual report to DEED.

Procedure

Definition of “Business Subsidy”

The Act requires a policy establishing criteria for granting business subsidies be in
place before a County grants assistance of $25,000 or more on a business loan or
guarantee of $75,000 or more, and establishes limited reporting requirements for
assistance above such thresholds.

The following types of assistance having a value in excess of $150,000 are defined
as a “business subsidy” within the Act and are subject to additional procedural
requirements, including public notice, a public hearing and extensive reporting
requirements:

1. Loans;
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2. QGrants;

Contributions of personal property, real property, or infrastructure;

4. The principal amount of a loan at rates below those commercially
available to the recipient;

5. Reductions or deferrals of taxes or fees;

Guarantees of any payment under any loan, lease, or other obligation; or,

7. Preferential use of government facilities.

(8]

o

Financial Assistance Not Considered a Business Subsidy

Under the Act, the following forms of financial assistance are not a business subsidy:

1.
2.

~

10.
11
12.
13.
14.

15.

16.

17.

A business subsidy of less than $150,000.

Assistance that is generally available to all businesses or to a general class
of similar businesses, such as a line of business, size, location, or other
general criteria.

Public improvements to buildings or lands owned by the state or local
government that serve a public purpose and do not principally benefit a
single business or defined group of businesses at the time the improvements
are made.

Redevelopment property polluted by contaminants as defined in M.S.
116J.552, subd. 3.

Assistance provided for the sole purpose of renovating old or decaying
building stock or bringing it up to code, and assistance provided for
designated historic preservation districts, provided that the assistance is
equal to or less than 50% of the total cost.

Assistance to provide job readiness and training services if the sole purpose
of the assistance is to provide those services.

Assistance for housing.

Assistance for pollution control or abatement, including assistance for a tax
increment financing hazardous substance sub-district as defined under M.S.
469.174, subd. 23;

Assistance for energy conservation.

Tax reductions resulting from conformity with federal tax law.

Workers’ compensation and unemployment compensation.

Benefits derived from regulation.

Indirect benefits derived from assistance to educational institutions.

Funds from bonds allocated under M.S. 474A, bonds issued to refund
outstanding bonds, and bonds issued for the benefit of an organization
described in section 501(¢)(3) of the Internal Revenue Code of 1986,

as amended through December 31, 1999;

Assistance for collaboration between a Minnesota higher education
institution and a business.

Assistance for a tax increment financing soils condition district as

defined under M.S. 469.174, subd. 19.

Redevelopment when the recipients’ investment in the purchase of the site
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18.
19.
20.
21.
22.

23.

and in site preparation is 70 percent or more of the assessor’s current years
estimated market value.

General changes in tax increment financing law and other general tax
law changes of a principally technical nature.

Federal assistance until the assistance has been repaid to, and reinvested
by, the state or local government agency;

Funds from dock and wharf bonds issued by a seaway port authority;
Business loans and loan guarantees of $150,000 or less;

Federal loan funds provided through the United States Department

of Commerce, Economic Development Administration; and

Property tax abatements granted under M.S. 469.1813 to property that is
subject to valuation under Minnesota Rules, Chapter 8100.

Objectives of Business Subsidies

In accordance with the Act, the County will consider granting business subsidies to
assist private development projects to achieve one or more of the following
objectives, which may include, but may not be limited to, increasing the tax base:

1.

2.
3.

To retain local jobs and/or increase the number and diversity of jobs that
offer stable employment and/or attractive wages and benefits.

To enhance and diversify the County of Wilkin’s tax base.

To encourage additional unsubsidized private development in the area,
either directly or indirectly through “spin off”’ development.

To achieve development on sites that would not be developed without
business subsidies assistance.

To remove blight and/or encourage development of commercial and
industrial areas in the county that result in higher quality development or
redevelopment and private investment.

To offset increased costs of development of specific properties when

the unique physical characteristics of the site may otherwise preclude
private investment.

To create opportunities for the construction, operation and maintenance of
affordable housing.

Evaluation Criteria

The County recognizes that the award of a business subsidy may serve a variety of
public purposes of varying importance depending upon the specific project
facilitated by the subsidy. The degree of importance to be attached to various public
purposes that may be served by a particular project must therefore involve the
exercise of sound judgment after weighing all relevant criteria as identified herein.

L.

Minimum Criteria. A recipient receiving a business subsidy from the County
shall create/retain a minimum of three full-time equivalent job per $100,000
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in business subsidy AND/OR invest $500,000 in capital improvements per
$100,000 in business subsidy. If the creation or retention of jobs is
determined not to be a goal of a business subsidy, the wage and job goals may
be set at zero. Where creation or retention of jobs is a goal, the specific
number of jobs to be created or retained shall be stated in the subsidy
agreement. Where creation of new jobs is required, those jobs shall have a
wage floor of at least $2.00 per hour over the State minimum wage.

. Other Criteria: In addition to the minimum criteria set forth in Paragraph 1
of this section, the County will evaluate applications for assistance according
to the proposed project’s potential to provide the following public benefits:

a. Tax Base. The net increase in property taxes estimated to be generated by
the project in the first full year of operation per $25,000 of the business
subsidy.

b. Services to the Community. Whether the project will provide services in
the community and the need for such services. For example, the project
may provide health services, retail convenience services such as a grocery
store, or welfare services needed in the community.

c. Non-Developable Property. Whether the project is located on property
which needs but is not likely to be developed or redeveloped because of
blight or other adverse conditions of the property. For example, property
may require remediation due to pollution, and the cost of making the land
available for redevelopment exceeds the fair market value.

d. Design and/or Other Amenity Concessions. Whether, as a result of the
business subsidy, the project will include design and/or amenity features
not otherwise required by law. For example, the project may, at the
request of the County, include landscaping, open space, public trails,
employee work out or day care facilities, which serve a public purpose
but aren’t required by law.

e. Preferred Business. Whether, apart from any needed services to the
community, the project is more compatible with the comprehensive plan
than other permitted uses of the property. For example, the project may
involve a “clean” industry such as a technology or service business, which
is preferred over other permitted uses.

f. Utilization of Existing Infrastructure Investment. Whether and to what
extent the project will utilize existing public infrastructure capacity OR
the project will require additional publicly funded infrastructure
investments.

g. Leveraged Public Funds. For every dollar of business subsidy to be
provided for the project, the minimum amount of private funds which will
be applied towards the capital cost of the project.

h. Spin Off Development. The dollar amount of non-subsidized development
per $25,000 of business subsidy the project is expected to generate in the
surrounding area and the need for and likelihood of such spin off
development.
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3.

4.

i. Growth Potential. Based on recipient’s market studies and plans for
expansion, whether and to what extent the project is expected, within five
years of its completion, to be expanded to produce a net increase of full
time equivalent jobs and of payroll.

j. Direct Monetary Return on Public Investment. Arrangements made or to
be made for the County to receive a direct monetary return on its
investment in the project. For example, the business subsidy may be in the
form of an investment-bearing loan or may involve a profit sharing
arrangement.

k. Other Factors. Depending on the nature of the project, such other factors
as the County may deem relevant in evaluating the project and the
business subsidy proposed for it.

The following principles shall apply to the County’s application of the criteria
contained in this section to an application for assistance:

a. The County may include any other public assistance received, or
to be received, from a grantor other than the County.

b. If the business subsidy is a guaranty, the amount of the business subsidy
may be valued at the principal amount of the guaranteed payment
obligation.

c. Ifthe business subsidy is property, the amount of the subsidy shall be
the fair market value of the property as determined by the County.

d. If the business subsidy is received over time, the County may value
the subsidy at its present value based on a discount rate equal to the
interest rate which the County determines is fair and reasonable under
the circumstances.

e. The County shall determine an appropriate financing structure which
limits future financial risk to the County and its taxpayers.

