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DATE: June 10, 2019 
 
TO: Mayor McCaskill and City Council 
 
FROM:  Craig Middleton, City Manager 
 
SUBJECT: Transmittal of Fiscal Year 2019/2020 Operating and Capital Budget 
 

 
I am pleased to present the budget for Fiscal Year 2019/2020, the year beginning July 1, 2019.  
The budget includes an Operating Budget, a Capital Improvement Plan and Budget, and a Five-
Year forecast of revenues and expenditures. In general, Management has taken a conservative 
approach to forecasting while still presenting a budget that meets the City’s reserve policy. 
 
The budget is, in essence, a reflection of priorities. In addition to providing adequate funding for 
City operations and maintenance, the budget includes a number of significant capital projects that 
advance priorities established at City Council retreats and through the work of citizens’ 
committees. 
 
Key Priorities: 
 
Protecting our City -- Our People and Our Community Assets 
 

• Provides for a full-service police department, fire protection and emergency services. 
Special emphasis will be given to activities that reduce the risk of fire, including 
additional funding for brush removal, chipper days to support residents’ efforts to 
make their properties more fire resistant, and community outreach and education. 

• Supports further work on options for strengthening levees, protecting utilities and 
ensuring continued emergency access to all parts of Belvedere. 

• Continues City investment in efforts to underground utilities on Belvedere Island in 
furtherance of the City’s goal to underground all utilities within the next few years. 

• Increases funding for street and sidewalk improvements and maintenance of 
retaining walls. 

• Continues to fund the Richardson’s Bay Regional Agency’s efforts to regulate activity 
and improve conditions on Richardson’s Bay. 
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Enhancing Resilience While Encouraging Sustainable Energy Use 
 

• Funds new vehicle-charging stations at City Hall.  
• Provides for the purchase of 2 alternatively-fueled vehicles to replace gas-powered 

cars and trucks that have reached the end of their useful lives. 
• Supports the development of solar-generated energy through the purchase or lease 

of solar panels on Corporation Yard buildings.  
• Funds studies and community conversations to determine how best to protect the 

City from the effects of sea-level rise, more intense storm events, and earthquakes. 
 
Improving Quality of Life – Lanes, Parks, Traffic Reduction, Public Infrastructure 
 

• Provides funds for the improvement and development of walking lanes as part of a 
program that seeks to match each public dollar with two private dollars.  

• Invests in a multi-year effort to improve accessibility along pedestrian routes. 
• Continues support for the “Yellow Bus” school bus program. The program has proven 

successful in relieving peak-hour congestion on Tiburon Boulevard. This year, the City’ 
costs for the program will drop to approximately 65% of last year’s level due to fruitful 
efforts to diversify funding for the program. 

• Funds improvements to City Hall to improve public accessibility and functionality. 
 
The Budget 
 
The City’s finances are segregated into a number of funds, as a way of ensuring that assets 
designated for a specific purpose are spent as intended. The Budget is constructed to mirror the 
financial reporting system.  
 
In addition to current year activity, the Budget projects revenues and expenditures for each fund 
for the next five years and forecasts capital projects to be undertaken during that same time 
period.   
 
General Fund 
 
The General Fund is the chief operating fund for the City, receiving and disbursing all revenue that 
is not required to be accounted for separately. The General Fund budget includes funding for 
departmental operations, as well as transfers to the Fire Fund, Capital Projects Fund, Equipment 
Replacement Fund and Pension Reserve Fund. 
 
General Fund Revenue Projections 
 
The City depends primarily on property tax revenue to fund department operations. Thanks to a 
robust real estate market and a steady stream of renovation projects, the assessed value of real 
property in Belvedere, and resultant property tax revenue, continues to rise. The Budget projects 
an increase in secured property tax revenue of 4.5% in FY19/20, a fairly conservative estimate 
given the 6% increase realized in FY18/19. Other General Fund revenues are projected to remain 
steady.  
 
The FY19/20 General Fund budget anticipates total revenue in the amount of $7,122,798, a 3% 
increase over what is projected for the current fiscal year. This increase is primarily due to the 
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projected 4.5% increase in property tax revenue, combined with relatively flat projections for 
other types of revenue. 
  

General Fund Revenue History 
 

 
 
General Fund Expenditures 
 
In addition to anticipated increases in the cost of goods and services, memberships in various 
JPAs, and contracts for services, the budget incorporates the following: 
 

• Salary increase of 3% (Cost of Living Adjustment) for all employees except the City 
Manager; 

• Participation in the Tiburon Peninsula Traffic Relief JPA (Yellow Bus Challenge); 
• Contribution to the Countywide Homeless Fund;  
• Richardson’s Bay Regional Agency (RBRA) contribution of $52,523, an increase of 

$4,775 or 10% over the prior year, primarily due to increased costs of enforcement 
on the Bay; 

• Unfunded pension liability of $69,978, which is essentially the same amount as last 
year’s contribution ($69,830).  The amount of the City’s unfunded liability typically 
fluctuates with factors such as actuarial projections and CalPERS investment income. 
The City’s exposure to fluctuating unfunded liability amounts was reduced 
significantly in FY17/18 through a pay down and refinancing of most of the City’s 
unfunded pension liability. 
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General Fund Transfers 
 
In FY19/20, $766,850 will be transferred from the General Fund to the Fire Fund, combined with 
estimated Fire Tax revenue of $923,750, and paid to Tiburon Fire Protection District to provide 
fire protection services in Belvedere. $693,403 will be transferred to the Capital Improvement 
Fund to pay for a variety of important capital projects (see below). $90,400 will be transferred to 
the Equipment Replacement Fund primarily to replace two aging vehicles from the City’s fleet 
with new all-electric vehicles. 
 
The FY19/20 General Fund budget anticipates total expenses in the amount of $5,631,958, as well 
as transfers out of $1,889,221. The budget forecasts a deficit at year-end of $398,380. 
 

Preliminary FY19/20 General Fund Budget 

Revenues     $7,122,798  

Expenses   (5,631,958)   

Transfers Out       

     Fire Fund (766,850)     

     Insurance Fund (525)   

     Pension Reserve Fund (100,000)   

     Capital Projects (693,403)     

     Equipment Replacement (90,400)     

     Pension-related Debt Obligation (238,044)     

Total Transfers Out   (1,889,221)   

Expenses plus Transfers Out     (7,521,179) 

Surplus/(Deficit)     ($398,380) 

 
General Fund Reserve 
 
The Council has established a policy of maintaining a General Fund Reserve equal to 50% of annual 
operating expense plus the General Fund transfer to the Fire Fund. If revenues are received and 
funds expended as anticipated in the FY19/20 budget, the reserve policy goal of $3,199,404 will 
be exceeded. 
 

FY19/20 General Fund Expenses + Fire Transfer   $6,398,807  

General Fund Reserve Policy 50%   3,199,404  

Projected General Fund Balance 6/30/20 54% 3,424,639  

Over/(Under) Policy   $225,235 
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Capital Improvement Projects 
 
Each year the City budgets for capital projects that improve existing infrastructure, repair and 
replace aging facilities, meet regulatory requirements, preserve property values, and enhance the 
quality of life for Belvedere residents. With limited resources and a long list of needs, projects 
must be chosen carefully. Large projects must be planned for over a period of years.  
 
Several important Capital Improvement Projects are funded in this year’s budget.  
 

• Complete the geotechnical and structural evaluation of the San Rafael Avenue and 
Beach Road Seawalls; and develop and price alternatives to improve flood and seismic 
protection and resiliency in Belvedere. This project will be funded in part by a grant 
from the State Department of Water Resources.  

• Construct Golden Gate Lane and design a new Lane (“Artist’s View), while 
determining the next several priorities for Lane improvements under the 5-year Lane 
Initiative.  

• Complete the undergrounding of utilities in the Acacia/Laurel district and the Upper 
Golden Gate district (assuming resident support), as part of the goal of 
undergrounding all utilities in Belvedere within the next few years. 

• Upsize drainage culvert under San Rafael Avenue and divert storm water flows away 
from residential properties. 

• Enhance electrical service and provide new vehicle chargers at City Hall. 
• Replace the play surface at Community Park playground. 
• Strengthen the retaining wall on Beach Road. 

 
Future Projects & Funding Constraints 
 
There are a number of projects and challenges that may need to be addressed during the course 
of FY19/20 or within the next few years.  In many cases, there are needs for which funding has 
not been identified. 
 

• Depending on conclusions from studies currently underway and recommendations 
from the newly-constituted Committee to Protect Belvedere’s Seawalls, Levees and 
Utilities, a series of projects to protect the City against flood risk, seismic impacts, 
utility disruptions and lack of access to and from Belvedere Island will be needed. 
These projects will likely reach a total cost of over $3 million, which is outside of the 
ability for the City to fund without additional revenue sources by way of bonding or 
other financing mechanisms. 

• Belvedere and the other members of the Richardson’s Bay Regional Agency (RBRA) 
are moving toward consensus on a set of actions to improve conditions on 
Richardson’s Bay and manage the anchorage. Additional funds may be required to 
implement these actions, which may include enhanced enforcement and the 
development of a mooring field in the Bay.  

• The play equipment in Community Park will need to be replaced in a few years, as 
various components wear out and replacement parts become scarce. New equipment 
will likely cost at least $225,000 and this funding source has not yet been identified. 

• Americans with Disability act (ADA) improvements are funded annually; a significant 
capital outlay will be required for future accessibility improvements on San Rafael 
Avenue. 
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• Belvedere’s roads will require annual investment in order to keep them in good 
condition. The City will continue to prioritize investments in roads to ensure against 
deterioration.  These expenditures are typically funded with road impact fees and gas 
taxes, however, future year expenditures will exceed available resources from these 
types of funds. 

 
Additional projects for which funding has not yet been identified are: 
 

• Land Company Park pedestrian improvements 
• Sustainability Plan implementation (Solar Energy, Sustainable Fleet, LED lighting, etc.) 
• Belvedere Island Emergency Evacuation Plan—may include roadway adjustments  
• Utility Undergrounding of West Shore Road and Lagoon Road 
• Retaining Walls and Hillside Stability Projects (Belvedere Island and Corinthian Island) 
• Urban Tree Maintenance Program (to evaluate all Public trees and budget for annual 

maintenance)  
• Workforce Housing 
• Police Department building upgrades 

 
Five Year Forecast; Fund Balance Summary 
 
The Five Year Forecast assumes a 4.5% increase in property tax each year, a 5% increase overall 
in department operating expense plus the estimated increased unfunded liability retirement costs 
based on the formula provided by CalPERS, a 5% annual increase in the cost of fire protection, 
and capital costs as outlined in the Five Year Capital Improvement Plan. It is projected that the 
50% reserve policy goal will be met in each of the next five years. 
 
Conclusion 
 
The FY19/20 Budget maintains essential staffing levels and allocates resources necessary to 
ensure the health and safety of Belvedere residents, protect the City’s assets, and provide the 
resources to operate and maintain the City. As with any financial planning tool, the Budget makes 
assumptions that may need to be adjusted over time, as new information becomes available or 
the Council adopts new priorities. Management will closely monitor revenues and manage 
resources throughout the year and will update the Council at regular intervals.   
 
It has been my pleasure to work with a talented City staff to produce this Budget. In particular, I 
want to thank the City’s Administrative Services Manager, Amber Johnson, for her efforts.  I look 
forward to working with the City Council in the coming year to ensure that Belvedere continues 
to thrive as a unique and beautiful place treasured by its residents. 
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City of Belvedere - Profile 
 

The City of Belvedere (the “City”) was incorporated in 1896.  Belvedere is a General Law City, serving a 

population of just over 2,000.  The City is approximately 4 miles north of San Francisco, in Marin County, 

California.  Consisting of two islands and a lagoon, the City is connected to the Tiburon Peninsula by two 

causeways.   

 

The City is completely built out with single-family homes and approximately 100 rental units. The terrain 

is predominantly hilly and lush. Many residences were designed by famous architects and are 

considered historically significant. There are spectacular views of San Francisco, Angel Island, the Golden 

Gate Bridge, Sausalito, and Mt. Tamalpais. 

 

Weather 

The weather in Belvedere is temperate. Coastal breezes keep the air fresh and clear and the 

temperatures moderate all year. The average low in January is 42.9 degrees, the average high in July 

only 74.9. The city has mostly sunny conditions 260 days out of the year. 

 

Population 

The median age in Belvedere is 53. With more young families moving in, the median age is trending 

downward. The city hosts swarms of children at its playground, the most popular children's park in 

southern Marin. 

 

Employment 

Most of Belvedere's working population commutes to San Francisco. Many residents work as 

consultants out of their homes. There is no downtown in Belvedere. Shoppers find the usual products 

and services immediately outside the city limits in the Town of Tiburon's shopping centers and stores. 

