
MISSION STATEMENT: TO PROVIDE A SAFE, HEALTHFUL AND SOUND ECONOMIC ENVIRONMENT,
PROGRESSIVELY ENHANCING OUR QUALITY OF LIFE

COUNCIL MEETING AGENDA
CITY COUNCIL – CITY OF ONTARIO OREGON
TUESDAY, NOVEMBER 20, 2018, 7:00 PM, MT

Pursuant to the Public Meetings Laws and Rules within the Oregon Revised Statutes, the City Council has the authority, ability, and standing to take action on any 
items on the Agenda, or add items to the Agenda, during the Study Session or Regular Meeting, as long as all public meeting notice requirements have been met.

The City Council may recess/adjourn to Executive Session under ORS 192.660(2) as follows: (a) Employment of Public Officers, Employees, or Agents; (b) Discipline of Public Officers, Employees, or Agents; (d) Labor Negotiations; (e) Real Property Transactions; (f) 
Exempt Public Records; (g) Trade Negotiations; (h) Litigation /Consult with Legal Counsel; (i) Performance Evaluation of Public Officers and Employees; (j) Trade Negotiations; and/or (l) Labor Negotiations.

The City of Ontario does not discriminate in providing access to its programs, services and activities on the basis of race, color, religion, ancestry, national origin, political affiliation, sex, age, marital status, physical or mental disability, or any other inappropriate 
reason prohibited by law or policy of the state or federal government.   Should a person need special accommodations or interpretation services, contact the City at 889‐7684 at least one working day prior to the need for services and every reasonable effort to 
accommodate the need will be made. 

 

1) CALL TO ORDER 
  Roll Call: Betty Carter            Marty Justus            Ramon Palomo            Dan Capron           

Thomas Jost            Norm Crume            Mayor Ron Verini           
 

2) PLEDGE OF ALLEGIANCE 
 

This Agenda was posted on November 16, 2018. Copies of the Agenda are available from the City Hall Customer Service Counter 
and on the city's website at www.ontariooregon.org.
 

3) MOTION TO ADOPT THE AGENDA 
 

4) PUBLIC COMMENTS Citizens may address the Council; however, Council may not be able to provide an immediate answer or response. Our of 
respect to the Council and others in attendance, please limit your comment to three (3) minutes. Please state your name and city of residence for the 
record.

 

5) CONSENT AGENDA 
  A) Adoption of Minutes:

October 4, 2018 Work Session
October 16, 2018 Council Meeting

 

6) OLD BUSINESS 
  A) Ordinance #2745‐2018: Beekeeping Ordinance
  B) Resolution #2018‐142: A Resolution to Update the Financial Policies and Procedures Manual
 

7) NEW BUSINESS 
  A) Bid Award: Ontario Aquatic Center Splash Pad Site Work
  B) Recreation District Transition Plan
 

8) PUBLIC HEARING 
  A) Resolution #2018‐141: Revenue Bonds (Trinity Health)
 

9) HAND‐OUTS/DISCUSSION ITEMS 
  A) Newly Elected Officials Orientation Session from the League of Oregon Cities
 

10) CORRESPONDENCE, COMMENTS AND EX‐OFFICIO REPORTS 
 

11) ADJOURN 

www.ontariooregon.org
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CITY COUNCIL WORK SESSION MINUTES 
October 4, 2018 

  

 

The scheduled Work Session of the Ontario City Council was called to order by Mayor Ronald Verini at 12:00 p.m. 
on Thursday, October 4, 2018, in the Council Chambers of City Hall.  Council members present were Ronald Verini, 
Norm Crume, Dan Capron, Betty Carter, Ramon Palomo, and Thomas Jost. Marty Justus was excused. 

Members of staff present were Adam Brown, Tori Barnett, Larry Sullivan, Kari Ott, Dan Cummings, Betsy Roberts, 
Cliff Leeper, Peter Hall, and Dan Beaubien.  

The meeting was recorded and copies are available at City Hall.   

Thomas Jost led everyone in the Pledge of Allegiance. 
 

AGENDA 
 
This Agenda was posted on October 2, 2018. Copies of the Agenda are available from the City Hall Customer 
Service Counter and on the city’s website www.ontariooregon.org. 
 
Staff requested the addition of item G under New Business: Supporting Chamber of Commerce Grant Application.  
 
CRUME moved, CARTER seconded, to ADOPT THE AGENDA AS AMENDED. Roll call vote: Crume-yes; Carter-yes; 
Jost-yes; Palomo-yes; Justus-out; Capron-yes; Verini-yes. Motion carried 6/0/1.  
 
 

PUBLIC COMMENT 
 
Tim Cables, Ontario: Informed the Council of a workshop being offered entitled “Business Workshop for Young 
Entrepreneurs”, which would be held at St. Peter’s Catholic School on October 7th, running 12:30-3:00pm.  
 
 

CONSENT AGENDA 
 

CRUME moved, CAPRON seconded, to adopt the Consent Agenda, which included the adoption of Council Meeting 
minutes of March 20, 2018; May 3, 2018, June 7, 2018, August 9, 2018, August 21, 2018, August 28, 2018, and 
September 6, 2018. Roll call vote: Crume-yes; Carter-yes; Palomo-yes; Jost-yes; Justus-out; Capron-yes; Verini-yes. 
Motion carried 6/0/1. 
 
 

PRESENTATION 
 
Legislative Advocacy for TVCC Veteran Flight Program 
This item was moved to Tuesday, October 18, 2018, for discussion and/or action. 
 
 
 
 
 
 

http://www.ontariooregon.org/
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OLD BUSINESS 

 
Lion’s Park Splash Pad Bathroom Grant Agreement with State of Oregon 
Adam Brown, City Manager, presented.  
 
The City of Ontario applied for a grant from the Oregon Parks and Recreation Department. Staff was asked to 
present before the Local Government Grant Program Committee in June of 2018. The city was notified that the 
committee would be recommending the Lion's Park Water Playground project to the State Parks and Recreation 
Commission. The commission met in September and approved the committee's recommendation. The project 
included building three restrooms to service the splash pad, an additional restroom to service the skate park, a 
wood pergola, and additional shade structures. 
 
The city received a grant agreement between the State of Oregon Parks and Recreation Department and the City 
of Ontario, which needed to be signed and sent back to OPRD for final execution. After both parties signed the 
agreement, work could proceed. 
 
The total state grant was $298,200. The match from the city was $229,000, which came from donations, in kind 
work, and city transient occupancy tax. The total project cost was $527,200. No general fund dollars were spent on 
this project. 
 
Timing was critical, as the builder was ready to proceed immediately with construction. It was staff’s 
understanding that as soon as the Council approved the agreement and the city returned the signed agreement, 
the state would execute the agreement immediately and give the city a notice to proceed. 
 