Business Subsidy Agreements

1.

The County shall require all businesses receiving a business subsidy from the

County to enter into a business subsidy agreement with the County that

requires compliance with the Act’s requirements set forth in Section VII

below, and includes at a minimum, all requirements for a business subsidy

agreement imposed by the Act, including the following:

a.  adescription of the business subsidy, including the amount and type of
subsidy, and type of district if the subsidy is tax increment financing;

b.  a statement of the public purposes for the subsidy;

c. measurable, specific, and tangible goals for the subsidy;

d.  adescription of the financial obligation of the recipient if the goals are
not met;

e. astatement of why the subsidy is needed;

f. acommitment to continue operations in the jurisdiction where the
subsidy is used for at least five (5) years after the benefit date;
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g.  the name and address of the parent corporation of the recipient, if any;
and
h. alist of all financial assistance by all grantors for the project.

2. The subsidy agreement may be incorporated into a broader development
agreement for a project.

Compliance

1. Public Hearings. A public hearing is required for all Business Subsidies from
a local grantor when it exceeds $150,000. This hearing can be held in
conjunction with other public hearings as may be required; however, notice
and other requirements must be in accordance with the Act’s requirements,
including the following:

a. A notice must be published in a local paper of general circulation at least
ten days before the hearing.

b. The notice must identify the location of information about the subsidy,
including a summary of the terms of the subsidy. (This means the subsidy
agreement must be negotiated prior to the hearing).

c. Published notice should be “sufficiently conspicuous in size and
placement to distinguish the notice from surrounding text”

d. The grantor must make the information available in “printed paper copies’
and, if possible, on the Internet.

e. The public notice of any public meeting on a business subsidy agreement
shall include notice that a person with residence in, or the owner of
taxable property in, the County, may file a written complaint with the
County if the County fails to comply with the Act. The notice shall also
state that no such action may be filed against the County for the failure to
comply with the Act unless such written complaint is timely filed with the
County. The written complaint under M.S. 116J.994, subd.11 for failure to
comply with subdivisions 1 to 5 of said statute must be filed with the
County within 180 days after approval of the business subsidy agreement.

2

2. Business Subsidies in the form of grants must be structured as forgivable
loans. For other types of Business Subsidies, the agreement must state the fair
market value of the subsidy to the recipient, including the value of conveying
property at less than a fair market price, or other in-kind benefits to the
recipient.

3. If a Business Subsidy benefits more than one recipient, the County must
assign a proportion of the business subsidy to each recipient that signs the
business subsidy agreement. The proportion assessed to each recipient must
reflect a reasonable estimate of the recipient's share of the total benefits of the
project.
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4. Reporting Requirements. The County shall monitor the progress by the
recipient in achieving the goals contained in the business subsidy agreement,
and the recipient shall cooperate in all respects in meeting the reporting
requirements contained in M.S. 116J.994, subd. 7. A recipient must provide
information regarding goals and results for two (2) years after the benefit date
or until the goals are met, whichever is later. If the goals are not met, the
recipient must continue to provide information regarding the business subsidy
until the subsidy is repaid. The information must be filed on forms developed
by DEED. Copies of the completed forms must be sent to the County and
contain all the information required in M.S. 116J.994, subd. 7. A report must
be filed by the recipient with the County no later than March 1 of each year
for the previous year. The County shall thereafter forward copies of the
recipient’s completed report(s) received to DEED by April 1.

Financial Assistance excluded from the definition of business subsidy will
require reporting to DEED officials in a manner similar to the reporting
required by businesses receiving a Business Subsidy. Financial Assistance
goals will be detailed in a loan agreement or an agreement similar to that of a
Business Subsidy Agreement.

5. Failure to Submit Reports. If the recipient does not submit its report, the
County must mail the recipient a warning within one week of the required
filing date. If, after 14 days of the postmarked date of the warning, the
recipient fails to provide a report, the recipient must pay to the grantor a
penalty of $100 for each subsequent day until the report is filed. The
maximum penalty shall not exceed $1,000.

6. Failure to Meet Goals. Pursuant to M.S. 116J.994, subd. 6, the business
subsidy agreement must specify the recipient's obligation if the recipient does
not fulfill the terms contained in the agreement. At a minimum, the business
subsidy agreement must require a recipient failing to meet subsidy agreement
goals to pay back the assistance plus interest to the County or, at the County’s
option, to the account created under M.S. 116J.551, provided however that
repayment may be prorated to reflect partial fulfillment of the stated goals by
the recipient. The interest rate must be set at no less than the implicit price
deflator for government consumption expenditures and gross investment for
state and local governments prepared by the Bureau of Economic Analysis of
the United States Department of Commerce for the 12-month period ending
March 31 of the previous year. The County, after a public hearing, may
extend for up to one (1) year the period for meeting the wage and job goals
provided in the business subsidy agreement. The County may extend the
period for meeting other goals contained in the business subsidy agreement by
documenting in writing the reason(s) for the extension and attaching a copy of
the document to its next annual report to DEED.
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A recipient that fails to meet the terms of a business subsidy agreement may not
receive a business subsidy from the County for a period of five (5) years from
the date of failure or until a recipient satisfies its repayment obligations,
whichever occurs first. Before the County signs a business subsidy agreement,
the County must check with the compilation and summary report required by
DEED to determine if the recipient is eligible to receive a business subsidy.

Modifications:; Applicability

The foregoing criteria for granting business subsidies may be amended or
supplemented from time to time by the County Commissioners of the County of
Wilkin in accordance with the Act. Any amendments of modifications to the Act
shall amend or modify the terms and definitions of this policy and criteria without
any further actions of the County. Any subsidy agreement relating to a business
subsidy awarded pursuant to the foregoing criteria may provide, to the extent
permitted by the Act, that if the Act is amended, either prospectively or
retroactively, to provide that it does not apply to the business subsidy, then the
subsidy agreement or provisions thereof required by the Act shall no longer be in
effect. The foregoing criteria are intended to apply when the County is itself
awarding a business subsidy or when the County is acting on behalf of other local
government agencies pursuant to a joint powers agreement or otherwise.
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INVESTMENT POLICY

Purpose

The intent of this policy is to define the parameters within which Wilkin County cash
assets are to be managed. This policy shall apply to all funds held or controlled by
Wilkin County or held in custody for others, which are invested in checking, savings,
certificates of deposits, or other investment instruments.

Policy

The County Board shall be responsible for written investment procedures which shall
include an internal control structure designed to ensure that the assets of the County
are protected from loss, theft, error, fraud, or misuse. These procedures apply to all
County funds held or controlled by the Auditor-Treasurer and to several special
checking accounts listed later in these procedures. The County Auditor-Treasurer is
responsible for the updating and reviewing of these written procedures.

The Auditor-Treasurer is responsible for the day-to-day cash flow of money and
investing of all other funds in compliance with Minnesota Statutes, specifically
385.07 and 118A, and this policy. All funds will be invested in such manner as to
maximize return while preserving principal. Cash balances from all funds will be
consolidated to maximize investment earnings. Interest income will be allocated to
the general fund unless otherwise required.

Specific types of investments are permitted by M.S. 118A.04. The Auditor Treasurer
is charged with the responsibility for making County investments according to
Minnesota Statutes. Wilkin County invests funds in the MAGIC Fund, a joint powers
government investment pool which is permitted under M.S. 118A.04 and 118A.05.