 

Volunteer Opportunities 

Volunteerism is a major way of life in Belvedere. Belvedere's residents roll up their sleeves to help 

restore historic structures, plant community gardens, mend books for the library, help design the 

renovation of parks, and serve on the PTA. Residents actively serve on the boards of dozens of Marin 

County and San Francisco museums, performing arts groups, charities, and community foundations. 
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Budget Calendar 
 

March  
➢ Finance Department distributes preliminary budget 

documents to Department Heads 

April 
➢ Operating & Capital budgets due to Finance Department 

 
➢ City Manager review begins 

May  

➢ Preliminary Operating & Capital Budget presented to City 
Council 
 

➢ Finance Committee meets to review and discuss Preliminary 
Budget 

June 
➢ Budget adopted by Public Hearing at City Council Meeting 

 
➢ Finance Department implements adopted Budget  

July  
➢ Budget is monitored internally through monthly financial 

statements to City Manager and Department Heads 

February ➢ Mid-year budget review is presented to City Council 
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Government Finance Officers Association of the United States and Canada (GFOA) presented a 

Distinguished Budget Presentation Award to the City of Belvedere, California, for its Annual Budget for 

the fiscal year beginning July 1, 2018.  In order to receive this award, a governmental unit must publish a 

budget document that meets program criteria as a policy document, as a financial plan, as an operations 

guide, and as a communications device. 

This award is valid for a period of one year only.  We believe our current budget continues to conform to 

program requirements, and we are submitting it to GFOA to determine its eligibility for another award. 
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Budget Summaries 
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Budget Overview City of Belvedere
Operating and Capital Budget

Fiscal Year 2019/2020

OPERATING

Operating Revenues

General Fund Revenues 7,122,798        

Fire Fund Revenues 923,750           

Total Operating Revenues 8,046,549       

Operating Expenses

City Operations 5,631,958        

Fire Contract 1,690,600        

Debt Payments (Pension‐related) 238,044           

Legal Damages/Settlements 525                   

Total Operating Expenses 7,561,127       

Other Deductions from Operating Funds

Contribution to Pension Reserve Fund 100,000           

Adjusted Net Operating Revenue 385,422           

CAPITAL

Capital Revenues

Capital Improvement Funds 618,589           

Restricted Funds 600                   

Total Capital Revenues 619,189           

Other Capital Funding Sources

Net Operating Revenues 385,422           

Prior year fund balance restricted to Capital 312,507           

Prior year excess reserves 398,382           

Total Other Sources 1,096,311       

   Total Revenue to Support Capital Projects 1,715,500       

Capital Project Expenditures

Capital Projects 1,624,500        

Equipment Replacement 91,000             

Total Capital Project Expenditures 1,715,500       

FUND RESERVES

Fund Balances ‐ Projected at June 30, 2020

General Fund Reserve 3,424,639        

Insurance Reserve Fund 56,804             

Pension Reserve Fund 200,000           

Total City Funds 3,681,443       

General Fund Reserve Policy Goal 3,199,404        

Reserve Funds Over/(Under) Policy 225,235           
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Schedule of Interfund Transfers City of Belvedere
Operating and Capital Budget

Fiscal Year 2019/2020

TRANSFERS IN TRANSFERS OUT

100 General Fund 766,850$             1

100 General Fund 525                       2

100 General Fund 100,000               3

100 General Fund 588,911               4

100 General Fund 104,492               5

100 General Fund 90,400                 6

100 General Fund 238,044               7

130 Fire Fund 766,850               1

160 Insurance Reserve Fund 525                      2

100 Pension Reserve Fund 100,000               3

900 Capital Improvement Fund 588,911               4

901 Road Impact Fee Fund 104,492               5

210 Equipment Replacement Fund 90,400                 6

500 Pension‐related Debt Obligation Fund 238,044               7

Total 1,889,222$         1,889,222$         

1 Fire expenditures not covered by Parcel Tax
2 Annual transfer from General Fund to Insurance Reserve Fund
3 Annual transfer from General Fund to Pension Reserve Fund
4 CIP expenditures not covered by other revenue sources
5 Street expenditures not covered by other revenue sources
6 Equipment Replacement expenditures not covered by other funds
7 Pension‐related debt service payments

FUND
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Salary Chart with Position Allocations City of Belvedere
Operating and Capital Budget

Fiscal Year 2019/2020

Department & Position Step A Step B Step C Step D Step E FTE
General Administration

City Manager 1    
Administrative Services Manager 10,997     11,547     12,124     12,730      13,367       1    
City Clerk/Management Analyst 7,205       7,565       7,944       8,341        8,758         1    
Office Coordinator 6,229       6,540       6,867       7,210        7,571         1    

Planning & Building
Director of Planning and Building 10,037     10,539     11,066     11,619      12,200       1    
Building Official 9,042       9,494       9,969       10,468      10,991       1    
Associate Planner 6,894       7,239       7,601       7,981        8,380         1    
Building Inspector II 6,638       6,970       7,319       7,685        8,069         1    
Building & Planning Technician 5,680       5,964       6,262       6,575        6,904         1    

Police
Police Chief 11,913     12,508     13,134     13,790      14,480       1    
Police Sergeant 7,855       8,248       8,660       9,093        9,548         2    
Police Officer 6,678       7,012       7,362       7,730        8,117         4    

Public Works
Public Works Manager 9,950       10,447     10,970     11,518      12,094       1    
Project Coordinator 7,007       7,357       7,725       8,111        8,517         1    
Maintenance Supervisor 6,614       6,944       7,292       7,656        8,039         1    
Maintenance Worker II 4,888       5,132       5,389       5,658        5,941         2    
Maintenance Worker 4,364       4,583       4,812       5,052        5,305         ‐ 

Total Employees 21

Contract Staff
City Attorney Professional Services Contract with Epstein Law Firm
City Engineer Professional Services Contract with Moe Engineering
Fire and Emergency Services Contract for Services with Tiburon Fire Protection District
IT Coordinator Shared Services Agreement with Town of Tiburon

16,051                                                                                              
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Citywide Salary and Benefit History City of Belvedere
Operating and Capital Budget

Fiscal Year 2019/2020

Salary & Benefit Costs
FY15/16
actuals

FY16/17
actuals

FY17/18
actuals

FY18/19
est. actuals

FY19/20
budget

Regular Salaries* 1,976,063$    1,952,975$    2,088,396$    2,297,897$    2,454,602$   

Contract Staff 148,710$       120,429$       205,013$       205,013$       130,000$      

CalPERS Retirement 339,245$       356,395$       381,279$       317,522$       329,482$      

Health Insurance 392,191$       394,783$       412,758$       456,765$       499,902$      

Other Personnel Costs 594,486$       555,385$       538,929$       520,839$       623,542$      

Total Salary & Benefits  $  3,450,695   $  3,379,967   $  3,626,375   $  3,798,037   $  4,037,528 

* Prior year budgets displayed this amount net of shared Police Services contribution.

Position Counts by 
Department

FY15/16
actuals

FY16/17
actuals

FY17/18
actuals

FY18/19
est. actuals

FY19/20
budget

General Administration 3 3 3 4 4
Planning & Building 6 5 6 5 5
Police Department 7 8 8 6 7
Public Works 4 4 4 4 5
TOTAL 20 20 21 19 21

Citywide Salary and Benefit Information 
Budget Year + Four Year History
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Operating Expenditures 
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General Administration – Goals and Overall Organization 
 

In support of General Administration, staffing consists of the City Manager, the Management Analyst - 

City Clerk, the Administrative Services Manager, and the Office Coordinator.  The City Manager is the City’s 

chief administrative officer appointed by the City Council and is responsible for the day-to-day operations 

of the City and oversight of all departments.  The Department’s activities cover a wide range of functions.  

Its customers consist of the public, community groups, and local organizations, as well as all the other City 

departments. 

 

Direct responsibilities of the Department include, but are not limited to:  preparation of the City’s Annual 

Operating Budget; finance administration, accounts receivable and payable, payroll processing, 

emergency preparedness, public information, implementation and enforcement of the City’s human 

resources and administrative policies and programs; city clerk functions such as records management in 

accordance with approved retention schedules, election administration, preparation of City Council 

agendas and minutes, certification of official actions taken by the Council, and codification of City 

ordinances; oversight of various contracts and inter-agency agreements; coordination of certain 

community activities and organizations; computer systems administration and information technology 

support; coordination of City services; and employee safety and risk management.   

 

The Department’s goals for FY19/20 are: 

 

• Planning for financing mechanisms behind anticipated capital improvements in response to sea level 
rise concerns, including preparing the City finances to achieve a high credit rating score. 

• Continued modernization of the City’s systems to improve resident convenience when interacting 
with City staff and systems, and to reduce reliance on paper processing. 

• Continued review of Municipal Code and Administrative Policy Manual to revise and create new 
policies where needed.   

• Effective and efficient implementation of the goals and objectives of the City Council. 

• Encourage a strong sense of fiscal and ethical responsibility in the organization.   

• Continually review and analyze existing fees and charges for service and recommend increases that 
are fair, equitable, and efficient. 

• Produce financial reporting that is transparent, accurate, and timely.  

• Provide quality customer service to the community and continuously strive to improve public access, 
public information, and public communication. 
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Planning & Building Departments – Goals and Overall Organization 
 

Together, the Planning and Building Departments are responsible for managing the planning, physical 

development and implementation of the overall goals of the city in accordance with the General Plan, 

Zoning Ordinances, Municipal Codes, State Building Codes, other city policies, as well as other State and 

Federal regulations.  

 

The Planning & Building Department consists of a Director of Planning & Building, Building Official, 

Associate Planner, Building Inspector and the Building & Planning Technician. The Planning Department’s 

mission is to serve the citizens of Belvedere and assist the Planning Commission in implementing planning 

law, the Belvedere General Plan, and the Belvedere Municipal Code.  Planning staff reviews applications 

for compliance with local, state and federal regulations including the California Environmental Quality Act 

(CEQA), and the City’s Zoning Code and Design Review Ordinance.  Planning serves as a clearinghouse for 

review, comments and conditions of approval from other City departments, state and federal agencies.  

Planning staff works closely with applicants, other City staff, outside agencies and the community to 

address the potential impacts of new development.  The planning staff prepares and presents analysis 

and recommendations in the form of written reports and oral presentations to the City Council, Planning 

Commission and the Historic Preservation Committee.  Staff also provides zoning and other planning 

related information to the public by phone, e-mail and counter assistance during regular City Hall hours. 

 

The Building Department provides professional and efficient services to the public and permit applicants 

when addressing public enquiries, processing permit applications and during the inspection process.  

Building Department staff competency is assured through the maintenance of multiple professional 

certifications and by acquiring continuing educational units (CEU) in the maintenance of the certifications.  

Professional knowledge is further enhanced through membership and participation in professional 

associations, as well as through a well-budgeted year-round training program.  The Building Department 

ensures that construction in the city is compliant with the California Building Standards and in 

conformance with acceptable building practices.  The Department performs plan check reviews, issues 

permits, and conducts regular permit inspections during construction.  The department also conducts 

residential resale inspections, as well as code enforcement actions. 

 

Planning and Building Staff efficiency and service to the public is promoted through regular inter-

departmental meetings and discussions with department staff members to ensure effective 

communication and transfer of information between each of the departments. 

 

Accomplishments this past year include: 

 

• Implemented I-WorQ a Planning & Building Permit Tracking Software Program & a developed a 

Public Portal for building permits. 

• Worked in cooperation with the property owner & their representatives for the Ganz properties 

on Belvedere Avenue to process appropriate planning applications & building permits for cleaning 

up the properties and to provide fencing to deter trespassing. 
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• Zoning ordinance revisions to amend the code to comply with new California State laws for 

accessory dwelling units. 

• Adopted an Ordinance amending Title 19 “Zoning” regarding clarifying the measurement of height 

in the R-1 & R-2 Zoning Districts. 

• Adopted an Urgency Ordinance adding Chapter 19.94, to Title 19, Zoning for the regulation of 

Wireless Telecommunication Facilities.   

• Adopted an Ordinance amending Titles 19 & 20 of the Belvedere Municipal Code regarding 

fencing regulations as recommended by the Deer Fence Task Force. 

• Adopted an ordinance amending Belvedere Municipal Code, Section 20.04.035, Time Limits for 

Construction. 

• Adopted an Urgency Ordinance amending Belvedere Municipal code, Section 20.04.035, Tome 

Limits for construction to provide for administrative approvals for construction time limit 

extensions due to delays from the North Bay Fires. 

• Historically designated three residences as Local Historic Landmarks. 

 

Major projects and or goals in the coming year include:  

 

• Implement a Planning Public Portal within the I-WorQ Planning & Building Permit Tracking 

Software. 

• Update the Local Hazard Mitigation Plan 

• Review and implement improvements to the Design Review and Zoning Ordinances. 

• Partner with the community to educate planning and building applicants about the project 

development path in Belvedere. 