CARTER moved, PALOMO seconded, THAT THE CITY COUNCIL APPROVE THE GRANT AGREEMENT 
BETWEEN THE STATE PARKS AND RECREATION DEPARTMENT AND THE CITY OF ONTARIO 
FOR STATE GRANT NUMBER LG18-017 - LIONS PARK WATER PLAYGROUND. Roll call vote: Crume-
yes; Carter-yes; Palomo-yes; Justus-out; Capron-yes; Jost-yes; Verini-yes. Motion passed 6/0/1. 
 
 

NEW BUSINESS 
 
Appointment to Public Works Committee: Cydney Cooke 
Adam Brown, City Manager, presented. 
 
There was currently one vacancy on the Public Works Committee. An application had been received requesting 
appointment to that Committee. The Council has historically appointed individuals to fill positions on the various 
city committees as they become vacant or open, and applications for appointment are received. The city would 
like to fill the open positions as soon as possible. 
 
CARTER moved, VERINI seconded, TO APPOINT CYDNEY COOKE TO THE PUBLIC WORKS COMMITTEE, WITH TERM 
OF OFFICE COINCIDING WITH THE ESTABLISHING ORDINANCE. Roll call vote: Crume-no; Carter-yes; Palomo-yes; 
Justus-out; Capron-no; Jost-no; Verini-yes. Motion failed 3/3/1. 
 
Resolution #2018-137: Safe Routes to School Grant Application 
Betsy Roberts, City Engineer, presented. 
 
The Oregon Department of Transportation solicited grant applications for its Safe Routes to School program every 
several years. Grant applications were due this year on October 15th. City staff would like to submit an application 
identifying a variety of sidewalk improvements around the following schools: Alameda, Ontario Middle, Ontario 
HS, and May Roberts. The grant award was typically determined by early spring of the following year (2019). 
 
While sidewalk improvements specifically for High Schools were not applicable for Safe Routes applications, if they 
were within one mile of a grade school, that section of sidewalk could be applicable.  Ontario High School fell 
within a one mile radius of several grade schools. OHS has a Deferred Improvement Agreement (DIA) for 
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installation of sidewalks, with a completion date of 2018. However, if the Council agreed to extend the DIA by one 
year, the high school project could be incorporated into the Safe Routes application and counted as an in-kind 
match. The School District would still be funding the work required in their DIA, but the funds would leverage 
match money for additional Safe Routes work. The high school effort included sidewalk and ADA ramps on the 
west side of SW 10th Street from West Idaho Avenue to NW 2nd Avenue. The Public Works Committee supported 
the extension of the school district DIA. 
 
The map showed the sidewalk and ADA ramp improvements (including the OHS section) that would be included in 
the grant application. The table below identified the estimated costs for the in-kind and remaining portion of 
improvements. The required match for the City of Ontario was 20%. The estimate for the school district portion 
was approximately 62% of the 20% match. Please note – these costs were estimates. If actual costs at bid time 
were different, the city would need to use match from the General Fund or possibly consider adding the projects 
to the System Development Charges (SDC’s) map and use those funds to cover the match. 
 

Area of Improvement     Estimated Cost   Percentage of Total Effort 
Ontario School District DIA    $81,000    62% 
Remaining Work Included in Application   $49,000    38% 

 
The overall estimate for all of the work included in the Grant Application was $650,000. Based on leveraging the 
school district DIA funds as in-kind match, and the modification of the System Development Charges plan to 
include these sidewalks, the impact to the city should be $0. However, the city should be prepared to supplement 
the match up to approximately $49,000 if for some reason the SDC map could not be changed. If, for any reason, 
the financial support (DIA or SDC's) were not available, the City could choose NOT to accept the grant if awarded. 
The application was due October 15, 2018. 
 
CRUME moved, CARTER seconded, THAT THE CITY COUNCIL ADOPT RESOLUTION #2018-137, A RESOLUTION TO 
AUTHORIZE THE CITY OF ONTARIO TO EXTEND THE ONTARIO HIGH SCHOOL DEFERRED IMPROVEMENT 
AGREEMENT FOR ONE YEAR AND TO APPLY FOR A SAFE ROUTES TO SCHOOL GRANT FROM THE OREGON 
DEPARTMENT OF TRANSPORTATION FOR THE VARIETY OF SIDEWALK IMPROVEMENTS AT ONTARIO SCHOOLS. 
Roll call vote: Crume-yes; Carter-yes; Palomo-yes; Justus-out; Capron-yes; Jost-yes; Verini-yes. Motion carried 
6/0/1. 
 
Mid-Block Crossing Project Bid Action 
Betsy Roberts, City Engineer, presented. 
 
Public Works staff secured one bid for the Mid-Block Crossing project. The bid was approximately $12,000 over the 
budgeted amount. With the addition of the South Oregon Street rehabilitation in the current fiscal year budget, 
the modification to the mid-block crossings could cost-effectively be included in this project.  
 
The Mid-Block Crossing project was developed a year ago to update parallel parking along South Oregon Street 
between Idaho Avenue and SW 4th Avenue to meet current safety standards. Setback distances from crosswalks 
significantly reduced the number of usable parking spaces with the continuance of the mid-block crossings. In 
addition, the ramps and small drainage pipes under them were causing drainage issues, especially in winter. The 
city concluded that to meet safety setbacks, improve drainage, and maintain maximum parking along South 
Oregon, the mid-block crossings would be removed. A budget of $36,000 was developed for the project. The 
original intent was for the Public Works staff to do some of the demolition work. The budget was split evenly 
between the Streets and the Storm Water funds. 
 
Public Works staff was in contact with the general contractors in the area and understood that the heavy workload 
in the Treasure Valley would have a negative impact to bidding. However, the project was bid. Only one bid was 
received; that came from FineCrete. In discussions with the owner, squeezing the project into his already packed 
schedule was going to be extremely difficult, so he was not adverse to have his bid rejected. 
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Staff discussed the positive aspects of combining the mid-block crossing project with the pavement overlay and 
ADA ramp project on South Oregon: 

 Project efficiency, and therefore reduced cost for mid-block aspect 
 Reduced impact to downtown properties owners (one time instead of two) 
 Increased project size, which can draw more bidders 
 More interested bidders, which can result in better unit costs 

Currently, official action was needed from the Council to reject the FineCrete bid. The project could then move 
forward as one larger project. 
 
The bid price from FineCrete was $48,575. The budget was $36,000, coming evenly from Streets and Storm Water 
funds. If the project was rejected, these dollars would remain in their respective funds to be used as part of the 
overall South Oregon project in the spring of 2019. Staff would like to have the project rejected as soon as possible 
so that the bid process could be officially closed. 
 
CRUME moved, CAPRON seconded, TO REJECT MOVE THE COUNCIL REJECT THE BID FROM FINECRETE CONCRETE 
CONTRACTOR, LLC FOR $48,575 FOR THE MODIFICATION OF MID-BLOCK CROSSINGS IN THE DOWNTOWN 
CORE.CURRENT BID AND DO MORE RESEARCH. Roll call vote: Crume-yes; Carter-yes; Palomo-yes; Justus-out; 
Capron-yes; Jost-yes; Verini-yes. Motion carried 6/0/1. 
 