The Auditor-Treasurer is authorized by the Board to purchase, transfer, or sell
investments electronically at his/her discretion.

The Auditor-Treasurer is charged with the responsibility of guaranteeing all deposits
are insured or collateralized in accordance with the statutes (M.S. 118A.03), taking
into account peak times with fluctuating cash balances.

Investment Objectives

The primary investment objectives of the County, in priority order, shall be: Legality,
Safety, Liquidity, and Yield.

Legality — Any investment must be determined to be legal, authorized under statute,
and fulfill all applicable collateral requirements.
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Safety — Of utmost importance in the investment program is the protection of the
funds. Investments shall be undertaken in a manner that seeks to ensure the
preservation of capital of the overall portfolio.

Liquidity — Investments shall be structured so the maturity dates concur with the cash
needs to meet anticipated demands.

Yield — The objective would be to design a portfolio which would attain a market rate
of return, when taking into consideration our constraints of safety and liquidity needs.

Custodial Credit Risk

Wilkin County will eliminate investment custodial credit risk by permitting brokers
that obtain investments for the County to hold them only to the extent there is SIPC
(Securities Investor Protection Corporation) and excess SIPC coverage available.

Wilkin County will eliminate deposit investment custodial credit risk by obtaining
pledged collateral for all deposits over the FDIC (Federal Deposit Insurance
Corporation) coverage.

Management of Accounts by the Auditor-Treasurer

The Auditor-Treasurer is responsible for all County banking accounts, except special
purpose accounts referenced later in this policy.

The Auditor-Treasurer is granted the authority to determine which depositories and
investment firms will be designated for County use and who will be signers on these
accounts. At a County Board meeting each February, the Auditor-Treasurer will
present to the Board a list of authorized depositories, along with an investment report
as of December 31 of the prior year, including the securities currently held, cash
balances or market values, interest rates, and confirmation that all collateral
requirements are perfected.

No bank accounts can be opened by employees, other than the Auditor-Treasurer for
investment purposes, in the name or federal ID number of Wilkin County without the
approval of the County Board and the Auditor-Treasurer.

For Internal control purposes, all banking and investment accounts will be set up with
the address of the Treasurer’s Office and, as such, all statements and notices shall be
delivered to them. Statements will then be forwarded within 3 business days to the
department for reconciliation within 30 days of the statement date.

Contflict of Interest

The County Board, Auditor-Treasurer and anyone involved in the investment process,
shall refrain from personal business activity that could conflict with the proper
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execution and management of the investment program, or which could impair their
ability to make impartial investment decisions. They shall also disclose any material
financial interests in financial institutions which conduct business with the County.
The Auditor-Treasurer shall refrain from undertaking personal investment
transactions with the same individual with whom business is conducted on behalf of
the County.

Before engaging in investment transactions with any broker/dealer, the supervising
officer at the securities broker/dealer shall submit a certification annually which states
that the officer reviewed the County investment policies and objectives, as well as
applicable state law, and agrees to disclose potential conflicts of interest or risk to
public funds that might arise out of business transactions between the County and the
broker/dealer.

Special Purpose Accounts

Special purpose accounts are the responsibility of the applicable department head
since they are not under the control of the Auditor-Treasurer. However, wherever
applicable, these accounts will function under these same policies. Each department
having a special purpose account must have written procedures, segregation of duties,
and internal controls to safeguard the funds.
Special Purpose Accounts are:

Environmental Electronics Rebate Account — Bank of the West

Environmental Aluminum Can Recycling Account — Bremer Bank

Wilkin County Recorder — Bell State Bank

Becker Clay Otter Tail Wilkin (BCOW) Checking — Bremer Bank

Christmas Fund — Bremer Bank

Social Welfare Fund — Bank of the West

Civil Process Account — Vantage Bank

Wilkin County Jail — Bremer Bank
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PETTY CASH AND CHANGE FUND POLICY

Purpose

This policy is intended to provide guidelines and procedures for the establishment,
use, and accountability of Petty Cash and Change Funds in the County. The
procedures will outline the methods for Petty Cash and Change Funds; such as, the
reconciling of funds, operating the funds and examples of proper and improper fund
use. Vo department will be allowed to maintain a Petty Cash or Change Fund without
formal authorization by the County Board of Commissioners.

Policy

Petty Cash Funds are established to enable departments to make small emergency
purchases and/or minor business expenses and usually are only a few hundred dollars.
To minimize the mishandling of cash, the County Board of Commissioners approves
these funds only when a department demonstrates the standard payment method
established by the County will not meet the unit’s business needs. If approved, the
department must manage these funds in accordance with the procedure and guidelines
in this policy. Excess and unnecessary cash in departments has an impact on the
County’s risk management; cash in departments increases the risk of loss, fraud, and
embezzlement. Therefore, all Petty Cash and Change Funds are subject to
unannounced audits. In addition, the County Auditor-Treasurer’s Office will
periodically review all authorized departmental cash and change funds to determine if
there continues to be a legitimate need for cash.

Procedure
Definition/Use

1. Petty Cash Funds are established to enable departments to make small
emergency purchases and/or minor business expenses. These funds must
never be commingled with personal funds or IOU’s. These purchases are not
exempt from any legal requirements and County polices.

2. The Change Fund’s sole purpose is for making change for customers
conducting business with the County and should never be used for expenses
or reimbursements. These Funds must also never be commingled with
personal funds or IOU’s.

Petty Cash or Change Fund Information

1. A department head seeking the formation of a Petty Cash Fund or Change
Fund should contact the County Auditor-Treasurer’s Office with their request.
The request should include the purpose of the fund, the fund’s use, the
identification of at least two custodians of the funds, with one being the main
custodian, and a short outline of how the fund will be kept secure.
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2. The number and dollar amount of the cash funds should be kept to a minimum

and must reflect the nature of the fund, size, and number of transactions
probable within a particular department.

Each cash fund will be established and approved through a resolution (brought
by the County Auditor-Treasurer) to the County Board of Commissioners.
This resolution will establish the departments receiving a cash fund, as well
as, their respective amounts (M.S. 375.162 — Imprest Cash Funds).

After the resolution has been passed, the County Auditor-Treasurer’s Office
will create the appropriate cash accounts according to COFARS guidelines
and move funds to the appropriate line items.

Responsibility

1.

Each department head will ultimately be accountable and held responsible for
the safekeeping of all Petty Cash or Change Funds. They should also make
certain there is limited access to all cash funds. The County requires that all
cash funds be maintained in a secure, locked device, or in some other secured
location.

It is the department head’s responsibility to establish, at a minimum, two staff
members to be Custodians of the Petty Cash or Change Fund (one must be
appointed the main Custodian). Each Custodian must be reported to the
County Auditor-Treasurer’s Office at the time of application and any changes
must be reported during the year. It is the Custodian’s responsibility when
dealing with a Petty Cash or Change Fund to monitor and perform the
following tasks:

a. Ensuring Petty Cash Funds are used only for those expenses that are
not possible to use the normal purchasing process

b. Proper use of funds

c. The replenishment of funds excluding Change Funds

d. The full reconciliation of Petty Cash funds on a monthly basis & a
reconciliation of change funds on a daily basis

e. Maintain and receive proper documentation for both receipts and
disbursements

f. The reporting of all instances of loss of funds directly to their
respective department head

g. Completion of the report documenting the loss, as soon as a loss has
been discovered, using the prescribed form.

h. It is the department head’s responsibility to ensure the funds are used
in the manner described in the County’s policy. If payment is made
that is not in compliance with this policy or other County policies, the
fund’s Custodian will be personally responsible for the difference and
may be discharged from Custodian responsibilities.
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Documentation

1. Proper documentation is required for all Petty Cash transactions.
Documentation must include, but is not limited to, the following:

Amount withdrawn

Recipient’s signature

Purpose/description of the transaction

Date of the transaction

Original invoice or other supporting documentation

f. A Custodian’s signature

2. Each request for reimbursement via Petty Cash must be submitted on a
voucher by the employee making the request. This will be the evidence of the
transaction.