• Work with the Public Works Department to develop administrative policies regarding work in the 

public right-of-way, such as sidewalk installation standards, utility equipment, ADA compliance, 

landscape maintenance and responsibility, view issues, driver and pedestrian sight line issues, 

roadway obstructions, and revocable license standards.  

• Update Commission and staff on the General Plan goals, policies, and background. Continue to 

develop better communication between staff, Planning Commission members, residents, and 

applicants.  

• Work on developing a process to examine/screen structures for potential historic resources when 

a building is at least 50 years of age and is proposed for a major remodel or demolition.  As part 

of we will determine what if any the benefits there are in becoming a Certified Local Government 

(CLG). 

• Work to enhance communication and accountability of permit processing timeline goals and 

explore opportunities for more efficient computer database information applications, whether 

self-built or vendor supplied. 

• Continue providing permit applicants, contractors, architects, engineers and property owners 

with resource referrals and education on the California Building Standards Codes and other State 

and Local requirements. 

• Continue work on preparation of the information and application for joining the Community 

Rating System (CRS) program administered by the Federal Emergency Management Agency 

(FEMA).  

• Working with Public Works on a process to streamline the Revocable License process for minor 

improvements in the right-of-way such as drainage improvements.  
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Police Department – Goals and Overall Organization 
 

It is the mission of the Belvedere Police Department to provide police services consistent with the vision 

and values of our community and serve as ambassadors of the city of Belvedere with an increased 

presence of employees at city meetings and functions.  We serve all persons with respect and 

professionalism. 

 

The department provides 24 hour a day patrol of the City.  Dispatch services are provided by the Marin 

County Sheriff’s Office through contractual agreement.  Police officers enforce state and local laws 

including parking and traffic laws.  We also investigate traffic accidents and respond to all emergencies 

and medical calls.  Belvedere PD is a well-trained, full service organization using modern police practices 

and equipment. The department operates under the compliance and certification of the California Peace 

Officer’s Standards and Training (POST).  Each department member is dedicated to serving the citizens of 

Belvedere. 

 

The Belvedere Police Department has several long-term, continuous goals: 

 

• Maintain the city’s very low crime rate with proactive patrol and citizen education. 

• Work in concert with other city departments to meet overall goals and objectives. 

• Strive to help improve the quality of life and safety within the city. 

• Aggressively work to prepare the city and its citizens to be ready in case of a disaster. 

• Participate in community events to enhance relationships with the citizens of Belvedere. 

 

Major projects in the coming year include: 

 

• Stay abreast of current law enforcement trends by participating in training of Police Department 

personnel.  Local training with allied agencies will keep training costs down. 

• Participate in the annual county-wide disaster exercise that includes working in conjunction with 

all Belvedere and Tiburon City staff to improve disaster response. 

• Participate in Public Safety Fairs and School Events as the opportunity arises. 

• Participate in scheduled Block Captain exercises to educate and prepare for community response 

during a disaster. 
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Public Works Department – Goals and Overall Organization 
 

The Public Works Department is responsible for the maintenance & operations and improvement of the 

City’s infrastructure.   

 

Under the direction of the City Manager, the Public Works Manager, Project Coordinator, one 

Maintenance Supervisor and two Maintenance Workers inspect, manage and maintain the City’s network 

of streets, storm drainage system, three parks, community playground, lanes, inventory of traffic signs, 

pavement markings and striping, median landscaping, irrigation systems, city buildings and other public 

facilities. The department is responsible for issuance of encroachment permits in the city right-of-way as 

well as ensuring compliance with all regulatory mandates for Storm Water, Air Quality Management and 

Disabled Accessibility. The Public Works Manager provides administration and project management of the 

city’s annual and long-term Capital Improvement Projects (CIP) such as Street and Drainage 

Improvements, Landscape and Facility upgrades and Utility Underground projects. The Public Works 

Manager provides oversight of an Engineering Consultant for special projects.  Service providers are used 

to augment City Staff in areas requiring specialty services. 

   

Major projects and goals for Public Works in Fiscal Year 2019/2020 include: 

 

• Implementation of Fire Dept. & Public Works Annual Fire Risk Reduction Program 

• Beach Rd. & San Rafael Ave. Levee Stabilization – Planning, Design and Engineering.  

• Underground District Project Management—Golden Gate/Belvedere & Lower Golden Gate 

• Lagoon Road Flood Mitigation Project Construction 

• Lanes Initiative and Design of New Priority Lane 

• Installation of Staff EV Charging Stations at City Hall 

• ADA Compliance Planning 
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Five Year Capital Plan Discussion 
 

A.  STREETS 
Most of these projects are funded from the Road Impact Fee account.  Basic annual maintenance (crack 

filling, pavement marking, etc.) is funded primarily with gas tax revenues.  Others have State or County 

funding as noted. 

 

Pavement Spot Repair (annually) 
Ongoing pavement repairs are necessary to keep the roadways free of potholes and ensure that road 

surface conditions remain at the high level expected by the community. Large areas of pavement distress 

must be repaired in order to avoid failure, often resulting in the need for emergency repairs during 

inclement weather. Projected costs associated with future pavement repair needs are determined by 

analysis during the Pavement Management Program Survey. 

 

Street Improvement Program (annually) 
These funds are used to repair large areas of distressed asphalt and maintain Belvedere roads.  Crack 

sealing, traffic marking, roadway shoulder berms, slurry seal, and other road stabilization projects fall 

under this program. In FY18/19, these items are consolidated within the Street Improvement Program 

category to provide greater flexibility to staff in setting priorities as the year progresses and needs arise. 

 

 

B.  INFRASTRUCTURE 

 

Guardrail Installations FY21/22 
From time to time, Public Works receives requests to install wooden barriers for safety on roads around 

the community. Wooden safety barriers keep vehicles on the road and are preferred by the community 

over the metal beam type guardrails used along highways. City staff evaluates locations for guardrail 

installation.  

 

Wooden Retaining Walls FY20/21, FY22/23, FY23/24 
Retaining walls are needed at various locations.  These walls are used to stabilize the soil to accommodate 

narrow roads, drainage, and fire hydrants. 

 

Retaining Wall at 200 block of Beach Road FY19/20 
Portions of the existing concrete wall at 200 Beach are showing signs of deterioration and lateral offset. 

Staff monitors the movement by measuring the offset. A Geotechnical Engineer has evaluated the site 

and suggested stabilization. The project will be completed in two phases. Depending on the amount of 

movement observed, this project might be moved up in priority. 
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Emergency Drainage Repairs FY19/20 – FY23/24 
This funding provides for the repair of storm drain system failures that are detected during yearly 

preventative maintenance activities, including the replacement of drain inlet grates and other 

miscellaneous repairs on failed components of the drainage network. 

 

Corrugated Metal Pipe Replacement—FY20/21 – FY23/24 
Much of Belvedere’s storm drainage system was constructed with galvanized metal pipe that has a 

lifespan of 40-50 years. These pipes need to be systematically replaced or re-lined to ensure that storm 

water does not erode the surrounding soil and hillsides.  

 

Lagoon Road Flood Mitigation FY19/20 
In December 2014 and during previous rainy seasons, residents on Lagoon Road encountered flooding on 

their properties due to capacity issues with the current channel and pipe system.  During peak volume 

events, water carries debris down the channel, which lodges in a culvert under the Old Rail Trail.  Water 

then overflows the banks and travels south on the trail towards Lagoon Road where flooding occurs.  A  

report prepared by Stetson Engineering recommends installing drainage improvements along the creek 

in an effort to keep water in the channel during peak events.  City staff continues to work with the Town 

of Tiburon on a solution that is affordable and mutually beneficial. 

 

Beach Rd/San Rafael Ave Levee Stabilization and Resiliency Analysis FY18/19 - FY21/22 
This is a multi-year project; it uses carryforward funds that were unspent in the budget cycle along with 

new project funds.  A focus will be placed on fortifying the levees for seismic events, along with other 

resiliency projects for the Island. Stetson Engineering Group has developed a work plan for evaluating the 

Beach Rd and San Rafael Ave levees for stabilization during this budget cycle. Once City Council approves 

a preferred design alternative, Stetson can begin the final design and environmental permitting process.  

 

 

C.  LANES 
 

Lanes Initiative Program FY18/19 – FY23/24 
This program is intended to leverage public funds with community-derived funds to construct new lanes, 

and upgrade others throughout the City.  Matching funds (2:1 ratio - community to city) will be provided 

for the project.  The Parks and Open Space Committee, residents, and City Council will assist in the 

prioritization of lane projects.  

 

Lane Maintenance and Minor Repairs FY19/20 – FY23/24 
Funds to replace and repair smaller segments of existing lanes, such as handrails and spot repairs. 

 

Lane Design and Engineering FY19/20 – FY23/24 
Necessary to fund surveys and geotechnical reports, this account will be directed towards identifying 

future lane construction projects.  
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D.  PARKS & OPEN SPACE 
These projects are usually funded from the General Fund and a county-wide sales tax override for parks.   

Through Proposition 68, the city anticipates receiving approximately $200,000 from the state in grant 

funds. Priorities are recommended by the Parks and Open Space Committee. 

 

Relocate Water Well for Community Park Irrigation FY 19/20—FY 21/22 
During the past few watering seasons, the current water well has been unable to provide adequate flows 

for irrigation of the turf and landscape at Community Park during peak watering season.  A new water 

well should be located near the park.  Installation of a new well would require a professional study and 

permitting before construction. 

 

Replace Community Park Playground Rubber Matting FY19/20 
The existing rubber matting that covers approximately half of the playground surface is showing heavy 

signs of wear and tear. New UV resistant matting will be installed to maintain a usable and safe play 

surface.  

 

San Rafael Avenue Seawall Landscape Mulch Addition FY19/20 & FY21/22 
This project involves adding mulch to the landscape along the seawall pathway to reduce weeds and 

maintain plant health. 

 

Repair & Refurbish Lagoon Road Tennis Courts FY22/23 
The tennis courts will be weather sealed and re-coated/striped as needed. 

 

Recoat Steel Railings – Corinthian and Beach Road FY21/22 
The existing powder-coated rails have deteriorated due to exposure to the corrosive marine environment. 

Investigation into how these railings can be recoated will need to occur. These railings may also be 

replaced as part of a Seawall Improvement project along Beach Rd. 

 

 

E.  COMMUNITY BUILDINGS 
 

Selected Painting of City Hall and Community Center FY21/22 
Due to variations in weather exposure, some elevations and areas of the building require more frequent 

repainting than others. 

 

Install EV Charging Stations at City Hall and Corp Yard FY19/20 & FY20/21 
As part of the City’s Sustainability efforts, additional electric vehicle charging stations will be installed at 

City Hall. An effort to encourage employees to drive electric vehicles is currently being developed, and the 

addition of charging stations would serve the public as well as city employees.  An expanded program 

would include the installation of solar panels at the City’s corporation yard and electric vehicle charging 

stations in the parking lot adjacent to Tom Price park. 

FY19/20 Budget - Adopted June 10, 2019 Page 107



Refinish Wood Floors in Council Chambers FY18/19 & FY 23/24 
The wood floors in the Council Chambers require refinishing. Periodic preventative maintenance keeps 

the wood from being damaged, which would require expensive sanding to remove deep scratches or even 

replacement of floor segments. This project involves sanding down the current finish and applying a new 

protective coating to the floors. 

 

City Hall Carpet Replacement FY19/20 
Carpet on the main floor in high traffic areas is showing signs of wear. This project will provide for the 

replacement of carpet on the main floor and stairs of City Hall to keep the building presentable to the 

community. 

 

Refurbish Council Chambers Audience Chairs FY20/21 
The fabric on the audience chairs in the Council Chambers is more than 15 years old and has been 

damaged by sunlight. The chairs were not replaced during the remodel in 2009. Staff has determined that 

re-upholstering is a less expensive alternative to replacement. 

 

City Hall Security Upgrade FY20/21 
Due to changes in staff and key distribution, this project would re-key the City facility-wide lock system to 

ensure security.  

 

Miscellaneous Exterior Painting of Corporation Yard Building FY21/22 
A large portion of the Corporation Yard was painted in 2017. Minor spot painting is still needed to 

complete the second phase of the work.  

 

City Hall Foundation Drainage Repair Project FY19/20 & FY21/22 
An extensive waterproof and drainage project is needed to stop groundwater from entering the lower 

floors of the City Hall and the Police Department during the rainy season. Due to cracks in the 

subterranean foundation, water enters the lower portions of the structure during heavy rain events. 

Areas in the Police Department are most affected by this water intrusion. This project will likely be 

combined with disability access upgrades to the front of City Hall. 

 

City Hall ADA Compliance & Office Modification FY19/20 – FY23/24 
Upgrades to City Hall that will enhance public access to and use of City Hall facilities, as well as 

improving functionality for City Hall staff, will be implemented throughout this period.  Upgrades will be 

coordinated with maintenance activities and routine replacement of carpets, furnishings.  A key priority 

will be changes to make the entrance to City Hall fully accessible and in compliance with ADA standards. 