Water Master Plan Task Order Action 
Betsy Roberts, City Engineer, presented. 
 
The Task Order was developed by Anderson Perry in conjunction with Public Works staff. The order provided the 
framework for the development of an update to the existing Water Master Plan. The update to the Master Plan 
was timed to be completed prior to, and to inform, the proposed capital improvement project that would increase 
the capacity of the water treatment facility. 
 
In 2014, Murray Smith & Associates (MSA) completed an audit of the City of Ontario Water Treatment Plant. As 
part of the document, they provided detailed documentation regarding recommended improvements and actions. 
One of those items was the update of the existing Water Master Plan prior to taking on a project to increase the 
capacity of the plant. A significant number of projects had been completed based on the recommendations in the 
MSA Audit as a part of the Chemical Feed project. 
 
The Economic Development Director, in coordination with the state’s economic development team, continued to 
provide opportunities for industrial development within the community. Quite often, Public Works responded 
negatively to the request, based on the lack of available potable water. Based on that, and the recommendation of 
the MSA Audit, the Council approved $175,000 in the budget to support the update of the Water Master Plan. This 
plan would look in detail at the current capacity of the treatment plant, distribution and storage systems, update 
the city’s outdated water model and calibrate it, review specific system issues (clearwell capacity and condition, 
pressure zone issues, inability to fully utilize capacity of Bench reservoir, etc.), and provide a cost estimate for 
proposed recommendations, among many other items as detailed in the proposed scope of work. 
 
The approved budget for this project was $175,000. The Task Order was for $145,800, well within the budget. 
Funds would come from Water Line Item: 105-160-719282. Staff would like to begin working with Anderson Perry 
on the project this fall so the plan could be completed by summer.  
 
CRUME moved, CAPRON seconded, THAT THE CITY COUNCIL APPROVE THE ANDERSON PERRY & ASSOCIATES, 
INC. TASK ORDER FOR DEVELOPMENT OF THE WATER MASTER PLAN UPDATE FOR $145,800. Roll call vote: 
Crume-yes; Carter-yes; Palomo-yes; Justus-out; Capron-yes; Jost-yes; Verini-yes. Motion carried 6/0/1. 
 
Water and Sewer Department Backhoe Purchase 
Betsy Roberts, City Engineer, presented. 
 
Public Works staff secured a low bid for a John Deere backhoe through the cooperative bidding agency (previously 
title the National Joint Powers Alliance, but now called Sourcewell) of which the city was a member. Staff would 
like to secure approval of the bid by the Council so they could finalize the purchase and have the backhoe on site. 
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The backhoe currently shared between the Water and Sewer Departments was over 15 years old. It could still be 
maintained by staff, but it had over 6,600 hours on it, and maintenance time was increasing. That existing backhoe 
would be transferred to the Parks and Cemeteries Departments on a lease basis to replace their backhoe which 
was over 21 years old, and for which replacement parts were no longer available. The older backhoe would then 
be surplussed. 
 
The Council approved a budget of up to $100,000 to be split between the Water and Sewer Departments to 
support the purchase of a new backhoe. Staff would like to move forward with finalizing the purchase. 
The low bid price is $94,986. The budget was $100,000, which left $5,014 or $2,407 in both the Water and the 
Sewer funds.  Funding would come from Water Line Item: 105-160-712100 and Sewer Line Item: 110-165-712100. 
 
CRUME moved, CAPRON seconded, TO MOVE THE CITY COUNCIL APPROVE THE PURCHASE OF THE BACKHOE TO 
BE SHARED BY THE WATER AND SEWER DEPARTMENTS TO THE LOW BIDDER, COASTLINE EQUIPMENT, 
THROUGH SOURCEWELL FOR $94,986. Roll call vote: Crume-yes; Carter-yes; Palomo-yes; Justus-out; Capron-yes; 
Jost-yes; Verini-yes. Motion carried 6/0/1. 
 
Delinquent Utility Billing Accounts to Collections 
Kari Ott, Finance Director, presented. 
 
As required by the Allowance for Bad Debts and Write Offs policy, the Council was required to approve accounts 
being sent to collections. The list of accounts were all over 120 days past due. There was $11,680.60 in utility 
billing accounts to write off, with $8,796.89 proposed for collection. $8,796.89 was deemed non-collectible. 
 
CRUME moved, CAPRON seconded, TO APPROVE THE LIST OF UTILITY BILLING WRITE OFFS AS PRESENTED AND 
AUTHORIZE SENDING THE APPLICABLE ACCOUNTS TO COLLECTIONS. Roll call vote: Crume-yes; Carter-yes; 
Palomo-yes; Justus-out; Capron-yes; Jost-yes; Verini-yes. Motion carried 6/0/1. 
 
Letter to Ontario Chamber of Commerce in Support of Grant Application 
It was the unanimous consensus of the City Council to provide the letter of support to the Ontario Area Chamber 
of Commerce of the application for a grant to Travel Oregon and the Eastern Oregon Visitors Association for the 
Four River Farm and Garden Trail map. 

 
DEPARTMENT HEAD UPDATES 

 
Financial Report: August 
Kari Ott, Finance Director, presented. (Report attached) 

 
HAND-OUTS/DISCUSSION ITEMS 

 
Department Stats: 
Ontario Fire & Rescue: Sep, 2018 (Attached) 
Jacobs/Public Works: Aug 24 – Sep 20, 2018 (Attached) 
Ontario Police: Aug, 2018 (Attached) 
Code Enforcement: Aug, 2018 (Attached) 
 
Agenda 
Planning Commission 10-08-2018 (Attached) 
 
Packet 
V&C Board 10-04-2018 (Attached) 
 
Minutes 
County Court: Aug 29, Sep 5, Sep 19, 2018 (Attached) 
Airport Committee: Aug 27, Sep 24, 2018 (Attached) 
Public Works: 07-10-2018 (Attached) 
SREDA: Sep 5, 2018 (Attached) 
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Check Register 
July to September 11, 2018 (Attached) 
 

CORRESPONDENCE, COMMENTS, AND EX-OFFICIO REPORTS 
 

 Councilor Palomo stated he had attended the LOC meeting in Eugene last week. He brought back some 
information to share with the Council.  

 
 Councilor Crume stated the Airport Committee had voted on the size, etc., for the loader at the Airport. 

They wanted 114HP or larger, with a bucket, an articulating broom, an articulating blade, and hopefully to 
have enough money to provide some type of shelter. Also, some of the volunteers had taken a land plane 
and leveled off some of the dirt on the grass runway. The dedication of the grass runway for Cash Troyer 
would be tomorrow at 2:00 p.m. And, they had some met with some of the head staff for BLM, who were 
interested in getting a regional office at the Ontario Airport. 
 