3. The Custodian will then compare the voucher with an invoice/receipt
(provided by the employee) and any other documentation to ensure accuracy
and appropriateness of the distribution.

4. If the voucher is satisfactory, pay the approved petty cash amount, and stamp
or mark the invoice paid and place vouchers and documentation in the Petty
Cash drawer or lockbox.

opo e

Replenishment

When the Petty Cash Fund is reduced significantly, the main Custodian will perform
a reconciliation of the fund. The second Custodian will do a final verification. The
Custodians will send a voucher to the County Auditor-Treasurer’s Office for
replenishment. The claim should include the following:

List of the individual expenses the fund paid

Proper expense account code

Original invoices supporting all transaction

Overages and Shortages

Both overages and shortages should be noted and tracked using the prescribed form
through the life of the fund by the custodians and then reviewed and certified by a
Supervisor or Department Head. If there appears to be a growing pattern or anything
that is unusual or strange about the overages and shortages, immediate action will be
taken by the Wilkin County Auditor-Treasurer.

Auditing Petty Cash Funds

1. Each replenishment request (voucher) will be subject to audit by the County
Auditor-Treasurer’s Office in accordance with the Disbursements Policy.

2. All Petty Cash and Change Funds are subject to unannounced audits and/or
counts by the County Auditor-Treasurer’s Office. The Custodian must have
the Petty Cash or Change Fund available at all times. These periodic reviews
are performed to determine whether the department is in compliance with all

Page | 104



County Policy and other Petty Cash and Change Fund rules and regulations.
Any significant findings will be reported to the County Board of
Commissioners during the next regular meeting.

Petty Cash or Change Fund Changes

If it is determined that during the year a Petty Cash Fund needs to be increased,
decreased, or closed, the department head must submit in writing to the County
Auditor-Treasurer’s Office the reason for the change and/or the new amount. The
Auditor-Treasurer’s Office will then seek a new resolution from the County Board of
Commissioners and if passed, make the proper changes.

Reconciling a Petty Cash or Change Fund

1. Petty Cash Fund

a.

b.

Once a month the Main Custodian of the Petty Cash Fund must
perform a reconciliation of the fund.

The Custodian must first add up all the vouchers on an adding
machine tape.

Then add the remaining cash left in the fund.

The total amount of the vouchers, plus the remaining cash left in the
fund, must add up to the established original Petty Cash amount.
After the initial reconciliation is done, the second Petty Cash
Custodian will review and verify the work of the Main Custodian and
sign. If there are any discrepancies, it should be reviewed,
documented, and reported by the appropriate supervisor/department
head.

The Main Custodian will then submit a reconciled Petty Cash report
along with the replenishment form (voucher) to the County Auditor-
Treasurer’s Office.

NOTE: Petty cash must be replenished at the end of the fiscal year so
that expenses will be reflected in the proper accounting period.

2. Change Fund

a.

On a daily basis the Main Custodian of the Change Fund must perform
a reconciliation of the fund.

The Custodian must first add up all cash and checks on hand.

Total all receipts.

Subtract beginning cash (the established funds amount) from the total
cash and checks on hand. The result is the total sales for the day which
must match the total receipts and this will be the deposit for the day.
Starting cash must always be equal to the original Change Fund cash
established during the formation of the fund.
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Proper and Improper Petty Cash or Change Fund Uses

1. Proper Petty Cash Uses

a.
b.
C.

Small emergency and/or miscellaneous purchases

Postage or shipping charges

Other minor supplies that cannot be purchased using the standard
purchasing method

2. Improper Petty Cash Uses

a.

b.

Loans (IOU’s) or advances to employees for personal use from Petty
Cash or Change Funds are not permitted.

No personal checks or third-party checks will be cashed using petty
cash or change funds.

Payments for services performed by employees or non-employees are
not permitted.

Gifts such as flowers for special occasions (birthdays, new baby,
hospitalization, retirements, and rewards) are not permitted.

Travel advances are not permitted.
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Accounting Policies and Procedures Manual

POST-ISSUANCE (GOVERNMENTAL BONDS) COMPLIANCE
POLICIES AND PROCEDURES

Policy

The following policies and procedures were adopted by the County Board of Wilkin
County, Minnesota (the "County") as of the date indicated below with respect to the
governmental bonds of the County, to require, and further ensure, the ongoing
compliance of governmental bonds issued by the County with the Internal Revenue
Code of 1986, as amended (the "Code"), and the Treasury Regulations promulgated
thereunder (the "Regulations"), including the record retention requirements of Code
Section 6001 and Section 1.6001(a) of the Treasury Regulations. Such policy and
procedures were adopted after consultation with Briggs and Morgan, P.A., the bond
counsel ("Bond Counsel"), and David Drown Associates, Inc., the municipal
advisors, to the County and are internal operating procedures to be used by the
County's management in connection with the issuance and sale of all issues of
governmental bonds.

The County Board of the County has the overall, final responsibility for monitoring
whether the County is in compliance with post-issuance federal tax requirements for
the County's governmental bonds. However, the County Board assigns to the County
Auditor of the County the primary operating responsibility to monitor the County's
compliance with post-issuance federal tax requirements for the County's
governmental bonds. The County Auditor may further assign post-issuance
compliance responsibilities to other staff of the County, Bond Counsel, the paying
agent for the bonds, and a rebate analyst. The County Auditor shall provide training
and educational resources to County staff who are responsible for ensuring
compliance with any portion of these policies and procedures.

Procedures

Appropriate Application of Proceeds.

1. The County Auditor shall ensure the timely expenditure of the proceeds of
governmental bonds by monitoring the application of all bond proceeds in
accordance with the source of funds used and in accordance with the documents
related to the issuance of the governmental bonds, including the reimbursement
of pre-issuance expenses.

2. The County Auditor shall ensure the correct calculation and application of bond
proceeds pursuant to the Code by:
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a. confirming that any closing and/or allocation memorandum for the issuance
of the bonds is accurate in the deposits directed thereunder, including
ensuring that bond proceeds are used only for public purposes; and

b. through the draw request process, identifying requested expenditures that
are not eligible expenditures.

3. The County Auditor shall monitor the use of all bond-financed facilities in order

to:
a. determine whether private business uses of bond-financed facilities have
exceeded de minimus limits set forth in Section 141(b) of the Code, and

b. determine whether private security or payments have excluded the
de minimus limits set forth in Section 141(b) of the Code.

Arbitrage Yield Restriction and Rebate Requirements.