 

Community Center Kitchen Remodel FY23/24 
Several of the appliances and fixtures in the kitchen area are worn. This project will fund a remodel of the 

kitchen with a focus on providing a durable yet attractive working environment conducive to light food 

prep.  
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Community Center Founder’s Room Furniture Replacement. FY23/24 
A majority of the furniture in the Founders Room has become outdated and is showing signs of wear. New 

furnishings will be purchased and installed.  

 

 

 

F.  MISCELLANEOUS 
 

Sidewalk Repair Program FY18/19, FY20/21, FY22/23 
Property owners are responsible for maintaining sidewalk improvements along their frontage. Every 3 

years, the City performs a city-wide inspection of all sidewalks and curb/gutters. Residents are notified of 

deficiencies. The City then partners with residents and repairs curb/gutters as necessary. Owners can 

participate in a city-managed project to correct deficiencies.  Property owners must reimburse the City 

for repair costs, following notification and completion of work.   

 

Community Park Well Rehabilitation FY19/20 & FY20/21 
During the past few watering seasons, the current water well has been unable to provide adequate flows 

for irrigation of the turf and landscape at Community Park during peak watering season.  A new water 

well should be located near the park.  Installation of a new well would require a professional study and 

permitting before construction. 

 

Traffic Engineer Study FY19/20 
In order for the Police Department to successfully prosecute contested traffic citations for speeding, it is 

necessary to have a licensed Traffic Engineer prepare a survey and file a report with the Marin Municipal 

Court.  Surveys and reports must be performed every 5 years.  The last report was performed during 

FY13/14. 

 

Retaining Curbs FY20/21 & FY22/23 
The installation of 18” high concrete curbs and monolithic gutter has been successful in stabilizing the 

uphill edge of pavement at a few Belvedere Island locations.  This project will focus on new locations along 

Beach Rd and Belvedere Ave. The sloughing and erosion will be minimized; additionally, the installation 

will stop erosion from entering catch basin inlets, which causes storm water pollution in the Bay. 

 

Survey Monuments FY21/22 
When funds are available, the City moves forward with its program to establish horizontal survey control 

monuments city-wide.   

 

San Rafael Avenue ADA Improvements FY20/21 - FY22/23 
A key pathway along San Rafael Ave, from Golden Gate Ave to City Hall, has been identified for accessibility 

improvements. A design for the project has been developed and plans have been prepared.  
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Misc. Maintenance and Improvement Projects (Annually)  
This item includes funding for minor drainage, park, landscape, building, lane, retaining wall and 

miscellaneous other projects. These are unexpected projects that arise and are brought to the attention 

of staff during each fiscal year. 

 

 

G.  UNDERGROUND UTILITY ASSESSMENT DISTRICTS 
The costs of these projects are funded primarily by the sale of bonds by each District.  The City contributes 

staff time for administration and management.  When the City owns property within a district, an 

appropriate contribution is made.  

 

Golden Gate/Belvedere Utility Undergrounding FY19/20 
During the FY17/18 budget cycle, the City Council approved the formation of a new utility underground 

assessment district near the top of Belvedere Island. Project engineering will be funded through this line 

item. Once the project is bid and actual costs are known, affected property owners will have the 

opportunity to vote to approve the assessment and start construction. The construction window for this 

project is summer 2019.  

 

Lower Golden Gate/Belvedere Utility Undergrounding 
This assessment district failed in 2014 due to the high cost for several property owners. Staff will hire a 

firm to value engineer the project for potential savings. Additional savings may be possible through 

PG&E’s Rule 20A program.  

 

Other Expenses Related to Utility Undergrounding FY19/20 
These funds are retained for miscellaneous costs associated with undergrounding projects.  Carryforward 

funds from prior year undergrounding projects are being applied to this category. 
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Annual Appropriations Limit 

 

In 1979, California voters approved Proposition 4 (Article XIII-B of the California State Constitution). 

Informally known as the “Gann Initiative,” Article XIII-B provides limits to the amount of tax proceeds 

state and local governments can spend each year. In 1980, the State Legislature added Section 9710 of 

the Government Code stating that the governing body of each City must establish, by resolution, an 

appropriations limit for the following year. The limit for any fiscal year is equal to the previous year’s 

limit, adjusted for population changes and the change in the U.S. Consumer Price Index (or California 

per capital personal income, if smaller). The necessary statistical information is provided by the 

California Department of Finance. 

 

In 1990, Proposition 111 modified Article XIII-B. A city may choose which annual adjustments to use. 

The adjustment factors include the growth in the California Per Capita Income or the growth in the 

nonresidential assessed valuation due to construction within the city, and the population growth within the 

city or county. The table below illustrates the computation used to derive the FY 2019-20 appropriation 

limits. 

 

 AMOUNT SOURCE

A.  PRIOR YEAR LIMIT 3,108,323$        

B.  ADJUSTMENT FACTORS

1. Population % 1.0000                 

Greater of City or  County 

population percent increase

2. Inflation% 1.0385                 State Finance/Assessor

3. Total Adjustment % 1.0385                 (B1*B2)

C.  THIS YEAR'S LIMIT

1. Current year limit calculation 3,227,994           (A*B3)

2. Voter approved additional amt 923,750               Fire Tax Assessment

D.  TOTAL CURRENT YEAR LIMIT 4,151,744$   (C1+C2)

RESOURCES SUBJECT TO LIMITATION:

PROCEEDS OF TAXES

Property Taxes 5,717,855$        

Sales Taxes 102,200               

Business Licenses 66,000                 

HOPTR 21,500                 

Interest Income Earned from Taxes 14,388                 

TOTAL SUBJECT TO LIMITATIONS 5,921,943$        

EXCLUSIONS (2,804,802)$       

APPROPRIATIONS SUBJECT TO LIMITATION 3,117,141$   

4,151,744$        

(3,117,141)         

BALANCE UNDER ARTICLE XIIB LIMIT: 1,034,603$   

Maximum allowable appropriation subject to 

limitations 2019-2020 fiscal year:

Less: Total appropriation subject to limitation 

for 2019-2020 fiscal year:
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Administrative Policy Manual 

 

Part 2.   Finance 
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CITY OF BELVEDERE – ADMINISTRATIVE POLICY MANUAL 

 POLICY 2.1 

FINANCIAL STRUCTURE 

Adoption Date: Unknown Adopted by: Miscellaneous budget & financial statement docs 

Revised Date: 11/13/2018 Revised by: City Council Resolution No. 2018-32 

Authority: City Council 

2.1.1 ACCOUNTING SYSTEM AND BUDGETARY CONTROL 

In developing and evaluating the City’s accounting systems, consideration is given to the 

adequacy of internal accounting controls. Internal accounting controls are designed to provide 

reasonable, but not absolute, assurance regarding: 1) the safeguarding of assets against loss from 

unauthorized use or disposition; and 2) the reliability of financial records for preparing financial 

statements and maintaining accountability for assets.  

 

The concept of reasonable assurance recognizes that: 1) the cost of a specific control should not 

exceed the benefits likely to be derived; and 2) the evaluation of costs and benefits require 

estimates and judgments by management.  All evaluations of the City’s system of internal 

control will continue to occur within the above framework. The City’s internal accounting 

controls adequately safeguard assets and provide reasonable assurance of proper recording of 

financial transactions. 

2.1.2 FUND DESCRIPTIONS 

The City’s accounting records are organized and operate on a “fund” basis, which is the basic 

fiscal accounting entity in governmental accounting.  Each fund is designated by fund type and 

classification:  

 

• Governmental Funds - General, Special Revenue, and Capital Projects 

• Proprietary Fund - Internal Service 

• Fiduciary Funds - Trust and Agency 

• Account Groups - General Fixed Assets and General Long-Term Debt 

2.1.3 GOVERNMENTAL FUNDS 

Governmental Funds are used to account for the City’s expendable financial resources and 

related current liabilities, except for those accounted for in proprietary funds. The basic financial 

statements necessary to fairly present financial position and operating results for governmental 

funds are the balance sheet and the statement of revenues, expenditures, and changes in fund 

balance. Governmental funds are maintained using the modified accrual basis of accounting. 

 

FY19/20 Budget - Adopted June 10, 2019 A-4



• General Fund – The General Fund is the general operating fund of the City.  All general 

tax revenues and other receipts that are not allocated by law or contractual agreement to 

some other fund are accounted for in this fund.  Expenditures of this fund include the 

general operating expenses and capital improvement costs which are not paid through 

other funds.   

 

• Special Revenue Fund – The Special Revenue Funds are used to account for revenues 

derived from specific sources, which are usually required by law or administrative 

regulation to be accounted for in a separate fund. 

 

• Capital Improvement Fund – The Capital Improvement Fund is used to account for 

financial resources used for the acquisition or construction of major capital facilities. 

2.1.4 PROPRIETARY FUNDS 

Generally accepted accounting principles applicable to a private commercial business are 

applicable to proprietary funds of a governmental entity. The accrual basis of accounting is 

utilized. The measurement focus is based upon a determination of net income, financial position 

and cash flows. Accordingly, basic financial statements are required, such as balance sheet, 

statement of revenues, expenses and changes in retained earnings (deficit), and the statement of 

cash flows.  The City does not have any proprietary funds. 

2.1.5 FIDUCIARY FUNDS 

Fiduciary Funds are used to account for money and property held by the City as trustee or 

custodian for individuals, organizations and other governmental units.  Fiduciary funds are not 

incorporated in the City’s budget. 

2.1.6 ACCOUNT GROUPS 

Account Groups are used to establish accounting control and accountability for the City’s 

general fixed assets and general long-term debt. 

 

a. General Fixed Assets Account Group – this account group is used to maintain control and 

cost information on capital assets owned by the City. 

b. General Long-Term Account Group – this account group is used to account for all long-

term debt of the City. 
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CITY OF BELVEDERE – ADMINISTRATIVE POLICY MANUAL 

 POLICY 2.2 

FUND BALANCE AND RESERVE POLICIES 

Adoption Date: 2007 Adopted by: Budget document 

Revised Date: 11/13/2018 Revised by: City Council Resolution No. 2018-32 

Authority: City Council 

2.2.1 FUND BALANCE – CLASSIFICATIONS 

The City has adopted the provisions of GASB Statement No. 54, Fund Balance and 

Governmental Fund Type Definitions. GASB 54 establishes Fund Balance classifications based 

largely upon the extent to which a government is bound to observe constraints imposed upon the 

use of the resources reported in governmental funds. The Governmental Fund statements 

conform to this new classification. 

 

The Fund Financial Statements consist of Nonspendable, Restricted, Committed, Assigned and 

Unassigned amounts as described below: 

 

Nonspendable: Items that cannot be spent because they are not in spendable form, such as 

prepaid items, or items that are legally or contractually required to be maintained intact, such as 

principal of an endowment or revolving loan fund. 

 

Restricted: Restricted fund balances encompass the portion of net fund resources subject to 

externally enforceable legal restrictions. This includes externally imposed restrictions by 

creditors (such as through debt covenants), grantors, contributors, laws or regulations of other 

governments, as well as restrictions imposed by law through constitutional provisions or 

enabling legislation. 

 

Committed: Committed fund balances encompass the portion of net fund resources, the use of 

which is constrained by limitations that the government imposes upon itself at its highest level of 

decision making (normally the governing body) and that remain binding unless removed in the 

same manner. The City Council is considered the highest authority for the City and can commit 

funds through resolutions. 

 

Assigned: Assigned fund balances encompass the portion of net fund resources reflecting the 

government's intended use of resources. Assignment of resources can be done by the highest 

level of decision making or by a committee or official designated for that purpose. The City 

Council has the authority to assign funds in Belvedere and can assign funds through the 

budgetary process. 

 

Unassigned: This category is for any balances that have no restrictions placed upon them. The 

general fund is the only fund that reports a positive unassigned fund balance amount. In other 
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governmental funds it is not appropriate to report a positive unassigned fund balance amount. 

However, in governmental funds other than the general fund, if expenditures incurred for 

specific purposes exceed the amounts that are restricted, committed, or assigned to those 

purposes, it may be necessary to report a negative unassigned fund balance in that fund. 

2.2.2 FUND RESERVES 

The City Council may elect to establish General Fund Reserve Policy/Guidelines. These 

Policy/Guidelines may be updated, modified and revised as determined by the Council. At the 

time of adoption of this Finance Policy, there are three such Policies/Guidelines: General Fund 

Reserve, Pension Reserve, and Insurance Reserve. 

 

A. General Fund Reserve: 

 

• Target: The City shall endeavor to achieve at year end a General Fund Reserve 

that totals one half of the current fiscal year’s General Fund expenditures, plus one 

half of the current fiscal year’s General Fund transfer to the Fire Fund.   