Adam Brown stated they had already set up a meeting with Jessica Sherwood, Regional BLM Manager, for 
next Thursday. She had approached the city over six months ago, and had written the situational brief on 
the issue.  
 
Mayor Verini asked if the old machine being replaced could be retained as an emergency back-up piece of 
equipment.  
 
Cliff Leeper stated that was a possibility, however, due to the age of the machine, it was difficult, if not 
impossible, to get parts. They would not put a lot of money into it.  

 
 Councilor Crume gave kudos to Dan Cummings for all the work he’d done regarding the marijuana issues.  

 
 Councilor Capron stated there were individuals running for office who were making inaccurate comments, 

but there were only two candidates in attendance at the current meeting. Where were the others? It was 
hard to get in the game if you weren’t even on the sidelines.  

 
 Mayor Verini reminded everyone of the Candidate Forum scheduled for Monday, October 15, 2018, at 

TVCC, which was set to begin at 6:00 p.m. It was presented and hosted by the Chamber of Commerce.  
Also, Congressman Greg Walden would be at Veteran Advocates of Ore-Ida on October 11th, 8:30-9:45 
a.m. 
 

 Adam Brown stated they had received a thank you for the Farm Worker’s Celebration. 
 

 Mayor Verini stated he had spoken with a representative for Union Pacific Railroad, who would be looking 
into the possibility of the Amtrak line stopping in Ontario.   

 
ADJOURN 

 
CARTER moved, JOST seconded, THAT THE MEETING BE ADJOURNED. Roll call vote: Crume-yes; Carter-yes; 
Palomo-yes; Justus-out; Capron-yes; Jost-yes; Verini-out. Motion carried 6/0/1. 
 
 
ACCEPTED:       ATTEST 
 
 
_____________________________    _________________________________ 
Ronald Verini, Mayor      Tori Barnett, MMC, City Recorder 
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CITY COUNCIL MEETING MINUTES 
October 16, 2018 

  

 

The scheduled meeting of the Ontario City Council was called to order by Mayor Ronald Verini at 7:00 p.m. on Tuesday, October 
16, 2018, in the Council Chambers of City Hall.  Council members present were Ronald Verini, Norm Crume, Dan Capron, Ramon 
Palomo, Thomas Jost, Betty Carter, and Marty Justus.  

Members of staff present were Adam Brown, Tori Barnett, Dan Cummings, Terry Leighton, Cal Kunz, Peter Hall, Betsy Roberts, 
and Tien Thi Ha Le.  

The meeting was recorded and copies are available at City Hall.   

Norm Crume led everyone in the Pledge of Allegiance. 
 

AGENDA 
 
This Agenda was posted on October 12, 2018. Copies of the Agenda are available from the City Hall Customer Service Counter 
and on the city’s website www.ontariooregon.org. 
 
CARTER moved, PALOMO seconded, TO ADOPT THE AGENDA AS PRESENTED. Roll call vote: Crume-yes; Carter-yes; Palomo-
yes; Justus-yes; Capron-yes; Jost-yes; Verini-yes. Motion carried 7/0/0.  
 

PUBLIC COMMENT 
 
Dustin Millard: I guess there are three things that I wanted to express. One is keeping it local. I’ve spent my life here, so, I was 
born in Boise, but my grandparents lived here and I spent a lot of time here growing up. Then there’s the industrial, the 
producers out of C-2H, I’d rather keep it here. The third thing is I’d prefer there be no buffers so we’d have free liquid market. I 
think that’s it; thank you for your time. 
 
Dan Cummings, Community Development Director, stated if the public comments were for the public hearing, this was not the 
time to be doing them. They had to be done after they opened the Public Hearing.  
 

NEW BUSINESS 
 
Bid Award: Fire Department Exhaust System 
Terry Leighton, Fire Chief, and Betsy Roberts, City Engineer, presented.  
 
Public Works staff developed a bid package and reached out to vendors of this type of exhaust system. The team received three 
bids, and secured a responsible, responsive low bid for a Diesel Exhaust Extraction System for the Fire Department Bay. Staff 
would like to secure approval of the bid by the Council so that they can finalize the purchase and have the system installed. 
 
This diesel exhaust extraction system would provide the Fire Department with an appropriate system to eliminate the exhaust 
created by the fire apparatus that were started in the bay and protect staff from exposure to the exhaust fumes. The city would 
be paying for the project, but would be reimbursed by the Rural Fire District at the completion of the project. Staff had gone 
through the process of securing a low bid and would like to move forward with the purchase of this exhaust extraction system 
to provide a safer, cleaner staff environment as soon as possible. The Rural Fire District stood ready to provide reimbursement 
for this project.  
 
The low bid price was $67,220.00, but the overall cost to the City of Ontario was essentially $0, as the entire amount would be 
reimbursed by the Rural Fire District. The exhaust item was discussed and supported by the budget committee. Staff would like 
to continue moving forward with this purchase as soon as possible. This piece of equipment was necessary for personnel safety. 
 

http://www.ontariooregon.org/
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The City Council must approve the contract with the low bidder top and attest that city and state procurement regulations were 
followed. Not approving the bid for the purchase of the diesel exhaust extraction system would result in fire staff not receiving 
the benefit of cleaner air while working in the fire bays. 
 
JOST moved, JUSTUS seconded, THAT THE CITY COUNCIL APPROVE THE PURCHASE OF THE DIESEL EXHAUST EXTRACTION 
SYSTEM TO THE LOW BIDDER, WEIDNER FIRE, FOR $67,220.00. Roll call vote: Crume-yes; Carter-yes; Palomo-yes; Justus-yes; 
Capron-yes; Jost-yes; Verini-yes. Motion carried 7/0/0.   
 

PUBLIC HEARING 
 
Ordinance #2748-2018: Land Use Action #2018-08-15ZCA, Amending Title 10A (“the Zoning Title”) of the Ontario City Code to 
Allow Certain Marijuana Related Operations and Activities in Certain Zones under a Conditional Use Permit and to Prohibit 
Them in all Other Zones not Specifically Noted as Being Allowed as a Conditional Use; Adoption of Ordinance #2748-2018 on 
First Reading by Title Only 
It being the date advertised for public hearing on the matter of Ordinance #2748-2018, Land Use Action #2018-08-15ZCA, the 
Hearing was declared open.  There were no objections to the city’s jurisdiction to hear the action, no abstentions, and ex-parte 
contact. Councilor Marty Justus declared a conflict of interest and stepped down from the dais.  
 
Dan Cummings, Community Development Director, presented.  
 
The State of Oregon, by legislative enactment, established a process for the licensing and registration of certain marijuana 
facilities and dispensaries. Currently, the city zoning regulations did not address or allow those uses. An Initiative was placed on 
the November 6, 2018, ballot in an effort to remove the current marijuana ban within Ontario city limits. The City Council 
directed the drafting of appropriate regulations and standards governing the time, manner, and place where marijuana facilities 
and dispensaries might be allowed within the city limits should the ban be overturned by a vote of the people. 
 