- The County Auditor shall monitor and calculate arbitrage, and shall coordinate and
maintain, or cause to be maintained, records of:

1. Computations of the yield on the bonds by the County's financial advisor, and
purchases and sales of investments made with bond proceeds (including
amounts treated as "gross proceeds" of bonds under section 148 of the Code)
and receipts of earnings in those investments;

2. Expenditures made with bond proceeds (including investment earnings on bond
proceeds) for the governmental purposes of the bonds;

3. Calculations that will be sufficient to demonstrate to the Internal Revenue
Service ("IRS") upon an audit of a bond issue that, where applicable, the County
has complied with any available exception to the arbitrage rebate requirement
in respect of that bond issue;

4. Calculations that will be sufficient to demonstrate to the IRS upon an audit of
a bond issue for which no exception to the arbitrage rebate requirement was
applicable, that the rebate amount, if any, was payable to the United States of
America in respect of investments made with gross proceeds of that bond issue,
was calculated and timely paid with Form 8038-T timely filed with the IRS;
and

5. Information and records showing that investments held in yield-restricted
advance refunding or defeasance escrows for bonds, and investments made with
unspent bond proceeds after the expiration of the applicable temporary period,
were not invested in higher yielding investments.
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The County Auditor shall also:

1.

Ensure that any third-party entity tasked with investment responsibility for
governmental bonds is provided with a copy of the tax compliance or arbitrage
certificate for each bond issue and is advised as to all investment restrictions
with respect to the proceeds of and funds related to any governmental bonds
issued by the County;

Cause any funds subject to yield restriction to be segregated;

If necessary, hire an independent contractor annually or every five years, as the
case may be and as required by any arbitrage certificate, to perform all arbitrage
and rebate calculations and to review the County's investment process to ensure
that it is in compliance; and

4. If necessary, consult with Bond Counsel prior to engaging in post-issuance

credit enhancement transactions.

Record Retention Requirements.

It is the policy of the County that, unless otherwise permitted by future IRS
regulations or other guidance, written records (which may be in electronic form) will
be maintained with respect to each bond issue for as long as those bonds remain
outstanding, plus three years. For this purpose, the bonds include refunding bonds
that refund the original bonds and thereby refinance the property that was financed by
the original bonds.

In maintaining electronic storage, the County Auditor will comply with applicable
IRS requirements, such as those contained in Revenue Procedure 97-22.

The records to be obtained and maintained are to include:

The official transcript of proceedings for the original issuance of the bonds
(including ensuring that all applicable documents are included in such
transcript);

Records showing how the bond proceeds were invested, as described in 2
above;

Records showing how the bond proceeds were spent, as described in 1 above,
including, but not limited to, loan documents, construction contracts, draw
requests, invoices, payment of bond issuance costs, and records of "allocations"
of bond proceeds to make reimbursement for project expenditures made before
the bonds were actually issued;

Information, records, and calculations showing that, with respect to each bond
issue, the County was eligible for an exception to the arbitrage rebate
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requirement or, if not, that the rebate amount, if any, that was payable to the
United States of America in respect of investments made with gross proceeds
of that bond issue, was calculated and timely paid with Form 8038-T timely
filed with the IRS, as described in 2 above;

Schedules of all bond-financed facilities, including whether such facilities are
land, buildings, or equipment, economic life calculations, and information
regarding depreciation;

Records and agreements related to any trade or business activities by or with
non-governmental entities or persons with respect to any facilities financed
with the proceeds of governmental bonds, including, but not limited to,
management agreements and leases; and

7. Documentations of all sources of payment or security for the issue.

The basic purpose of the foregoing record retention procedure for the County's
governmental bonds is to enable the County to readily demonstrate to the IRS upon a
questionnaire or an audit of any bond issue that the County has fully complied with
all federal tax requirements that must be satisfied after the issue date of the bonds.

Reissuance.

The following policies relate to compliance with rules and regulations regarding the
reissuance of bonds for federal law purposes.

The County Auditor will:

1.

Identify and consult with Bond Counsel regarding any post-issuance change to
any terms of an issue of bonds which could potentially be treated as a reissuance
for federal tax purposes; and

2. Confirm with Bond Counsel whether any "remedial action" in connection with
a "change in use" (as such terms are defined in the Code and Treasury
Regulations) would be treated as a reissuance for tax purposes and, if so,
confirm the filing of any new Form 8038-G.

Direct Pay Bonds.

In addition to the other requirements herein, should the County issue direct pay
bonds pursuant to Sections 54A through 54F of the Code, the County Auditor shall
also be responsible for:
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. determining the amount of interest payable on each interest payment date and

the proper amount of refundable credit reported on Form 8038-CP;

a. as appropriate, the County Auditor shall compare the interest payment
calculations to any independently-verified report prepared at closing for the
bond issue; and

b. the County Auditor shall approve all disbursements.
preparing and timely filing all Forms 8038-CP;

a. timely filing of Form 8038-CP shall be made to insure that payments are
timely made on the interest payment date and such timely filing is ensured
by the use of a third-party filing agent; and

b. in the case of bond issues with multiple maturities, a separate Form 8038-
CP shall be filed for each maturity;

ensuring all credit payments shall be requested to be made by wire. The County
Auditor is familiar with the wire payment procedures for the County and will
ensure that the Form 8038-CP includes the proper information for payment of
the credit to the proper person; and

alternatively, hiring a third party (the "Filing Agent") who shall be responsible
for the matters in this Section 5 and any other responsibilities set forth in a filing
agent agreement between the County and the Filing Agent.

In addition to the records retained pursuant to Section 3, the records to be obtained and
maintained with respect to direct pay bonds are to include:

1.

information, records, and calculations showing that Forms 8038-CP were
properly prepared and timely filed, as described in (a) above;

all contracts that are subject to the federal Davis-Bacon prevailing wage rules;
and

with respect to Qualified Energy Conservation Bonds, such documents, test
results, audits, and reports obtained by the County that demonstrate that the
final project has achieved a reduction in energy consumption in publicly-owned
buildings by at least 20%.

The County Auditor shall ensure that all contracts let for projects financed with direct
pay bonds shall comply with the federal Davis-Bacon prevailing wage rules.

Taxable Governmental Bonds.

Most of the provisions of these policies and procedures are not applicable to
governmental bonds the interest on which is includable in gross income for federal
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income tax purposes. However, if an issue of taxable governmental bonds is later
refunded with the proceeds of an issue of tax-exempt governmental refunding bonds,
then the uses of the proceeds of the taxable governmental bonds and the uses of the
facilities financed with the proceeds of the taxable governmental bonds will be
relevant to the tax-exempt status of the governmental refunding bonds. Therefore, if
there is any reasonable possibility that an issue of taxable governmental bonds may
be refunded, in whole or in part, with the proceeds of an issue of tax-exempt
governmental bonds then, for purposes of these policies and procedures, the County
Auditor shall treat the issue of taxable governmental bonds as if such issue were an
issue of tax-exempt governmental bonds and shall carry out and comply with the
requirements of these policies and procedures with respect to such taxable
governmental bonds. The County Auditor shall seek the advice of Bond Counsel as
to whether there is any reasonable possibility of issuing tax-exempt governmental
bonds to refund an issue of taxable governmental bonds.

Qualified 501(c)(3) Bonds.

If the County issues bonds to finance a facility to be owned by the County but which
may be used, in whole or in substantial part, by a nongovernmental organization that
is exempt from federal income taxation under Section 501(a) of the Code as a result
of the application of Section 501(c)(3) of the Code (a "501(c)(3) Organization"), the
County may elect to issue the bonds as "qualified 501(c)(3) bonds" the interest on
which is exempt from federal income taxation under Sections 103 and 145 of the
Code and applicable Treasury Regulations. Although such qualified 501(c)(3) bonds
are not governmental bonds, at the election of the County Auditor, for purposes of
these policies and procedures, the County Auditor may treat such issue of qualified
501(c)(3) bonds as if such issue were an issue of tax-exempt governmental bonds and
shall carry out and comply with the requirements of these policies and procedures
with respect to such qualified 501(c)(3) bonds. Alternatively, in cases where
compliance activities are reasonably within the control of the relevant 501(c)(3)
Organization, the County Auditor may determine that all or some portion of the
compliance responsibilities described herein shall be assigned to organization.