 

• Purpose:  Funds reserved under this category shall be used in case of catastrophic 

events, for budget stabilization purposes, or for capital and special projects: 

 

o Catastrophic events: Funds reserved shall be used to mitigate costs associated 

with unforeseen emergencies, including natural disasters or catastrophic 

events.  Should unforeseen and unavoidable events occur that require the 

expenditure of City resources beyond those provided for in the annual budget, 

the City Manager or designee shall have authority to approve Catastrophic 

General Fund Reserve appropriations.  The City Manager or designee shall 

then present to the City Council a budget amendment confirming the nature of 

the emergency and authorizing the appropriation of reserve funds. 

 

o Budget stabilization: Funds reserved shall be used to mitigate, should they 

occur, annual budget revenue shortfalls (actual revenues less than projected 

revenues) due to changes in the economic environment and/or one-time 

expenditures that will result in future efficiencies and/or budgetary savings.  

Examples of “economic triggers” and one-time uses include, but are not 

limited to: 
 

▪ Significant decrease in property tax, or other economically sensitive 

revenues;  

▪ Reductions in revenue due to actions by the state/federal government;  

▪ Workflow/technical system improvements to reduce ongoing, 

personnel costs and enhance customer service; 

▪ One-time maintenance of service levels due to significant 

economic/budget constraints; and 

▪ One-time transitional costs associated with organizational restructuring 

to secure long-term personnel cost savings. 
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o Capital and Special Projects: Funds reserved may be designated by the City 

Council for key infrastructure and capital/special projects as identified in the 

City 5-year Capital Improvement Plan, as there is no ongoing funding source 

to support the City’s capital needs. 

 

• Classification: The General Fund Reserve is classified as “Assigned” in the City’s 

financial statements. 

 

B. Pension Reserve: 

 

• Target:  It is the practice of the City to set aside up to $100,000 per year in the 

Pension Reserve Fund for current or future unfunded pension liability and/or other 

post-employment benefit (OPEB) liability payments.  

 

• Purpose:  The Council may decide as part of its annual budget process to expend 

some or all of the accumulated Pensions Reserve Fund balance to pay down accrued 

unfunded pension or OPEB liability.   

 

• Classification:  The Pension Reserve Fund is classified as “Assigned” in the City’s 

financial statements. 

 

C. Insurance Reserve: 

 

• Target:  Reserves shall be maintained between $50,000 and $100,000 to allow for 

emergencies and numerous or large claims. Reserves shall be replenished through 

subsequent charges to the appropriate user departments. 

 

• Purpose:  This Fund is designed to cover claims and deductibles related to property 

and casualty insurance claims.     

 

• Classification:  The Insurance Reserve Fund is classified as “Assigned” in the City’s 

financial statements. 
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CITY OF BELVEDERE – ADMINISTRATIVE POLICY MANUAL 

 POLICY 2.3 

PENSION/OPEB FUNDING 

Adoption Date: 11/13/2018 Adopted by: City Council Resolution No. 2018-32 

Revised Date: - Revised by: - 

Authority: City Council 

 

Monies from the Pension Reserve Fund (see Policy 2.2.2.B) may be used to pay down unfunded 

pension liability related to current and former City employees. In instances where the balance in 

the Pension Reserve Fund exceeds the accrued unfunded liability provided by CalPERS, the City 

may choose not to add to the Pension Reserve Fund. The City Council may elect to use funds 

from the Pension Reserve Fund to pay down unfunded liability balances related to employee 

pensions or post-employment benefits (OPEB). 

 

The City contributes the annual unfunded accrued pension liability payment as required by 

CalPERS in July of each year.  Funds for this purpose come from the City’s annual operating 

fund, and are included in the operating budget by department. 

 

The City also contributes the minimum allowable contribution to the CalPERS retiree health 

program for each employee who retires from the City.  Funds for this purpose come from the 

City’s annual operating fund, and are included in the operating budget by department. 
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CITY OF BELVEDERE – ADMINISTRATIVE POLICY MANUAL 

 POLICY 2.4 

BUDGET and LONG-TERM PLANNING 

Adoption Date: Unknown Adopted by: Budget document 

Revised Date: 11/13/2018 Revised by: City Council Resolution No. 2018-32 

Authority: City Council 

2.4.1 POLICY 

The budget shall serve as a principal management tool for the City administration and be used to 

allocate the City’s resources. The budget document should also serve as a helpful tool for 

citizens in understanding the operations and costs of City services. In general, ongoing 

appropriations should be supported by ongoing revenues, and the City should maintain healthy 

reserves.  

 

Each year, the City Manager develops and presents an annual budget to the City Council for its 

consideration.  The development of the budget is a cooperative effort involving the participation 

of each department head. Each department head is then accountable to the budget, as enacted by 

the City Council, meaning that he/she must ensure that departmental spending is in accordance 

with the budget. Department heads may seek approval from the City Manager to adjust 

departmental spending, and the City Manager is authorized to transfer appropriations within each 

fund. 

2.4.2 BUDGET BASIS 

The budgets of general government-type funds (for example, the general fund, and gas tax funds) 

are prepared on a spending measurement focus. Briefly, this means that only current assets and 

current liabilities are included on the balance sheets.  The modified accrual basis of accounting is 

followed.  Under the modified accrual basis of accounting, revenues are susceptible to accrual 

when they become both measurable and available.  Expenditures, other than interest on long-

term debt, are recorded when a current liability is incurred.   

 

The Comprehensive Annual Financial Report (CAFR) shows the status of the City’s finances on 

the basis of “generally accepted accounting principles” (GAAP). In most cases, this conforms to 

the way the City prepares the budget. One exception is the treatment of compensated absences. 

Compensated absences, including accrued but unused administrative leave, compensatory time 

and vacation leave, are treated slightly different in the budget than in the CAFR. 

2.4.3 RESPONSIBILITY 

The City Manager is responsible for preparing an annual budget for consideration by the City 

Council. 
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2.4.4 BUDGET PREPARATION AND TIMELINE 

The process of developing the operating budget begins in March of each year. The budget 

preparation process provides department heads an opportunity to examine programs; propose 

changes in current services; recommend revisions in organizations and methods; and outline 

requirements for capital outlay items.  The City’s executive team reviews departmental budget 

proposals and recommends adjustments to the City Manager.  

 

During budget review, the City Manager assesses requests for new positions, and prioritizes 

operating and capital budget requirements.  The Finance Committee, which consists of five 

members chosen by the City Council, the Mayor, the Vice-Mayor and the City Manager, then 

reviews the draft budget and makes a recommendation to the City Council. 

 

In May of each year, the City Manager presents the draft budget and 5-year projection to the City 

Council for its consideration, along with the recommendation of the Finance Committee.  

Generally, a final budget is adopted, by resolution, in June.  Each fiscal year begins on July 1. 

2.4.5 OPERATING BUDGET OBJECTIVES 

In general, ongoing operating costs should be supported by ongoing stable revenue sources. This 

protects the City from fluctuating services levels and avoids crises when one-time revenues are 

reduced or removed. Listed below are some additional considerations: 

 

• End of year fund balances or contingency accounts should only be used for one-time 

expenditures, such as capital equipment and capital improvements. 

 

• Ongoing maintenance costs, such as street resurfacing and parks maintenance, should be 

financed through recurring operating revenues rather than through bond issuance. 

 

• One-time federal grants should not be used to fund ongoing programs. 

2.4.6 REVENUE OBJECTIVES 

The City will seek to maintain a diversified and stable revenue system to ensure ongoing fiscal 

health and the capacity for absorbing short-run fluctuations in any single revenue source.   

 

The City Manager shall review the encumbrances and continuing appropriations to be submitted 

to the City Council for approval from one fiscal year to the next fiscal year. These encumbrances 

and continuing appropriations shall become a part of the City’s budget. 

2.4.7 CAPITAL BUDGET 

The Budget shall include a Capital Improvement Plan (CIP) with a discussion of capital projects 

that are to be funded over a five-year period.  Consistent with the CIP, the Budget shall also 
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include a one-year Capital Improvement Budget, which details capital expenditures for the 

upcoming fiscal year. Although the CIP may identify “unfunded” projects that carry out the 

City’s strategic and general plans, the Capital Improvement Budget must be fully funded with 

funds projected to be available during the fiscal year. Management should assess the ongoing 

impact that any given capital project may have on current and future operating budgets when 

considering whether to include the project in the budget. 

2.4.8 BUDGET IMPLEMENTATION 

A budgetary control system is maintained to ensure compliance with the budget. The 

Administrative Services Manager is responsible for setting up the budget for tracking purposes, 

and is charged with ensuring that funds remain available during the year to cover expenditures 

and appropriations. Reports comparing the budget with expenditures are generated on a monthly 

basis and are provided to department heads and the City Manager. 

2.4.9 BALANCED BUDGET 

A balanced budget is achieved when the General Fund Reserve Policy (Policy 2.2.2.A) is met.  

2.4.10 BUDGET REVISION 

The City Manager is authorized to transfer budget appropriations within the same fund.  

Additional appropriations, or inter-fund transfers not included in the original budget resolution, 

require approval by the City Council.  Use of unappropriated reserves must be approved by the 

City Council. 

2.4.11 LONG-TERM PLANNING 

Each annual budget will be accompanied by a five-year financial forecast. This forecast will be 

integrated with the City’s General Plan and Strategic Plan.  The forecast will also be reviewed 

with respect to the City’s long-term financial goals and polices. 

 

FY19/20 Budget - Adopted June 10, 2019 A-12



 

CITY OF BELVEDERE – ADMINISTRATIVE POLICY MANUAL 

 POLICY 2.5 

INVESTMENTS 

Adoption Date: 9/7/2004 Adopted by: City Council Resolution No. 2004-33 

Revised Date: 11/13/2018 Revised by: City Council Resolution No. 2018-32 

Authority: City Council 

2.5.1 PURPOSE 

The Investment Policy provides guidelines for the prudent investment of temporary idle cash, 

and outlines policies for maximizing the efficiency of the cash management system. Its purpose 

is to enhance the economic status of the City while protecting its pooled cash. 

2.5.2 OBJECTIVE 

A.  The investment objective is to ensure fund safety, preserve a significant amount of liquidity 

and achieve yields on City funds that are idle. 

B. The cash management system is designed to accurately monitor and forecast expenditures 

and revenues, thus enabling the City to identify those funds that could be invested without 

adversely affecting City operations.  

2.5.4 POLICY 

In order to maximize interest earnings, the City pools the cash from all funds, except those funds 

held in trust for the City by various financial institutions in accordance with applicable trust 

agreements related to debt issues. Interest revenue derived from pooled cash is allocated monthly 

to the participating funds based on the relative cash balance of each fund. 

2.5.5 INVESTMENT CRITERIA 

Criteria for selecting investments and the order of priority are:  

 

• Safety:  The safety and risk associated with an investment refers to the potential loss of 

principal, interest or a combination of these amounts. The City only operates in those 

investments that are considered very safe and are allowable under Government Code 

Sections 53600 to 53610. 

 

• Liquidity:  This refers to the ability to “cash in” at any moment in time with a minimal 

chance of losing some portion of principal or interest. Liquidity is an important 

investment quality especially when the need for unexpected funds occasionally occurs. 
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• Yield:  This is the dollar earnings an investment can provide, and sometimes is described 

as the rate of return.  

2.5.6 INVESTMENT APPROACH 

It is the practice of the City to invest primarily in the Local Agency Investment Fund or in 

similar low-risk instruments. Longer-term investments of reserve funds or bond proceeds in 

other instruments may be considered and recommended by the Finance Committee to the City 

Manager. Any such investments should only be undertaken if the likelihood of the City needing 

to deploy these funds in the near term is low. 

2.5.7 OVERSIGHT 

The Finance Committee shall review investments and investment performance on an annual 

basis. The Committee’s findings shall be reported to the City Council through the Mayor and 

Vice Mayor, who serve on the Committee.  The Finance Committee shall also review this 

Investment Policy every three years and report any recommendations to the City Council through 

the Mayor and Vice Mayor. 
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CITY OF BELVEDERE – ADMINISTRATIVE POLICY MANUAL 

 POLICY 2.6 

DEBT 

Adoption Date: 11/13/2018 Adopted by: City Council Resolution No. 2018-32 

Revised Date: - Revised by: - 

Authority: City Council 

2.6.1 PURPOSE 

This Debt Policy is intended to comply with Government Code Section 8855(i), effective on 

January 1, 2017, and may be amended by the City Council as it deems appropriate from time to 

time in the prudent management of the debt of the City. This Debt Policy shall govern all debt 

undertaken by the City, the Authority (defined below), and any other subordinate entities of the 

City for which the City Council serves as the governing board. 