On April 13, 2015, the Planning Commission acted on planning action 2015-03-06 ZCA on the creation of Chapter 10A-58 
entitled “Medical Marijuana Facilities”. In 2018, the Ontario City Council established a Marijuana Ad-Hoc Committee to review 
the effects and impacts to the City of Ontario due to the legalization of marijuana in the State of Oregon. As an Initiative was 
filed to remove the ban that Ontario placed on the operations and activities of marijuana, the Council asked the committee for 
recommendations on regulations and standards governing the time, manner and place of marijuana operations and activities 
within the city limits. The seven-member Committee, comprised of five members who were pro-marijuana and two members 
who were anti-marijuana, met in several public meetings and formulated their recommendations. Some of the 
recommendations were not addressed in these planning codes and would be addressed in the business licensing codes when 
and if the ban was lifted. 
 
Staff created documents for presentation to the Ontario Planning Commission, which included the Ad Hoc Committee 
recommendations, along with existing buffer setbacks established under Title 10A-58. Staff also had recommended buffer 
setbacks. Other buffers were being recommended by both the Ad-Hoc Committee and city staff and previously established 
under Chapter 10A-58. The documents prepared for the City Council Public Hearing were updated to add the recommendations 
by the Planning Commission from their October 8, 2018, meeting.  
 
The city could amend the zoning regulations in response to emerging technologies, business concepts, or changes in state law. 
The proposed amendments to Title 10A, Ontario City Code, were in response to changes in state law with the intention of 
providing reasonable regulations for the operation of marijuana operations and activities in certain zones under a Conditional 
Use Permit. As part of the process, recommendations from the Planning Commission were also required, as well as Finding of 
Facts, which read:  

1.  The Oregon Legislature enacted House bill 3460 in 2013 (ORS 475.314) which required the Oregon Health 
Authority to develop and implement a process to register medical marijuana facilities. 

2.  Under Oregon law, local governments could regulate the operation and location of certain types of 
businesses within their jurisdiction except when such action was specifically preempted by state law. 

3.  The City of Ontario substantive zoning regulations and administrative requirements were contained in Titles 
10A, 10B and 10C of the Ontario City Code. 

4.  Amendments to Title 10A were initiated by the City Council in accordance with Section 10B-15, Ontario City 
Code. 

5.  The appropriate legal notice was provided for this hearing. 
6.  Amendment actions were first referred to the Ontario Planning Commission for a Public Hearing and 

recommendation to the City Council; those recommendations were made in the following motions by the 
Planning Commission: 
a) I move that the Planning Commission recommend under Section 9, 10A-59-15 (A) (5) {in the C-1, C-2 & C-
3 zones} a 350 foot buffer from another marijuana recreational facility.  
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b) I move that the Planning Commission recommend under Section 9, 10A-59-15 (A) (6) {in the C-1, C-2 & C-
3 zones) a 500 foot buffer from all residential zones as noted in the text of Exhibit “A”.  
c) I move the Planning Commission recommend under Section 9, 10A-59-15(B)(3) and 10A-59-25(B)(3) {ALL 
ZONES} the parking requirement of Option A. 

I. 10A-57-75 (4) one space for each employee and one for each 300 square feet as per text in 
Exhibit “A”. 

II. 10-57-75(6) one space for every 300 square feet of gross space. 
III. Other (state): 
IV. I move that the Planning Commission recommend under Section 9, 10A- 59-25 (A) (5) {in the 

C-2H, E-2, I-1 & I-2 zones} a 0 foot buffer from another marijuana recreational facility.  
d) I move that the Planning Commission recommend under Section 9, 10A-59-25 (A) (6){in the C-2H, E-2, I-1 
& I-2 zones} a 500 foot buffer from all residential zones as noted in the Text of Exhibit “A”.  
e) State any other motions: I move we recommend to the City Council to include the city leased parks 
designated as Moore Park and Depot Park in the 1000 foot buffer requirement. 
f) I move that the Planning Commission accept the above Findings of Fact, the above motions, and the 
amended Exhibit “A”, and recommend to the City Council the approval and adoption of the proposed 
amendments to the Ontario Zoning Ordinance establishing the location and standards for the establishment 
of marijuana operations and facilities within the City of Ontario.  

 
The City Council may accept or amend any or all of the above recommendations. 
 
The amending process had a financial impact on the city’s budget for staff time, City Attorney time, and notifications required 
by law to the citizens of Ontario. The city had utilized only staff time and City Attorney time in writing up the code amendments 
and had not hired an outside consulting firm, saving the citizens of Ontario the cost of a consultant. 
 
As requested by the general public and City Council, this action was requested to be completed prior to the November vote on 
the Initiative to remove the marijuana ban so that the citizens of Ontario could be informed on how the marijuana industry 
would operate if the Initiative to remove the ban was approved. 
 
To regulate the marijuana industry with regulations other than existing city codes dealing with retail businesses, industrial uses, 
and existing state regulations, the city needed to amend their regulations to reflect the way they wanted the marijuana 
industry to operate with the city. The Council could table the action and extend it to a later date for additional public input; 
table the action to a date uncertain; or deny the action. 
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The Hearing was opened for public testimony.   
 
Opponents/Proponents: 
 
Tori Barnett, City Recorder, read a letter into the record from 
Lori Duckworth, Portland: (Typed verbatim from letter) 
 To The Members of The City Council of Ontario; As a 
future member of this community and an OMMP patient of 19 
years, I am writing this letter with deep concerns. My deepest 
concerns are regarding the recommendations that you’ve 
received from the Ontario Planning and Zoning Committee and 
the Ad-Hoc Committee, particularly, the unreasonable buffer 
recommendations. These extreme recommendations virtually 
relegate all cannabis businesses to the far east side of town.  
The east side already has extremely limited operating spaces, 
most especially for dispensaries to rent or lease from. It’s 
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putting a huge disadvantage upon property owners who own retail commercial properties that have been for sale or lease. 
They’re unable to take advantage of this opportunity. Many of their buildings have sat empty for years.  This community is a 
compassionate one. I have family here and have experienced that compassion directly. But this is also a financially unstable city, 
which should be embracing positive economic growth. Why would we push dispensaries to the farthest and busiest areas of 
town? For medical marijuana patients – the sick, disabled, and seniors – this proposed 500 ft buffer would be detrimental. This 
buffer would place much-needed medical services farther from the people who have the fewest transportation options. For a 
disabled person, every hundred feet is a burden. These recommendations would greatly limit new business opportunity, reducing 
the potential for higher employment for our community, and needlessly limiting the tax revenue for our first responders and 
schools as well. In 2013, the dispensary bill, HB 3460, was passed by the Oregon legislature and signed by Gov. Kate Brown with 
the intent to “provide safe and reasonable access [to cannabis]” for patients. The recommendations from the Ad-Hoc Committee 
reflect neither reasonable nor safe accessibility for patients to their medications. I ask you each to take great consideration with 
your decision and the overall best interest of the city of Ontario including the disadvantaged, disabled, sick, and seniors. Thank 
you, Lori Duckwork, Portland, Oregon, Compassionate Oregon Board of Directors & Citizen Lobbyist. 
 