Conduit Bonds.

The provisions of these policies and procedures are primarily intended to be
applicable to governmental bonds. However, the County may from time to time issue
qualified 501(c)(3) bonds or other qualified private activity bonds that are not
governmental bonds and loan the proceeds thereof to a nongovernmental organization
that is the obligor on such conduit bonds. Although such conduit bonds are not
governmental bonds, at the election of the County Auditor, for purposes of these
policies and procedures, the County Auditor may treat such issue of conduit bonds as
if such issue were an issue of tax-exempt governmental bonds and shall carry out and
comply with the requirements of these policies and procedures with respect to such
conduit bonds. Alternatively, in cases where compliance activities are reasonably
within the control of the relevant obligor, the County Auditor may determine that all
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or some portion of the compliance responsibilities described herein shall be assigned
to or required of such obligor.

General Requirements.

1.

Periodically, the County Auditor shall consult with Bond Counsel, general
counsel, and financial advisors to the County to determine if any changes to
these procedures are advisable and shall amend these procedures accordingly.

These procedures may be amended or withdrawn from time to time and
constitute internal management procedures for compliance with certain
provisions of the Code and do not constitute and are not intended to be, rules of
the County.
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Accounting Policies and Procedures Manual
REVOLVING LOAN FUND POLICY

Policy
Introduction

The initial capitalization for the RLF is from the State of Minnesota, received
in 2000 as an Economic Recovery Grant. Each loan must document job
creation or retention, which is the public purpose of this program. The RLF is
intended to serve as gap financing tool, as outlined in this document, to invest
in projects which would otherwise lack the required funding.

The Revolving Loan Fund Program is administered by the Wilkin County
EDA, subject to final approval by the Wilkin County Board of
Commissioners. This policy is intended to be used as a procedure for the EDA
to follow in granting and administration of the RLF program.

Purpose and Goals

The purpose of the RLF is to provide financial and technical assistance for the
creation and retention of new employment. These objectives may be
accomplished by the following means:

1. Creation or retention of permanent private-sector jobs in order
to create above-average economic growth;

2. Investment in technology and equipment that increase productivity
and provide for higher wages;

3. Stimulation or leverage of private investment to ensure
economic renewal and competitiveness;

4. Increasing the County tax base;

5. Improvement of the quality of existing jobs, based on increases in
wages or improvements in job duties, training or education
associated with those jobs;

6. Improvement of employment and economic opportunity for
citizens in the region to create a reasonable standard of living;
and

7. Stimulation of productivity growth through improved
manufacturing or new technologies;
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Eligible Expenditures

Funds from the RLF may be used in the following ways as directed by Minn.
Stat. 116J.8731:

1.

Provide loans, loan guarantees, interest buy-downs, and other forms of
participation, ensuring that the loan funds are matched by private
financing.

Fund strategic investments in renewable energy market development.
Expenditures for external marketing for renewable energy market
development are not subject to the matching requirements in above.
Provide entrepreneurs with training, other technical assistance, and
financial assistance as defined by federal guidelines.

Eligible Projects

Assistance will be evaluated on the following criteria as noted in Minn. Stat.
116].8731:

© N

Creation of new jobs or retention of existing jobs, or the improvement of
jobs as measured by wages, skills or knowledge;

Increase in the tax base;

Evidence that the investment of public dollars attracts the use of private
funds;

Evidence that the funded infrastructure or improvement cannot be
completed due to prohibitive costs without the use of public funds;
Higher wage levels and value added to current workforce skills will result
from assistance;

Through technical assistance or financial assistance the project supports
development of microenterprises, as defined by federal guidelines;
Necessity to provide assistance to retain an existing business;

Necessity to provide assistance to attract an out-of-state business; and
The project promotes or advances the green economy.

The assistance must fulfill at least one condition 1-5, even when condition 7 or 8

is met.

Eligible Activities

Wilkin County's Revolving Loan Fund can be used to fund the following
activities:
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Acquisition ofland

Construction or rehabilitation of manufacturing facilities
Site improvements

Utilities or infrastructure

Machinery and Equipment

Workforce development

Working capital

NV AWLD—

Ineligible Activities

Revolving Loan Fund assistance will not fund the following activities:

Operation or expansion of a casino

. Operation or expansion of a store which is solely or principally used for
retail sales

3. For a project related to a sports facility (a building that has a professional

sports team as a principal tenant)

N =

Wage Goals

Businesses receiving RLF assistance, which is provided through the use of
Minnesota Investment Fund dollars, must pay each employee total compensation,
including benefits not mandated by law, that on an annualized basis is equal to at
least 110% of the federal poverty level for a family of four, which as of February
1, 2016 is $12.85 per hour. The federal poverty level changes each year. The
current information can be found on the Minnesota Department of Employment
and Economic Development’s Business Finance MIF website.

Recipients of assistance in excess of $25,000 must provide information
regarding goals and results for two years after the benefit date or until the goals
are met, whichever is less. If the goals are not met, and repayment of assistance
is required, the recipient must continue to provide information on the assistance
is repaid.

Other Eligible Uses of Funds

The County may enter into a Joint Powers Agreement with any MIF eligible
applicant for the establishment of a regional revolving loan fund. The RLF
would be administered by a designated entity named by the Joint Powers
board.
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The County has the authority to grant RLF funds to a regional development
commission to provide the local match required for capitalization of a regional
revolving loan fund. The County does not have the authority to turn over to
another entity, such as a Port Authority, Economic Development Authority,
etc. revolving loan funds for any purpose.

Guidelines For The RLF Portfolio

The RLF portfolio taken as a whole will meet the following standards. At times
individual loans may vary from these standards due to highly unusual
circumstances or overriding factors which may make deviation a necessity.

Following are the guidelines for the RLF portfolio:

1. Project/business to be assisted by the RLF program must be located within
Wilkin County. If the business relocates outside of Wilkin County, the EDA
may require immediate pay off of the loan.

2. A minimum ratio of $15,000 in RLF proceeds per job created (or
retained).

3. Loans must involve a local lender as a greater portion of the financing
package unless otherwise specified by the EDA board.

4. The loan approval is subject to a primary lenders approval.

5. RLF funds may be used for acquisition of land, construction or rehab of
manufacturing or warehouse facilities, site improvements, professional
fees, utility or infrastructure, purchase of machinery and equipment.

6. Eligible businesses must be a "for profit" business.

Financing Policies

1. There will be a minimum loan size of $15,000 and a maximum loan size
of $50,000.

2. The EDA will make a recommendation to the County Board concerning
the term of the loan and payment frequency (monthly, quarterly, etc.)
depending on project need, the expected life of the security, and the
applicant’s ability to repay. The term of the loan will not exceed the
expected life of the asset being used as collateral.

3. Interest rates are to be considered on a case by case basis by the Wilkin
County EDA and subject to final approval by the Wilkin County Board of
Commissioners. Criteria for determining interest rates for the RLF may
include but are not limited to; job creation, need for the business within
the community or county, tax base increases, evaluation of the applicant’s
ability to repay and the necessity of below marketing financing to advance
the project. All loans are made at a fixed interest rated and will be
confirmed by the Board of Commissioners on the day of the loan
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approval.

RLF loans shall not exceed 50% of the total project costs.