2.6.2 BELVEDERE PUBLIC FINANCING AUTHORITY 

The Belvedere Public Financing Authority (the “Authority”) was formed in May 2016 and is a 

joint exercise of powers authority organized and existing under and by virtue of Articles 1 

through 4 (commencing with Section 6500) of Chapter 5 of Division 7 of Title 1 of the 

California Government Code. The Authority is authorized to issue its revenue bonds pursuant to 

the Marks-Roos Local Bond Pooling Act of 1985, being Article 4 of Chapter 5 of Division 7 of 

Title 1 of the California Government Code. As the legislative body of the City, the Belvedere 

Council acts as the Governing Board of the Authority. 

2.6.3 IN GENERAL 

The City recognizes that a fiscally-prudent debt policy is required in order to: 

• Maintain the City’s sound financial position; 

• Ensure that the City has the flexibility to respond to changes in future service priorities, 

revenue levels and operation expenses; 

• Protect the City’s creditworthiness; 

• Ensure that debt is structured in order to protect both current and future taxpayers, 

ratepayers and constituents of the City; 

• Ensure that the City’s debt profile is consistent with the City’s planning goals and capital 

improvement needs. 
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2.6.4 PURPOSES FOR WHICH DEBT MAY BE ISSUED 

Long-Term Debt 

Long-term debt may be issued to finance the construction, acquisition and rehabilitation of 

capital improvements and facilities, equipment and land to be owned and operation by the City. 

 

Long-term debt financings are appropriate when the following conditions exist: 

• The project to be financed is necessary for providing basic services; 

• The project to be financed will provide benefit to constituents over multiple years; 

• Total debt does not constitute an unreasonable burden on the City and its taxpayers; 

• The new debt is used to refinance outstanding debt in order to produce debt service 

savings or realize the benefits of a debt restructuring – for example, in the case of using 

pension obligation bonds to restructure obligations associated with defined-benefit 

pensions. 

 

Long-term debt will not generally be considered appropriate for current operation expenses or 

routine maintenance expenses. 

 

The City may use long-term debt financings subject to the following conditions: 

• The project to be financed must be approved by the City Council; 

• The weighted average maturity of the debt (or the portion of the debt allocated to the 

project) will not exceed 120% of the average reasonably expected economic life of the 

project to be financed.  

• The City estimates that sufficient revenues will be available to service the debt through 

its maturity; 

• The City determines that the issuance of the debt will comply with applicable state and 

federal law. 

 

Short-Term Debt 

Short-term debt may be issued to provide financing for the City’s operational cash flows in order 

to maintain a steady and even cash flow balance.  Short-term debt may also be used to finance 

short-lived capital projects; for example, the City may undertake a lease-purchase financing for 

equipment. 

 

Financings on Behalf of Other Entities 

The City may also find it beneficial to issue debt on behalf of other governmental agencies in 

order to further the public purposes of the City.  In such cases, the City shall take reasonable 

steps to confirm the financial feasibility of the project to be financed and the financial solvency 

of any borrower and that the issuance of such debt is consistent with the policies set forth herein. 

2.6.5 TYPES OF DEBT 

The following types of debt are allowable: 

• General Obligation bonds (GO Bonds) 

• Bond or grant anticipation notes (BANs) 
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• Lease revenue bonds, certificates of participation (COPs) and lease-purchase transactions 

• Other revenue bonds and COPs 

• Tax and revenue anticipation notes (TRANs) 

• Land-secured financings, such as special tax bonds issued under the Mello-Roos 

Community Facilities Act of 1982, and limited obligation bonds issued under applicable 

assessment statutes 

• Tax-increment financing to the extent permitted by State law 

 

Debt shall be issued as fixed rate debt unless the City makes a specific determination as to why a 

variable rate issue would be beneficial to the City in a specific circumstance. 

2.6.6 RELATIONSHIP OF DEBT TO CAPITAL IMPROVEMENT PROGRAM AND BUDGET 

The City is committed to long-term capital planning. The City could issue debt for the purposes 

stated in this Debt Policy and to implement policy decisions incorporated in the City’s capital 

budget and capital improvement plan. 

 

The City shall strive to fund the upkeep and maintenance of its infrastructure and facilities due to 

normal wear and tear through the expenditure of available operating revenues. The City shall 

seek to avoid the use of debt to fund infrastructure and facilities improvements that are the result 

of normal wear and tear. 

 

The City shall integrate its debt issuances with the goals of its capital improvement program by 

timing the issuance of debt to ensure that projects are available when needed in furtherance of 

the City’s public purposes. 

 

The City shall seek to avoid the use of debt to fund infrastructure and facilities improvements in 

circumstances when the sole purpose of such debt financing is to reduce annual budgetary 

expenditures. 

 

The City shall seek to issue debt in a timely manner to avoid having to make unplanned 

expenditures for capital improvements or equipment from its general fund. 

2.6.7 POLICY GOALS RELATED TO PLANNING GOALS AND OBJECTIVES 

The City is committed to long-term financial planning, maintaining appropriate reserve levels 

and employing prudent practices in governance, management and budget administration. The 

City would issue debt for the purposed stated in this Debt Policy and in order to implement 

policy decisions incorporated in the City’s annual operations budget. 

 

It is a policy goal of the City to protect taxpayers, ratepayers (if applicable), and constituents by 

utilizing conservative financing methods and techniques so as to obtain the highest practical 

credit ratings (if applicable) and the lowest practical borrowing costs. 

 

The City will comply with applicable state and federal law as it pertains to the maximum term of 
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debt and the procedures for levying and imposing any related taxes, assessments, rates, or 

charges. 

 

When refinancing debt, it shall be a policy goal of the City to realize, whenever possible, and 

subject to any overriding non-financial policy considerations, (i) minimum net present value debt 

service savings equal to or greater than 3.0% of the refunded principal amount, and (ii) present 

value debt service savings equal to or greater than 100% of any escrow fund negative arbitrage. 

2.6.8 INTERNAL CONTROL PROCEDURES 

When issuing debt, in addition to complying with the terms of this Debt Policy, the City shall 

comply with any other applicable policies regarding initial bond disclosure, continuing 

disclosure, post-issuance compliance, and investment of bond proceeds. 

 

Without limiting the foregoing, the City will periodically review the requirements of and will 

remain in compliance with the following: 

• Any continuing disclosure undertakings entered into by the City in accordance with SEC 

Rule 15c2-12; 

• Annual debt transparency report obligations under Government Code section 8855(k); 

• Any federal tax compliance requirements, including, without limitation, arbitrage and 

rebate compliance; 

• The City’s investment policies as they relate to the use and investment of bond proceeds. 

 

Proceeds of debt will be held either (a) by a third-party trustee or fiscal agent, which will 

disburse such proceeds to or upon the order of the City upon the submission of one or more 

written requisitions by the Administrative Services Manager, or (b) by the City, to be held and 

accounted for in a separate fund account, the expenditure of which will be carefully documented 

by the City. 

2.6.9 BOND DISCLOSURE 

Official Statements.  The City’s chief financial officer, city manager and other appropriate City 

staff members shall review any Official Statement prepared in connection with any debt issuance 

by the City in order to ensure there are no misstatements or omissions of material information in 

any sections that contain descriptions of information prepared by the City. 

 

In connection with its review of the Official Statement, the appropriate City staff members shall 

consult with third parties, including outside professionals assisting the City, and all members of 

City staff, to the extent needed to ensure that the Official Statement will include all “material” 

information (as defined for purposes of federal securities law). 

 

All Official Statements shall be submitted to the City Council for approval as a new business 

matter and not as a consent item. The City Council shall undertake such review as deemed 

necessary by the City Council, following consultation with appropriate City staff members, to 

fulfill the City Council’s responsibilities under applicable securities laws.  
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Continuing Disclosure Filings.  Under the continuing disclosure undertakings that the City has 

entered into in connection with its debt offerings, the City is required each year to file annual 

reports with the Municipal Securities Rulemaking Board’s Electronic Municipal Market Access 

(“EMMA”) system in accordance with such undertakings. Such annual reports are required to 

include certain updated financial and operating information, and the City’s audited financial 

statements.  The City is also required under its continuing disclosure undertakings to file notices 

of certain events with EMMA.  

 

The City’s Chief Financial Officer shall establish a system (which may involve the retention or 

one or more consultants) by which the City will: 

• Make the annual filings required by its continuing disclosure undertakings on a complete 

and timely basis, and 

• File notices of enumerated events on a timely basis. 

 

Public Statements.  Whenever the City makes statements or releases information relating to its 

finances to the public that are reasonably expected to reach investors and the trading markets, the 

City is obligated to ensure that such statements and information are complete, true, and accurate 

in all material respects. 

 

Training. The members of the City staff involved in the initial or continuing disclosure process 

shall be properly trained to understand and perform their responsibilities. 
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CITY OF BELVEDERE – ADMINISTRATIVE POLICY MANUAL 

 POLICY 2.7 

PROCUREMENT 

Adoption Date: 11/13/2018 Adopted by: City Council Resolution No. 2018-32 

Revised Date: - Revised by: - 

Authority: City Council 

2.7.1 PURPOSE 

It is the policy of the City to obtain the quality and quantity of products and services required for 

the performance of City governmental functions at the lowest possible cost.  There are three 

different types of procurements utilized by the City: 

 

1) Public Works Projects, discussed in Section 2.7.4; 

2) Supplies, Materials, Equipment, Non-Professional Services and Maintenance 

Work, discussed in Section 2.7.5; 

3) Professional Services, discussed in Section 2.7.6. 

2.7.2 PURCHASING AGENT 

The City Manager, or the City Manager’s designee, is the Purchasing Agent, with the authority 

and the responsibility to:  

 

1) Carry out the Purchasing Policy of the City,  

2) Prepare or revise, in cooperation with each department, written standard 

specifications for purchases of goods, supplies, equipment, and services,  

3) Purchase or contract for goods, supplies, equipment, and services required by City 

departments according to these purchasing procedures and such administrative 

regulations as the City Manager shall prescribe,  

4) Obtain as full and open a competition as possible when purchasing or contracting 

for goods, supplies, equipment, and services,  

5) Keep informed of current developments in the field of purchasing, prices, 

contracting for goods, supplies, equipment, and services,  

6) Ensure the inspection of all supplies and equipment purchases to guarantee 

quality and conformance with City specifications,  

7) Recommend the transfer of unused supplies and equipment between departments 

as needed,  

8) Sell supplies and equipment that cannot be used by any department or that have 

become unsuitable for City use, and  

9) Maintain a contractor’s list and necessary records for the efficient operation of the 

purchasing function 
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2.7.3 DEFINITIONS 

For the purposes of the Purchasing Policy the following words and phrases shall have the 

following meanings: 

 

1) “Commission” means the California Uniform Construction Cost Accounting 

Commission 

 

2) “Act” means the Uniform Public Construction Cost Accounting Act (California 

Public Contracts Code Section 22000 et seq.) 

 

3) “Force Account” means professional services, construction, rehabilitation, repair 

or demolition that is performed by City employees. 

 

4) “Public project” means any of the following: 

i. Construction, reconstruction, erection, alteration, renovation, 

improvement, demolition and repair work involving any city owned, 

leased or operated facility; or 

ii. Painting or repainting of any city owned, leased, or operated facility. 

 

5) “Public project” does not include maintenance work.  “Maintenance work” 

includes all of the following: 

i. Routine, recurring and usual work for the preservation or protection of any 

city owned or city operated facility for its intended purposes; 

ii. Minor repainting; 

iii. Resurfacing of streets and highways at less than one inch; 

iv. Landscape maintenance, including mowing, watering, trimming, pruning, 

planting, replacement of plants, and servicing of irrigation and sprinkler 

systems; or 

v. Work performed to keep, operate, and maintain city owned systems. 

 

6) “Facility” means any plant, building, structure, ground facility, utility system, 

subject to the limitation of subsection (B)(4), real property, streets and highways, 

or other public work of improvement. 

2.7.4 BID PROCEDURE FOR PUBLIC PROJECTS  

A. The procedures in this section shall be observed when conducting procurements for 

“public projects,” as defined in section 2.7.5(4). 

 

B. Force Account, Negotiated Contract, Purchase Order 

Public projects that do not exceed the applicable dollar amount limitations under Section 

22032 of the Act (currently $45,000 or less) may be performed by force account or let by 

negotiated contract, or purchase order. 

 

C. Informal Bid Procedures; 
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Public projects that do not exceed the applicable dollar amount limitations under Section 

22032 of the Act (currently $175,000 or less) may be performed by the informal bidding 

provisions of this Policy, as applicable. 

  

(1) Notice Inviting Informal Bids 

Where a public project is to be performed which is subject to the informal bidding 

provisions of this Regulation, a notice inviting informal bids shall be mailed or e-

mailed to all contractors for the category of work to be bid, as shown on the list 

developed in accordance with subsection (D) above, and to all construction trade 

journals as specified by the Commission in accordance with Section 22036 of the Act.  