Dustin Millard, Ontario: I prefer that the C-2H property have the option to grow if they want. If not, no restriction at all. The 
restriction is unnecessary because what do you have? You have Walmart, there’s just simply no property that’s available. It’s 
asinine. The buffer zone is also unnecessary because of free market, which I already said. Let us let business dictate who is 
successful and not successful. Those that are favoring the buffer zones are using it to limit opportunities of others, so it’s 
infringing upon liberties opportunities. Thank you for your time. 
  
Jeremy Archie, Portland: I’m here tonight to talk about park setbacks. I have a building on South Oregon Street, The Competition 
building. The building has a ton of potential from parking, to square footage of space, to the ability to have it self-anchor to the 
downtown core. We are talking about an industry that is needed in Ontario. For example, Mayor Verini, you’ve referenced 
before that you’re trying to be a good steward to the Idaho neighbors, and as much as that is true, I want to point out that this 
industry will be a boon to the economy as far as foot traffic besides some of the potential setbacks. What that window of 
opportunity does, until the neighboring state enacts a law that takes that traffic that passes through Ontario and Fruitland to 
Huntington. I see a ton of potential downtown as far as ancillary businesses. People come to spend money there. In regards to 
most locations being on the east side of the freeway, as much as I agree with that, this wasn’t proposed by locals and people 
who work there. It takes an open mind to kind of consider this downtown core, because there is an emotional attachment to it, 
which I get. I’m just here tonight to point out that I would love to see you make some type of consideration as far as a parks 
buffer that would shut down most downtown opportunities because of the way it’s proposed. I think it has great potential. I 
think the city has the opportunity to see some of the vacancies filled, and aside from some of the concerns and stigma of this 
industry, it doesn’t devastate communities. It’s a different ship and mindset. Hoping that everyone can consider that. Thank you.  
 
Jim Forrester, Ontario: I’m here to represent Malheur Cannabis Action Network with several hundred concerned citizens. Rather 
than take up valuable time in this meeting with multiple speakers, I’m here to speak on behalf of our many members who thank 
the marijuana Ad-Hoc Commiittee, Dan Cummings, and the Planning and Zoning Commission for their tireless efforts to set 
regulations for potential cannabis businesses. Our only goal with Ballot Measure 23-61 has always been to create an 
environment of taxation and regulation for cannabis in Ontario. We believe that this will bring tax revenue to the city, provide 
safe and fiscally responsible regulation of the market, and create economic opportunity for residents. We thank you, the Council, 
for all you’ve done in these areas, and all you will continue to do for the residents of Ontario. Tonight we hope that you will take 
into consideration all the factors for reasonable and responsible regulations in order for public safety, foster healthy 
competition, and improve the economic vibrancy and diversity of our community. Thank you. 
 
Glenn Matthews, Ontario: I live in Idaho, but I represent a company here in Ontario. I don’t support the buffer laws very much 
because it prohibits a lot of people from opening their business and it’s definitely going to be a big job for them to come here. 
I’m representing Scott, Inc., who’s had a building here since 1985. He owns 420Ville in Huntington. Out of the 20 employees he’s 
hired over there, 16 of them are from Oregon. He uses local vendors. He’s cleaned up the properties over there, and he’s also 
been the first one to ever apply for a license here in the City of Ontario, which he did comply with all the regulations set forth by 
the City Council then, and OLCC. He brings a professional touch to the business. I strongly recommend the buffer zones be looked 
at and maybe even lessened so that he, and others, can maintain their businesses. Thank you. 
 
Katie Donahue, Emmett: I work in Public Relations for 420Ville. They’re located in that small green dot right here (pointing to the 
map), so this guy’s been here since 1985; he’s an owner in Huntington; he’s been patient; he’s been amazing to people in need, 
in medical need, and what these buffering zones are doing, to my understanding, is risking pushing some really local good 
people out, and like Mr. Miller had said, I really agree with keeping the business local and letting the market dictate where 
things are. If you put limitations on things, I don’t know everything that’s that black area, but I’m sure that that buffer zone can 
be moved so that the businesses that really would like to open, have the ability open if this should go through. Also, on a 
personal note, I, myself, am a patient, and Scott and Diane, through Scott, Inc., and 420Ville, they have been really steadfast in 
the community and good local people. It would just be tragic to see everything pushed over to the east side of town and have 
things set out, or have opportunities taken away from others, or have strong-arming done, or have dirty business come into 
play. I think that would be sad to see. I think it is possible to keep the school zones and the public zones protected, that you want 
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to keep protected, as well as let the people that have been here for their lifetime, at their own expense doing this, to have an 
opportunity for the future that’s open up.  
 
Jahmel Cooke, Ontario: I really just wanted to pretty much, a lot of the things that I have to say have kind of already been 
touched on but I want to show the Council that the cannabis movement is here. I do believe in the buffer zones that, I like the 
idea of what the Planning Commission has proposed with the zero foot buffer in certain zones, but I do think that the residential 
buffer does stifle a lot of business opportunities for those who have been established in this community for a long time, besides 
just Scott, or 420Ville, there are others who may be, who will certainly be affected by that buffer. I think it’s a huge buffer and 
it’s kind of unreasonable. I do hope that the Council will make the best decision in the interest of the citizens of Ontario. I’m 
really optimistic about the future.  
 
Councilor Capron asked Mr. Cooke, who was a member of the Ad-Hoc Committee, what his vote was on the 500-foot buffer at 
the time? 
 
Mr. Cooke: Originally, I’m really not sure. I’d have to look at the minutes, but I do know at that time there were a lot of things 
we didn’t know and everyone in with me, we kind of learned a lot of things together. We kind of had a very short amount of time 
to get this done, and I think in the time that we were given, we did the best we could. I think if we could redo it, it would be a 
much smoother, much more educated process. That’s kind of why I wanted to come up – to just restate what I think.  
After getting to see the maps, after the things they talked about, it’s kind of a shock. We did not see this map before it was 
voted on. We actually saw these maps after we voted. Thank you. 
 
Judith Kirby, Ontario: Two of the things I wanted to say is in this map, the Social Security building has an ESD school for 
developmentally handicapped at the Social Security building. The other thing is, the Mennonite School is out in this strip that 
you’re showing not blocked, so you need to think of those two things. Those are schools. The Mennonite School is not quite 
across from the Sunrise Christian Church, a bit up. It used to be an insurance agency building. Those two are schools and I don’t 
think they’re on this map. The other thing is, I talked to the DA yesterday at the candidates fair. He said we can zone things, but 
regulations can be hard. With the last one in Oregon, the only thing you regulate…you can write the rules, but trying to get rid of 
grow houses is going to really be a problem. 
 