Security and personal guaranty requirements will be determined by the
EDA. These requirements shall be consistent with financial industry
standards. The EDA may require personal guarantees and/or co-signors.
Interest earnings or other profits earned from the sale of loans will be
returned to the RLF fund for re-lending.

Costs associated with process the application shall be the responsibility of
the applicant. Actual costs will be charged and due at the time of
application submission. The use of these funds will be to pay the costs
associated with the preparation and structuring of applications and costs
related to conducting an appropriate review of such applications. If the
loan is denied, the application fee will be refunded. All loan fees will be
addressed in the RLF Loan Agreement.

Loans will not be awarded to parties deemed to have a conflict of interest in
accordance with Minn. Stat. 471.87 and 471.88. An actual conflict of interest
shall be deemed to exist when a decision on a RLF loan would compromise a
duty to another party or if special advantage is deemed to occur. Potential
conflict of interests should also be considered.

Application Procedure

Applications for RLF funds will be accepted on a continual basis. All applicants for
RLF funding will be required to complete an application and provide a corresponding
business plan with verifiable data which demonstrates that their proposed projects are
economically feasible, sustainable, and will provide benefits to the area. A copy of
the application which includes supporting information is attached to this plan.

Pre-Application

1.

Completed Business Subsidy Application. Applications will be accepted at
the Wilkin County Auditor’s Office during normal business hours. The
Wilkin County Auditor’s Office is located at 300 5™ Street S, Floor 1,
Breckenridge, MN 56520.

The EDA and County Board of Commissioners will be informed throughout
the application process. If a full application is to be considered, EDA will
evaluate projects based on the County’s Goals found in Section 1.A. The
EDA will review the application and will provide the County Board of a
Commissioners with a recommendation to approve or deny the application.
Following review by the EDA, applications will be presented the County
Board of Commissioners for approval or denial.
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Full Application

The Applicant must provide any supplementary information requested. Additional
information for the Business Loan being requested may include but is not limited to
the following:

A credit report for the applicant.

. A "but for" letter documenting the need that sets forth the financial analysis

demonstrating need for public financing assistance.

3. Letter of feasibility from a bank, lender, or financial advisor, including the
following (where applicable):

Letter of commitment for bank / private financing
Property appraisal if needed,
Applicant's Business Plan

4. Statements addressing environmental review requirements and evidence of

compliance with applicable requirements.

Building and site plans.

6. Property information, including legal description, tax parcel ID number, size
of parcel(s), current market value and estimated market value upon
completion (land and improvements), and map showing exact boundaries of
proposed development.

7. Statement of property ownership or control (e.g., purchase agreements and
contracts).

8. Business financial statements including the past three years of profit/loss
statements and balance sheets.

9. Resumes and personal financial statements of all principals with 20% or more
ownership in the business.

10. List of other development projects the applicant has completed. List the value,
debt load, and lender(s) of each project and note if the applicant has defaulted
on any loan commitment, development or redevelopment agreement, or other
subsidy for any of the projects listed.

11. List other information deemed necessary or desirable by the County Board or

the EDA.

DN =

N

Approval Process

The County EDA will make a finding to the County Board of Commissioners based
upon information presented as to whether the proposed project will be approved or
denied. If approved, the application will be forwarded to the County Board of
Commissioners for their approval or denial.

Once final approval of the RLF loan has been given by the County Board of
Commissioners, the Board of Commissioners will direct county staff to move forward
on all required documents and agreements, including, but not limited to:

1. A Business Subsidy Agreement, if required;

2. A Loan Agreement and Promissory Note;
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3.
4.

Adequate Collateral
Personal Guarantees, if required.

Loan Monitoring

All RLF loans will be monitored to ensure that loan proceeds are spent as identified
in the RLF application, that all other sources of financing have been committed to the
project, and that the benefits of the project, such as job creation, are accomplished as
stated in the RLF application. The County shall provide a description of the
information required and the forms/formats for such reporting.

Requirement for Business Subsidy Agreements

According to Minnesota Statutes 116J.993 and 116].994, adopted by the Legislature
in 1999, any assistance provided to a business, which exceeds $150,000 will require
the authority to enter into a business subsidy agreement A subsidy agreement must
include the following information and requirements:

1.

2.
3.

b

®

10.

A description of the subsidy, including the amount and type of subsidy, and type
of district is the subsidy is tax increment financing;

A statement of the public purpose for the subsidy;

Measurable, specific, and tangible goals for the subsidy, including wage and
job creation goals (or job retention goals, if job loss is imminent and
demonstrable) to be achieved within 2 years of receiving the subsidy;

A description of the recipient's financial obligation if the goals are not met.
The recipient must pay back the assistance with interest if goals are not met,
although pro-ration to reflect partial fulfillment of goals is permitted.

A statement of why the subsidy is needed.

A commitment from the recipient to continue operations at the site for at least
5 years;

The name and address of the parent company of the recipient, if any; and

A list of all other financial assistance to the project;

A requirement for the recipient to provide the Authority and the Department
of Trade and Economic Development with annual information regarding goals
for two years after receiving the subsidy or until the goals are achieved. The
reports must be filed by March 1 for the prior year.

If the business subsidy exceeds $150,000, the Authority must conduct a public
hearing on the subsidy, after providing at least 10 days published notice in the
local newspaper.

Further requirements of the business subsidy agreement include:

Business subsidies in the form of grants must be structured as forgivable
loans.

If a business subsidy benefits more than one recipient, the granter must assign
a proportion of the business subsidy to each recipient that signs a subsidy
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agreement. The portion assessed to each recipient must reflect a reasonable
estimate of the recipient’s share of the total benefits of the project.

3. The recipient and the authority must sign the agreement upon approval by the
local elected governing body.

4. Failure to meet job and wage goals, required to be established in the
agreement, will cause the recipient to repay the subsidy, plus interest. Terms
of repayment must be established in the agreement. The interest rate for
repayment of the subsidy must be set at the implicit price deflator for
government consumption expenditures and gross investment for state and
local governments prepared by the Bureau of Economic Analysis of the
United States Department of Commerce for the 12-month period ending
March 31 of the previous year. However, the guarantor, after a public
hearing, may extend for up to one year the period for meeting the goals
provided in a subsidy agreement.

5. A recipient that fails to meet the terms of a subsidy agreement may not
receive a business subsidy from any granter for a period of five years from the
date of failure or until a recipient satisfies its repayment obligation, whichever
occurs first.

Loan Servicing

Loan closings will be handled by Wilkin County staff and the County Attorney
in conjunction with the attorney of the borrower. '

Loan servicing will be handled by Wilkin County staff in conjunction with the
County's Auditor’s Office. A separate accounting system within the County's
general ledger will be established. A separate account will be established for the
RLF funds. Wilkin County staff will monitor and keep records of all accounts
in terms of repayments and special provisions. Monthly reports should be
generated for all individual loans including principal, interest, fee payments,
etc. in an effort to track delinquencies and overall loan status.

A late fee/penalty of 5% will be assessed for any payments not received within 15
days of the due date.

Delinquency will be handled in a firm yet flexible way with provisions for
modifying or restructuring consistent with program objectives and responsible
money management. Any modifications of loan terms and conditions must be
requested in writing by the applicant and approved by the County Board of
Commissioners. Sample Notices are prescribed as follows:

e Late Notice - to be sent if payment is not received within 15 days of
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the due date and identifies the late fee due with the late payment

e 30 Day Notice - FIRST NOTICE - this notice requires the borrower
to contact your agency to make arrangements for bringing the
payments current

e 60 Day Notice - NOTICE OF DEFAULT & DEMAND FOR
PAYMENT IN FULL - this notice should be sent if satisfactory
arrangements were not made upon receipt by the borrower of the first
notice. If there is no response within 15 days, the loan will be turned
over to the County Attorney for collection efforts.