Additional contractors and/or construction trade journals may be notified at the 

discretion of the department/agency soliciting bids, provided however: 

 

i. If there is no list of qualified contractors maintained by the City for the 

particular category of work to be performed, the notice inviting bids shall be 

sent only to the construction trade journals specified by the Commission. 

ii. If the product of service is proprietary in nature such that it can be obtained 

only from a certain contractor or contractors, the notice inviting informal 

bids may be sent exclusively to such contractor or contractors. 

 

(2) Award of Informal Contracts 

The Purchasing Agent is authorized to award informal contracts pursuant to this 

Regulation. 

 

D. Formal Bid Procedures 

Public projects that are required to be let by formal bidding procedures under the Act 

(currently $175,000 or greater) must be let to the lowest responsive and responsible 

bidder after posting of notice inviting formal bids as specified in subsection (F) below. 

 

1) The formal competitive bidding procedure shall comply with all aspects of state 

and local law governing formal competitive bidding, including, but not limited to, 

the California Public Contract Code, California Government Code, California 

Labor Code, resolutions of the City Council as may be adopted from time to time, 

and policies and procedures as the purchasing agent may approve from time to 

time. 

 

2) The City may, in its sole and absolute discretion, reject any or all bids presented, 

and may waive any minor irregularities in each bid received. 

 

3) Notice Inviting Formal Bids 

The notice inviting formal bids shall comply with Section 22037 of the Act.  

Notice inviting formal bids shall state the time and place for the receiving and 

opening of sealed bids and distinctly describe the project.  The notice shall be 

published at least 14 calendar days before the date of opening the bids in a 

newspaper of general circulation, printed and published in the city; or, if there is 

no newspaper printed and published within the jurisdiction of the public agency, 

in a newspaper of general circulation which is circulated within the city.  The 
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notice inviting formal bids shall also be mailed to all construction trade journals 

specified in Section 22036 of the Act. The notice shall be mailed at least 15 

calendar days before the date of opening the bids. In addition to notice required 

by this Section, the city may give such other notice as it deems proper.  

 

4) Award of Formal Contracts 

Formal contracts made under this Regulation shall be awarded by the City 

Council. 

 

E. Contractors List 

A list of contractors shall be developed and maintained by the Public Works Manager or 

his or her designee in accordance with the provisions of Section 22034 of the Act and 

criteria promulgated from time to time by the Commission. 

 

J. Approval of Plans and Designs 

The City Engineer, or the City Engineer’s designee, is authorized to approve plans and 

designs, and all amendments and addenda thereto, for performance of a public project of 

the City. 

2.7.5 BIDDING AND CONTRACTING FOR SUPPLIES, MATERIALS, NON-PROFESSIONAL 

SERVICES AND MAINTENANCE WORK 

A. Materials, Supplies, Equipment, and Non-Professional Services 

Materials, supplies, and equipment required by any city department for its daily operation 

and use may be purchased through the following alternative procedures at each dollar 

threshold. This section does not apply to any materials, supplies, and equipment required 

for the construction of a public project.   

 

• Buyer’s best judgement: Up to $2,000 

• Two written or oral quotes: Over $2,000 and up to $10,000 

• Three written quotes:  Over $10,000 and up to $50,000 

• Sealed competitive bidding: Greater than $50,000 

 

Evidence of the selection process used at the $2,000 or greater threshold must be 

submitted to the finance department. 

 

B. Maintenance Work 

Contracts for maintenance work, and all working details, drawings, plans and 

specifications prepared for maintenance work contracts shall be reviewed and approved 

by the City’s Public Works Manager, or his or her designee.  Contracts for maintenance 

work shall be awarded to the contractor that will best serve the interests of the city, taking 

into account any or all of the following: 

1) The ability, capacity, and skill of the contractor to perform the contract; 

2) Whether the contractor has the facilities to perform the contract promptly, or 

within the time specified, without delay or interference; 

3) The character, integrity, reputation, judgment, experience, and efficiency of the 

FY19/20 Budget - Adopted June 10, 2019 A-23



contractor; 

4) The contractor's record of performance on previous contracts with the city; 

5) The previous and existing compliance by the contractor with laws and ordinances 

relating to the contract; 

6) The sufficiency of the financial resources and ability of the contractor to perform 

the contract; 

7) The quality, availability, and adaptability of the supplies and equipment needed to 

fulfill the contract; 

8) The ability of the contractor to provide future maintenance and service for the 

subject of the contract; 

9) The number and scope of conditions attached to the bid; and 

10) The contractor’s price proposal 

 

C. Award of Maintenance Contracts; Contracts for the Purchase of Materials, Supplies and 

Equipment 

The Purchasing Agent is authorized to award maintenance contracts and contracts for the 

purchase of materials, supplies and equipment of $175,000 or less.  The City Council 

shall award maintenance contracts and contracts for the purchase of materials, supplies 

and equipment of more than $175,000. 

2.7.6 EXCEPTIONS TO THE BIDDING REQUIREMENTS  

The bidding requirements for a Municipal Improvement Project or for the purchase of goods, 

supplies, equipment, and services need not be observed if any of the following conditions is met:  

 

• Emergency - Where the City has declared an emergency justifying the expenditure.  

 

• Public Cooperative Purchasing Agreement - Except for public projects subject to 

informal or formal bidding under Section 2.7.4., where another governmental entity has 

an agreement with a vendor which allows the City to purchase particular items on a 

cooperative basis at a reduced rate.  

 

• Negotiations - Except for public projects subject to informal or formal bidding under 

Section 2.7.4 where the City Council finds that negotiation would best serve the City due 

to the nature of the project, good, supply, equipment, or service.  

 

• Sole Source – A sole source justification exists in any of the following circumstances: 

o Specialized Item - Where the project, good, supply, equipment, or service is of 

such a specialized nature that it can only be obtained from one manufacturer or 

vendor or where the service sought is to maintain an article for which the bidder 

was also the manufacturer or vendor of the article. 

o Existing Contract - Except for public projects subject to informal or formal 

bidding under Section 2.7.4, where the project, good, supply, equipment, or service 

is similar to one being provided under an existing contract, and in the judgment of 

the Department Head the project, article or service can be obtained by negotiations 

with the existing contractor for the same price that formal bidding would yield.  

FY19/20 Budget - Adopted June 10, 2019 A-24



o Bidding Not Beneficial – In instances when the responsible purchasing authority 

determines competitive bidding is ineffective or will not produce an advantage 

and, therefore, is not in the best interests of the City. 

o Sole Source Contracts must be approved by the Purchasing Agent. 

2.7.7 PROCUREMENT OF SPECIALIZED SERVICES  

A. Professional services are advisory, consulting, architectural, engineering, computer, data 

processing, telecommunications, legal, financial, surveying or any service which involves 

the exercise of professional discretion or independent judgment based on an advanced or 

specialized knowledge, expertise or training gained by formal studies or experience. 

 

B. Whenever practicable as determined by the Purchasing Agent in his or her sole 

discretion, a minimum of three (3) proposals shall be obtained from separate firms for 

professional services.     

 

C. The Purchasing Agent is authorized to award professional services contracts of $175,000 

or less, with the exception of contracts for independent financial audits.  Contracts for 

services for independent financial audits shall be awarded by the City Council.  The City 

Council shall award professional services contracts of more than $175,000. 

 

1. Award of contracts for architectural, landscape architectural, engineering, 

environmental, land surveying, or construction project management services the 

emphasis in the selection process shall be on the basis of demonstrated 

competence and on the professional qualifications necessary for the satisfactory 

performance of the services required. 

 

FY19/20 Budget - Adopted June 10, 2019 A-25



 

CITY OF BELVEDERE – ADMINISTRATIVE POLICY MANUAL 

 POLICY 2.8 

EXPENDITURES 

Adoption Date: 11/13/2018 Adopted by: City Council Resolution No. 2018-32 

Revised Date: - Revised by: - 

Authority: City Council 

2.8.1 INVOICE PROCESSING 

Invoices are processed by Administrative Services Department staff, and approved either 

electronically or by signature by the staff member at the City who can best verify the validity of 

the invoiced amount. Typically, approving an invoice indicates verification that the goods or 

services invoiced have been received or provided. Procurement authority is discussed in Policy 

2.7. 

2.8.2 CHECK SIGNING & ACCESS TO CHECKS 

One signature is required on City checks or electronic payment vouchers in amounts up to 

$5,000 and two signatures for checks or electronic payment vouchers in excess of $5,000. 

Payments for payroll and related payroll-related liabilities require only one signature. 

 

The City Manager, the Director of Planning & Building, and the City Clerk are authorized to 

sign checks or electronic payment vouchers.  Each member of the City Council is also an 

authorized signer, and is required to be the second signer on checks or electronic payment 

vouchers in excess of $5,000. 

 

The City Manager is the primary signatory.  The Director of Planning & Building, and the City 

Clerk are authorized as primary signatories in the absence of the City Manager. 

 

All blank City checks shall be securely stored in a locked cabinet all times. The Administrative 

Services Manager shall have access to blank checks. 

2.8.3 EMPLOYEE TRAVEL 

I. GENERAL 

This travel policy applies to all employee travel for City-related business and mileage 

reimbursements.  Employee travel must be approved in advance by the City Manager or 

his or her designee. 
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II. PROHIBITED EXPENDITURES 

State law prohibits personal use of public resources.  Examples of personal travel 

expenses that the City will not reimburse include, but are not limited to: 

a. The personal portion of any trip; 

b. Political or charitable contributions or events; 

c. Family expenses, including partner’s expenses when accompanying official on 

agency-related business, as well as children- or pet-related expenses; 

d. Entertainment expenses, including alcoholic beverages, theater, movies (either in-

room or at the theater), sporting events (including gym, massage and/or golf 

related expenses), or other cultural events; 

e. Non-mileage personal automobile expenses, including repairs, traffic citations, 

insurance or gasoline; and 

f. Personal losses incurred while on City business.  

 

Any questions regarding the propriety of a particular type of expense should be resolved 

by the City Manager before the expense is incurred. 

 

III. RECEIPTS 

Employees requesting reimbursement for travel expenditures must do so by submitting a 

Travel Expense Report form. Documentation, generally in the form of a receipt, is 

required for all expenditures itemized on the expense report other than mileage. 

 

IV. PURCHASING CARD USAGE 

a. City Purchasing Cards should be used whenever possible and practical for all 

travel-related expenses.   

b. Upon completion of travel, actual receipts for registration fees, lodging, travel and 

transportation, and other allowable expenses should be turned into the 

Administrative Services Department with the monthly Purchasing Card statement.   

c. For situations where use of the Purchasing Card is not practical or possible, 

allowable expenses paid by the traveler will be reimbursed.   

 

V. TRANSPORTATION 

The most economical mode and class of transportation reasonably consistent with 

scheduling needs and cargo space requirements must be used, using the most direct and 

time-efficient route.  Government and group rates must be used when available. 

a. Airfare - Direct flights shall be considered the standard, even though flights with 

connections and/or layovers are often less expensive.  Airfares shall be purchased 

as far in advance as possible to take advantage of reduced fares.  Receipts are 

required for payment or reimbursement of airfare.  First Class or Business Class 

airfare is not an allowable expense. 

b. Automobile - Automobile mileage is reimbursed at the applicable IRS rate in 

effect at the time of travel.  The reimbursement rate is designed to compensate the 

driver for gasoline, insurance, maintenance, and other expenses associated with 

operating the vehicle.  This amount does not include bridge and road tolls, which 

are also reimbursable.  Employees receiving an auto allowance are never 

reimbursed for mileage unless their travel exceeds 100 miles each direction. 
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c. Car Rental – Economy vehicle rental types shall be considered the most 

economical and reasonable for purposes of reimbursement under this policy. 

Larger vehicles may be rented as appropriate, depending upon the number of 

passengers.  Receipts are required for payment or reimbursement of car rental 

expenses. 

d. Taxis/Shuttles/Ridesharing – Taxi, shuttle, or ridesharing (i.e. – Uber or Lyft) 

fares may be reimbursed, including a 15 percent gratuity per fare, when the cost 

of such fares is equal or less than the cost of car rentals, gasoline and parking 

combined, or when such transportation is necessary for time-efficiency. 

 

VI. LODGING 

Lodging expenses will be reimbursed or paid for when travel on official City business 

reasonably requires an overnight stay.  Receipts are required for payment or 

reimbursement of lodging expenses.  

a. Conferences/Meetings: If such lodging is in connection with a conference, 

lodging expenses must not exceed the group rate published by the conference 

sponsor for the meeting in question if such rates are available at the time of 

booking.  If the group rate is not available than comparable lodging shall be 

obtained, see next section. 

b. Other Lodging: Travelers must request government rates, when available.  

Lodging rates that are equal or less than government rates are presumed to be 

reasonable and hence reimbursable for purposes of this policy.   

c. If lodging rates exceed the government rate for the area, actual lodging costs may 

be reimbursed conditioned upon performance of a good faith effort evidenced by 

documentation (e.g., internet search or phone calls) that demonstrate an attempt to 

find median-priced lodging. 