Aaron Boshart, Ontario: I want to thank Dan Cummings, the Planning Commission, Ad-Hoc Committee, and the City Council for 
the time and effort they have all put into this very important issue. I have been present at nearly all the City Council meetings, 
Ad-Hoc meetings, Planning Commission meetings, related to the issue of marijuana. It has been my absolute privilege to witness 
and participate in the political process here in Ontario. I have made Ontario my home over the past several months, and I’ve just 
made the decision to move to Ontario permanently. I’m speaking to you today to discuss the proposed ordinance as it relates to 
the C-2H General Heavy Commercial zone. This is going to be the orange zone. In looking at the zoning map of the proposed 
residential buffers, you can see that the C-2H zone is the only remaining commercial zone for dispensaries in Ontario. I have 
spent the past two and half years studying the C-2H zone, and I am familiar with every available property that could possibly be 
used for a dispensary. I have looked at both opportunities for new construction, as well as existing commercial property. There 
are only a handful of tax lots that could ever be used for a marijuana dispensary. Restricted easements, CC&Rs, lending 
regulations and existing big box retail businesses and hotel properties eliminate 80% of the zone. I can tell you definitively that 
under the Ad-Hoc and Planning Commission recommendations, there can only be three or four dispensaries in Ontario if there 
are any retail to retail buffers within the C-2H. Essentially you’re going to put them right next to each other. No. Implementing a 
500-foot residential buffer as it affects the C-2H Heavy Commercial zone reduces the available real estate by about half or more, 
depending on what is decided for retail to retail buffers. This eliminates one of just four areas in the C-2H zone where 
dispensaries can operate if there are any retail to retail buffers. There are actually no residential zones within 500 feet of the C-
2H zone anywhere in Ontario currently. Unfortunately, there is an Urban Growth Residential zone near the C-2H zone that has a 
500-foot buffer under the Planning Commission and Ad-Hoc recommendations. I’m here to bring this to your attention, and 
implore you to consider the staff recommendation 200-foot buffer zone as it affects the C-2H zone. It is clear to me by having 
listened to countless citizens, commissions, and committees, that the residents of Ontario do not want dispensaries near their 
homes. This is a compromise that will prohibit dispensaries from operating within 500 feet of any existing Ontario resident, 
while providing enough C-2H zone to be developed and used for a dispensary. As Dan Cummings has said, if you limit the area 
where dispensaries can exist too much, we will have people annexing the land all around the city. Furthermore, the market will 
face monopolization from a few businesses, eliminating potential tax revenue for the City of Ontario and creating high prices for 
local residents. Please consider a 200-foot residential buffer as it affects the C-2H zone, as this will keep dispensaries more than 
500 feet away from any resident of Ontario, which allowing healthy areas for dispensaries to operate in.   
 
Jeremy Archie: I wanted to reference why we brought the maps, a copy of the blueprint there to show the downtown corridor, 
and that my plans fit in compliance with the proposed regulations to be able to house people, keep them off the street, if the 
downtown was considered. I just wanted to clarify.  
 
Councilor Capron asked Mr. Archie how many people did he plan to house inside, that were not being served, but waiting? 
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Mr. Archie: Based on the square footage, I haven’t calculated out the numbers, but he could reduce the showroom floor and 
house 45. 
 
Timothy Proesch, Nyssa: I worked in the local medical marijuana clinic in Ontario for almost three years solid, and I’ve worked 
for other clinics that have been here. I’ve seen this come and go. I really think that you guys have a good grasp of what’s going 
on as far as setting these buffer zones, but you also have to consider businesses already established. I’ve heard from several 
people, I’ve talked with several. I’ve stayed uninvolved simply because of my businesses and because of my residence. I don’t live 
in the City of Ontario, I live in the county. These laws that were put in place by the State of Oregon, in order for me to facilitate 
helping the people that I have in our community, forced me to be in the county, because I could not grow to the capacity to help 
some of these people. I feel like these people that are coming here to try to get these buffer zones, to get this all resolved, feel 
like they have a strong business sense and they have ethics and morals so that will stop a lot of the things that you guys are 
concerned about with marijuana, even on a recreational level. We have all kinds of debauchery within the State of Oregon. We 
cannot choose or discern which one is better than the other. There’s gambling, there’s alcohol, there’s nude strip clubs. We had 
one in Nyssa. You continue farther west, you experience those. These people are just asking for safe, calculated access to this, 
which we’ve been begging for for quite some time. This is not something new. We visited this many, many times, and it took a 
lot of organization to get to this point. But, unfortunately, like the buffer zone there that 420 was talking about, my medical 
marijuana office sits there. I have nothing to do with marijuana whatsoever other than I have doctors who work for me who 
help these people obtain these documents they need to grow their own medicine, which I believe we are a pretty liberal state, 
not that I’m a constitutionalist or anything, but I feel like if somebody has 12 plants in their backyard, it’s their business, not 
yours. I feel like requiring somebody to have a Conditional Use Permit to grow medical marijuana, it is like a privilege. Just like a 
driver’s license in the State of Oregon. They come to my clinic, use my services, and my doctors, to get a referral to the State of 
Oregon, who is in control of releasing these documents that allow them to grow this marijuana within these zones. Even in 
residential. I still feel like that’s kind of not, I mean you’ve already reported to the state, we’ve already paid our state taxes, this 
is a privilege, which can be revoked, just like a driver’s license. We are not asking for anything too extreme. I mean, I have a 
head shop in Nyssa. I can only sell glass and paper to people who are 21 years and older. All this other stuff is heavily, heavily 
regulated. All we are asking for, we are screaming for, regulations. We are here, we’ve done this. We went back and forth 
several times with different entities about how we’re going to control this, and I feel like all these people, amongst other people 
that have been involved in this, we are headed in the right direction, but we definitely need to take into consideration maybe, 
you know, I’ve heard local product, I’ve heard the buffer zones, I’ve heard people talk about letting it regulate itself. I really want 
you guys to consider these buffer zones and let these businesses regulate themselves, and let us, as a people, kind of regulate 
this and let us vote on it. You guys took it out of your hands, now it’s in our hands.  
 