In general, defaults will be handled on a case by case basis. Specific action,
beyond the above referenced procedure, will depend on the nature and
circumstances, amount and availability of collateral and costs versus benefit of
liquidating assets or other collateral. Any action taken will be handled by RLF
staff and at the direction of the County Board of Commissioners.

Sources of Funding To Cover Administrative Costs

Administrative costs will be financed through a one-time administration fee of
$100 charged to the borrower at the time of closing. Initial administrative costs
will be financed by the County of Wilkin.

Data Privacy

The provision of any information related to any applications for assistance is
guided by Minn. Stat. 13.591, particularly Subd. 1 and 2.

Other

Policy Amendment - With DEED’s approval, the County may amend, modify
change, and/or vary the RLF Policies from time to time as necessary and
appropriate.
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State of Minnesota

County of Wilkin

(Insert Name)

being duly sworn that they are the owner of a certain check number # (insert warrant number)

dated the (insert day)___day of (insert month) , issued by Wilkin County

To In the amount of $ (insert amount)

the check has been lost in the manner following, to-wit:

This check was lost.

Signature

Subscribed and sworn to before me this day of ,

Notary Public

County, MN

My commission expires




WILKIN COUNTY
CAPITAL ASSET ADDITION FORM

Asset Type:

Fund:

Department:

Location:

Item Description:

Serial Number:

Date of Purchase:

Warrant Number:

Vendor Name:

Original Cost:

If Purchase is $10,000 or More, Date of Board Approval:

Estimated Life:

Assigned Capital Asset #:

Other Comments:

Department Head Signature: Date:

Date Added to Capital Assets Program:

Auditor-Treasurer Department Signature:

Date Added to Cost Rite Program (Highway Department):




WILKIN COUNTY
CAPITAL ASSET DISPOSAL FORM

Assigned Capital Asset #:

Reason for Disposal:

Date of Disposal:

Item Description:

Fund:

Department:

METHOLD OF DISPOSAL

0 Trade-in (list new items acquired)

00 Transferred to another department or fund (indicate the fund and department)

00 Transferred to another governmental entity (indicate the entity)

Sale (list type of sale: public sale, sealed bids)

Junked and/or salvaged for parts

Other (explanation)

Location at time of disposal:

Amount Received;

Sold to Whom:

Condition of Property:

Other Comments:

Department Head Signature: Date:
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GASB 34 — REQUIRED GRANT INFORMATION

The following information is necessary for GASB 34 and the Circular No. A-133 Smgle

‘Audit reporting requirements.

Department Name:

Name of Grant:

IFS Fund/Dept/Program:

Name of Person completing this report

Please check the appropriate line or lines and fill in all necessary information.

1. Thisisa

__ Federal grant CFDA# and Name - Agency
___Federal grarit CFDA# and Name
.............. passed thru ((State)Agency & (Grant #))
__. State grant — Agency or Dept
. Local grant (Name of governmental unit)

2. The grant petiod and amount awarded for each- county fi fiscal - calendar year

is / [ through ____ /. / for §
is / / through [/ for $
3. How are funds received? y
— Funds are received upfront [__[monthly, |__|quarterly, |_lannually,
. /.. through / / .

— Funds are received via application for reimbursement.

———

4. What are the Grant comphance requnrements"
. Covers Operating expenses
. Covers Capital expenses (i.e. equipment, land, valued at $5 000 or more, etc.)

5. What are the matching requi_remen’ts?
— No County or Local match required, )
—. Time and miaterials in the amount of $ for the period
] through / /.

_Other:.
6. Other than State Audltor, has there been any State or Federal Agency
review or notices of this program during the cutrent fiscal year? ____ No
—. Yes by - _ . ~

Sieskeiese ok stk ok dskekoR e sk e skeok sk sk ok sk sl sk sk ke ok e sk sk ok sk sk sk sk okl sk sk skl s sk sk sk sk sk ok ksl st sk skl sk sk sk ok sk sk skeok sk sk ok

*  Grant Number Assigned: *
*  Grant Approved by County Board as in Board Mmutes of *

*  Grant Budget Adjustment Approved in the Amount of *
***********************************************************************
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Request for Taxpayer ,
Identification Number and Certification
Department of the Treasury

Inteal Revenue Service » Go to www.irs.gov/FormW9 for instructions and the latest information.
1 Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

Give Form to the
requester. Do not
send to the IRS.

Form

(Rev. October 2018)

2 Business name/disregarded entity name, if different from above

3 Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the | 4 Exemptions (codes ggply only to
following seven boxes. certain entities, not individuals; see
instructions on page 3):

D Individual/sole proprietor or D C Corporation D S Corporation D Partnership D Trust/estate

single-member LLC Exempt payee code (if any)

I:] Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=Partnership) »

Note: Check the appropriate box in the line above for the tax classification of the single-member owner. Do not check | Exemption from FATCA reporting
LLC if the LLC is classified as a single-member LLC that is disregarded from the owner unless the owner of the LLC is code (if any)

another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC that
is disregarded from the owner should check the appropriate box for the tax classification of its owner.

[7] Other (see instructions) »
5 Address (number, street, and apt. or suite no.) See instructions.

Print or type.

See Specific Instructions on page 3.

(Applies to accounts maintained outside the U.S.)

Requester's name and address (optional)

6 City, state, and ZIP code

7 List account number(s) here (optional)

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid

backup withholding. For individuals, this is generally your social security number (SSN). However, for a
resident alien, sole proprietor, or disregarded entity, see the instructions for Part I, later. For other - -
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a
TIN, later. or

Note: If the account is in more than one name, see the instructions for line 1. Also see What Name and [ Employer identification number
Number To Give the Requester for guidelines on whose number to enter.

Social security number

Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me); and
2.1 am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding; and
3. tam a U.S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that | am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding because
you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid,
acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments
other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the instructions for Part Il, later.

Sign Signature of
Here U.S. person >

Date >

General Instructions

Section references are to the Internal Revenue Code unless otherwise
noted.

Future developments. For the latest information about developments
related to Form W-9 and its instructions, such as legislation enacted
after they were published, go to www.irs.gov/FormWa.

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an
information return with the IRS must obtain your correct taxpayer
identification number (TIN) which may be your social security number
(SSN), individual taxpayer identification number (ITIN), adoption
taxpayer identification number (ATIN), or employer identification number
(EIN), to report on an information return the amount paid to you, or other
amount reportable on an information return. Examples of information
returns include, but are not limited to, the following.

* Form 1099-INT (interest earned or paid)

* Form 1099-DIV (dividends, including those from stocks or mutual
funds)

* Form 1099-MISC (various types of income, prizes, awards, or gross
proceeds)

* Form 1099-B (stock or mutual fund sales and certain other
transactions by brokers)

* Form 1099-S (proceeds from real estate transactions)

* Form 1099-K {(merchant card and third party network transactions)
* Form 1098 (home mortgage interest), 1098-E (student loan interest),
1098-T (tuition)

* Form 1099-C (canceled debt)

e Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person {including a resident
alien), to provide your correct TIN.

If you do not return Form W-9 to the requester with a TIN, you might
be subject to backup withholding. See What is backup withholding,
later.

Cat. No. 10231X

Form W=9 (Rev. 10-2018)
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