 

VII. PER DIEM 

Meal Per Diem:  A meal per diem is allowed for travel requiring an overnight stay.  

Contact the Administrative Services Department or check online 

(https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-lookup) to 

determine the rate allowable for the city where you are traveling.  The per diem amount 

should be pro-rated for partial travel days and meals provided by the seminar/conference 

(if applicable) as follows: 

a. 50% of the daily per diem rate is allowable for dinner, 25% each for breakfast and 

lunch. 

b. If actual costs are more than the per diem amount, the employee is responsible for 

the additional amount.  If actual costs are less than the per diem amount, the 

employee may keep the balance. 

c. No receipts are required when using per diem. 

 

Incidental Per Diem:  A personal incidental per diem of $10 per day is allowed for travel 

requiring an overnight stay for tips and other miscellaneous incidentals.   
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VIII. COMPENSATION FOR HOURS WORKED 

Contact the Administrative Services Department with any questions regarding 

compensation for hours worked during travel for non-exempt employees. 

 

IX. INTERNET CONNECTION CHARGES 

If internet connectivity is needed for work related purposes while traveling and the hotel 

and/or conference charges for internet service, the City will cover the cost of any Internet 

connection charges incurred. 

 

X. CASH ADVANCES 

a. If an employee is unable to finance travel from personal funds until a 

reimbursement voucher is paid, he or she may request an advance of public funds.  

Requests for advances shall be reviewed by the City Manager to determine 

reasonableness of amount.  All advances must be properly accounted for upon 

return from travel.   

b. Any unused advance must be returned to the City treasury within five (5) days of 

the employee’s return, along with a Travel Expense Report and receipt 

documenting how the advance was used in compliance with this expense policy.   

c. Failure to comply with this policy will result in disciplinary action. 

2.8.4 PURCHASING CARD POLICY 

I. GENERAL 

It is the City’s policy to issue a Purchasing Card to the City Manager and to his or her 

designees for expenditures made in the course of performing City business.   

 

The City Purchasing Card is to be used for approved, official business only.  Appropriate 

City Purchasing Card uses shall include, but is not limited to: 

a. Travel on City business. 

b. Purchase of goods or services from vendors where use of a check is not practical, 

such as the case with many Internet purchases. 

c. Securing reservations and locations for various City activities, attending local 

meetings, community events, and honoree events. 

d. Costs associated with meetings with City Council, applicants, developers, or 

consultants. 

 

Use of the City Purchasing Card is not intended to replace the City’s normal purchasing 

procedures or to replace effective procurement planning which enables volume discounts.  

The City Purchasing Card may not be used for the purchase of goods or services that 

would otherwise require competitive bidding.  The City Purchasing Card shall not be 

used for personal expenses, even if City employee reimburses the City. 
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II. AUTHORITY LIMITS 

City issued Purchasing Cards have the following expenditure authority limits: 

Position Credit Limit Single Purchase Limit 

City Manager or Department Head $10,000 $10,000 

Maintenance Supervisor $8,000 $8,000 

All others $5,000 $5,000 

 

III. UNACCEPTABLE USE 

a. Purchases over the appropriate signature authority limit.  Dividing an order is not 

an acceptable means of satisfying this limit and is not allowed. 

b. Cash advances, traveler’s checks, or the use of ATM machines. 

c. Fuel for personal vehicles.   

d. Using another employee’s Purchasing Card. An employee may not use another 

employee’s Purchasing Card to make a purchase, regardless of whether or not 

they have been authorized to make Purchasing Card purchases. 

 

IV. RECONCILIATION AND APPROVAL 

a. The Cardholder will submit receipts and/or documentation describing each 

transaction made on the card.   

b. When the Purchasing Card is used for a business meal, an itemized receipt must 

be submitted, with the names of those in attendance and the business purpose for 

the meal noted.   

c. Receipts/documentation are to be attached to the monthly statement, and the 

statement shall be signed by the employee.   

d. Secondary review of the statement shall be performed by the Supervisor or 

appropriate Management employee.  The Supervisor or Management employee 

shall sign the Purchasing Card statement to indicate approval of the charges. 

e. Once approved by the Supervisor, the statement and accompanying 

documentation are to be submitted to the Administrative Services Manager for 

processing. 

f. In the event of a lost or missing receipt, the Cardholder must complete a statement 

explaining the absence of the documentation and confirming that the expenses 

were legitimately incurred in the conduct of City business.   

 

V. DISPUTED CHARGES 

Cardholders are responsible for notifying the Administrative Services Manager 

immediately of any disputed charges.  The Cardholder will be responsible for resolving 

the disputed charge directly with the Purchasing Card company. 

 

VI. LOST OR STOLEN CARD 

Cardholders are responsible for notifying the Administrative Services Manger 

immediately if the card is lost or stolen.   

 

VII. TIMELY PAYMENT 

The Administrative Services Manager will ensure timely payments on all Purchasing 

Card charges. 
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2.8.5  PETTY CASH 

The purpose of the petty cash system is to eliminate the overhead cost of processing small items, 

and to provide change to customers at the counter who pay for services with cash.  

 

Items costing more than $50.00 must go through the regular request for payment procedure. 

Petty cash may be maintained by the following departments in the indicated amounts and 

responsible parties: 

a. Administrative Services - $450 (Administrative Services Manager) 

b. Police - $400 (Police Secretary) 

c. Building Department - $50 (Department Secretary) – This is a change fund only.  

See Cash Handling policy at Policy 2.9 

 

Petty cash shall be kept in a locked location with limited access.  The person requesting petty 

cash must sign a voucher for the amount received and indicate the correct expenditure account to 

which the purchase is to be charged.    

 

Upon purchase of the item(s), a receipt must be presented and attached to the original petty cash 

voucher.  Any change due from the transaction should be deposited back into the petty cash 

drawer. 

 

Petty cash will be randomly audited by the Administrative Services Manager. 
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CITY OF BELVEDERE – ADMINISTRATIVE POLICY MANUAL 

 POLICY 2.9 

CASH HANDLING 

Adoption Date: 12/13/2010 Adopted by: City Council Motion 

Revised Date: 03/2013 

12/14/2015 

11/13/2018 

Revised by: Unknown 

City Council Resolution No. 2015-35 

City Council Resolution No. 2018-32 

Authority: City Council 

2.9.1 PURPOSE 

The purpose of this policy is to safeguard public funds. The establishment of strong internal 

controls for cash collection is necessary to prevent mishandling of funds and to safeguard against 

loss. Strong internal controls are also designed to protect employees from inappropriate changes 

of mishandling funds by defining his/her responsibilities in the cash handling process. Included 

in the definition of cash are the following: coin, currency, checks, money orders, and credit 

cards. 

2.9.2 CASH COLLECTIONS 

All persons who handle cash on behalf of the City will be trained by the Administrative Services 

Department at the time the duty is assigned to them. 

 

A change fund of no more than $50 will be counted by the front desk staff person daily and the 

amount of the fund and date will be recorded and initialed on a daily log. The Administrative 

Services Department will periodically conduct a cash count of the change fund and shall record 

the findings. 

 

All employees who collect cash on behalf of the City shall provide a sequential, pre-numbered 

receipt to the customer or citizen. A receipt shall be written and given to the customer upon 

receiving cash or check over the counter or through the mail at the time funds are received. No 

checks or cash shall be held over for later processing. 

 

Once a receipt has been issued, a copy of the receipt along with the cash shall be placed in a 

secure location designated by the Administrative Services Department.  There will be no cash or 

checks received held or stored in any other locations  The Administrative Services Department or 

other designated staff will collect and lock up all cash and receipts at the end of each work day. 

 

There will be no money collected at City Hall either over the counter or through the mail for 

anything other than official City business.  Cash collected on department premises will be held to 

an absolute minimum to ensure safety.  No checks shall be cashed from cash receipts or change 

funds.  Shortages or overages shall be reported to the Administrative Services Manager 

immediately.
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CITY OF BELVEDERE – ADMINISTRATIVE POLICY MANUAL 

 POLICY 2.10 

FIXED ASSETS POLICY 

Adoption Date: 11/13/2018 Adopted by: City Council Resolution No. 2018-32 

Revised Date: - Revised by: - 

Authority: City Council 

2.10.1 PURPOSE  

The purpose of the Fixed Assets Policy is to present a uniform method of maintaining and 

updating the City’s fixed asset records.  Principles and processes incorporated into this policy are 

in accordance with generally accepted accounting principles (GAAP). 

 

This policy encompasses all fixed assets at the City: land, land improvements, buildings, 

building improvements, infrastructure, machinery and equipment, and vehicles.  Fixed assets are 

further distinguished as capital assets and non-capital assets. 

 

Capital assets are those fixed assets that meet the capitalization threshold as identified in Section 

2.10.2.   GAAP requires proper accounting for the acquisition and disposal of capital assets.  

Proper record keeping of the City’s capital assets also provides a management tool for budget 

and rate setting decisions. 

 

Non-capital assets fall below the capitalization threshold and may include furniture, small tools 

and equipment (hand mowers, trimmers, etc.), and various telecommunications and computer 

equipment.  Although not required, it may be important for departments to maintain inventories 

of non-capital fixed assets for many reasons, including theft prevention and conducting condition 

assessments.   

2.10.2 CAPITALIZATION THRESHOLD 

The current criteria requiring the capitalization of a fixed asset is a cost or fair market value of 

$5,000 or more and a useful life of one year or more.  

2.10.3 BUILDING/FACILITY IMPROVEMENTS 

The determination of whether an expenditure to replace part of a building/facility or major 

equipment associated with a building/facility is considered to be an improvement or a 

maintenance item shall be addressed on a case-by-case basis.  Examples of potential 

improvements are HVAC, boilers, roofs, etc.  In general, any such expenditures exceeding 

$5,000 should be considered capitalized improvements, under $5,000 would be an operating 

maintenance item. 
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2.10.4 DUTIES AND RESPONSIBILITIES 

The Administration Department and various other City departments have a role in the successful 

maintenance of the City’s fixed asset records. 

 

The Administration Department shall be responsible for the oversight of all duties and functions 

related to the fixed asset management system, including: 

A. Update and maintain detailed records of all capital assets of the City. 

B. Oversee annual physical inventories. 

C. Provide education and act as a resource for departments in the compliance of this 

policy. 

D. Generate fixed asset reports as required or requested. 

 

Other City Departments have the following responsibilities: 

A. Custodianship of assets for the department. 

B. Complete bi-annual physical inventory of capital assets within the department. 

C. On a timely basis, report to the Administration Department all changes, transfers, 

surpluses, relevant alterations, acquisitions, and dispositions of capital assets 

(including lost or stolen items).   

2.10.5 ACQUISITION OF CAPITAL ASSETS 

The purchase of capital assets is subject to the provisions of the City’s Procurement Policy.  All 

costs associated with the purchase of the asset shall be charged to a capital account within the 

City’s accounting system (expense accounts with the last four digits in the 9000’s).  Ancillary 

costs (shipping, installation, design, etc.) shall be included in the capitalized cost of the asset. 

 

Donated assets shall be capitalized at the estimated fair value of the asset at the time of the 

donation.  Administration staff shall determine the fair value of the asset based on the best 

information available, which may include original cost, age of the item, assessment of current 

condition, etc.  Departments shall notify Administration staff within two business days of the 

acquisition of any donated assets. 

2.10.6 BI-ANNUAL PHYSICAL INVENTORY 

Administration staff shall provide the various departments with the most recent list of capitalized 

assets assigned to their respective departments/divisions.  Each department shall conduct an 

inventory to confirm the accuracy of the report and note all changes and discrepancies to the list.  

Departments shall return the completed inventories, complete with all notations, to the 

Administration Department in a timely manner (typically within two weeks). 
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2.10.7 DISPOSITION OF SURPLUS SUPPLIES AND EQUIPMENT  

A. Each Department Head shall submit to the Purchasing Agent, at such a time and in such a 

form as prescribed by the Purchasing Agent, reports showing supplies and equipment 

which are no longer used or which have become obsolete or worn out.  

 

B. The City Council may declare such property as “surplus”. The Purchasing Agent may sell 

surplus property, or exchange or trade it for new supplies and equipment. The sale of 

surplus property shall be made by the most effective method, such as formal sealed bid, 

informal bid, negotiation, or public auction. The City Council may alternatively direct the 

donation of surplus property provided that such donation is supported by appropriate 

findings. 

 

C. If surplus property is offered at public auction, any person, including a City employee, 

may make an offer of purchase. However, no City employee may purchase surplus City 

property by means other than a public auction. Neither the Purchasing Agent nor a 

Department Head conducting such a sale of surplus property may be a purchaser.  

 

D. Proceeds from the sale of surplus property shall be deposited in the Equipment 

Replacement Fund. 
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