Steve Milland: Mr. Mayor and Council, I appreciate you having John and I here this evening, and we hope to be able to answer 
any questions that you have in relation to what we’ve done on the Ad-Hoc Committee. As it was mentioned, we get a group of 
people, five proponents of cannabis, two that were in opposition to it. I was appointed at the first meeting to the Chair, and John 
was the Vice-Chair appointed at that meeting. From that point, we worked through all sorts of time, manner, and place, 
recommendations to give towards the ordinance. Those include buffer zones, taxation, thoughts on advertising, the buffer for 
retail, residential, and then where the businesses would go and what zoning would they be allowed in. Most of the items that 
came before us, I was really proud that we were able to get a consensus vote on, a unanimous consensus. There was only two 
times, at that was on parking, whether or not we would have extra spaces for the employees, which probably makes sense, and 
then also on the hours of operation. We spoke a little bit more about business licenses. The overwhelming theme is we started 
through the regulations and talked with members of the community and members of the Council, business owners in the area, 
and industry members. They did not want to be overran with cannabis in their town. They wanted us to look at sensible 
conservative regulations that, if the vote were to pass, that they would still have a city that they were proud of and it didn’t 
become “pot” city, USA. They did not want facilities on every block in town, nor all over their town. So, we looked at how we 
could buffer by zoning, parks, schools, places were children would be around, to give those community members what they’d 
asked for. Each of those things we were able to come to a consensus on besides the one issue of parking that has to do with land 
use regulations. 
 
John Kirby, Ontario,: Well, first of all, you put five proponents and two opponents together, and you think you’re going to have a 
fistfight, and I can’t say that this is a dream committee to be on, but I can also tell you that we learned to respect each other and 
move in a manner that I thought was a way to come to an agreement. It’s obvious that I’m not for the cannabis industry being in 
Ontario, but if they come, we need to be prepared. So the biggest issue for those of us who are in opposition is quality of life, so 
we tried to move forward talking to citizens in the community about if it’s here, how do we maintain quality of life? That’s where 
most of the residential buffers came into existence. Dan may want to correct me on this, but when you’re doing a land use 
measure, if we started fooling with zoning, it really expands out the way you do things because you need more time to take it 
before the State of Oregon and what have you, so rather than work with zoning, you leave the zones that you already have and 
then you place buffers from existing facilities and zones in the existing plan to do what you want to accomplish. That’s why 
buffers are used rather than rezoning. We moved forward, and actually, the meeting tonight, I went back and looked up Senate 
Bill 100, which put together Oregon’s land use plan, back in the ‘70s.  I was also on the initial committee that put forth the 
county plan for Malheur County. It’s citizen involvement, so we got a room full of them tonight, but citizens have been involved 
in this process ever since the Ad-Hoc Committee was put together. You, as a Council, hopefully can respect the fact that the 
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citizenry has been involved. Many of you have come and sat through our meetings, and it’s been a learning process. We 
sometimes went back and retook votes and what have you, so this was kind of reflective of a thought. We’re a county of 38,000 
people. The opportunity for this industry isn’t in Malheur County. It’s in Idaho. There’s 700,000 between here and Boise. That’s 
the target audience. So as we put this together, that’s why it’s on the east side. We don’t want them driving through town. That 
was part of the consensus that we talked about. Part of it started off with an argument, but we finally ended up there. If we’re 
going to protect our town, you gotta think. The customer is coming from Idaho, so they want to come in, they’ll want to get their 
stuff, and they want to leave. Some of them are going to stay and shop, but not most of them. They’re coming for one product 
and that’s it. Early on we talked about traffic, and of course that’s a high-traffic end of town. Part of our concern with too much 
traffic, that’s initially why we ended up with the 1,000 foot buffer between retailers. I know there are people here tonight that 
want to throw it open to everything, and the Planning Commission came up with zero, and I would urge you reconsider that one 
piece based on the fact that’s a pretty high intense traffic area. Not to completely restrict retailers, but use 350, 500 between 
retail establishments, rather than…if somebody bought a certain area, they could cordon it off and have five businesses right in 
a row. Or they can go behind Les Schwab into that non-conforming use area where all those houses are, and buy and build, tear 
down houses, and put it in there because those are in the C-2H zone. A lot of people, in fact Freddy Rodriguez who is on this 
Committee, says “that’s my home, that’s where I live”, and Ramon lives on the other side of Idaho, but that is a residential area 
that’s non-conforming, so it could be used to put in retail there. If you come up with a plan that’s agreeable that we can also 
loosen it up sometime in the future, but you can’t tighten it up. We need a plan that’s going to work. The other thing that is 
mentioned is that in Eugene, Oregon, they threw it open to zero, and they had a lot of establishments go broke. To some on the 
Planning Commission, that’s just business, that’s the way it should be, but if you are going to do this, if we do pass pot, you’re 
tax collectors, so if you got people going broke, who can’t make it, what’s the first thing that you don’t do? You don’t pay your 
taxes. That’s why the Planning Director is over there shutting them down. You’ve got to make it so that businesses that do start 
here, can survive here. That was part of our thought process. We went through that. The people on the Planning Commission 
just missed that, and it should be the same at C-1, C-2, C-3. Also, I think there’s a housekeeping error: Flammable products 
should not be produced in C-2H. Grows are in C-2H. 
 
Dan Cummings, Community Development Director, stated he’d have to review that as flammables were not allowed in C-2H. 
Flammables were only allowed the Industrial zone. Same with the grows.  
 
Councilor Palomo stated when they were talking about zoning on the east side, beginning one way and loosening up as they 
moved forward, when had that become we don’t want people driving through Ontario? He believed the whole thing of this was 
to bring them to Ontario. If they stayed by the highway, it wasn’t bringing people to Ontario. He was all for what they had, but 
if they could loosen things up as they moved forward, if it did pass, it was the opportunities to expand out to the west side of 
town. 
 
There being no further Proponent or Opponent testimony, the Hearing was closed.  
 
Councilor Crume asked about the two schools that Ms. Kirby had mentioned. 
 
Mr. Cummings stated he had been informed that there was a school located in the old Social Security Office. However, they 
were not operating under the guidance from the city. They had not approached the city for permission to have a school located 
in that facility. Regarding the school by the Airport, he had been working with them over the past year; they, too, were not 
operating following the city’s codes. Only if it was determined they were certified schools under the state regulations, the 
buffer would apply.  
 
CAPRON moved, seconded by CRUME, THAT THE CITY COUNCIL APPROVE UNDER SECTION 9, 10A-59-15(A)(5) IN THE C-1, C-2, 
AND C-3 ZONES, A 350 FOOT BUFFER FROM ANOTHER MARIJUANA RECREATIONAL FACILITY. Roll call vote: Crume-yes; Carter-
yes; Palomo-yes; Justus-abstain; Capron-yes Jost-yes; Verini-yes. Motion carried 6/0/0/1. 
 
CARTER moved, seconded by PALOMO, THAT THE CITY COUNCIL APPROVE UNDER SECTION 9, 10A-59-15(A)(6) IN THE C-1, C-2, 
AND C-3 ZONES, A 200 FOOT BUFFER FROM ALL RESIDENTIAL ZONES AS NOTED IN THE TEXT OF EXHIBIT “A”. Roll call vote: 
Crume-yes; Carter-yes; Palomo-yes; Justus-abstain; Capron-yes Jost-yes; Verini-yes. Motion carried 6/0/0/1. 
 
CRUME moved, seconded by PALOMO, THAT THE CITY COUNCIL APPROVE UNDER SECTION 9, 10A-59-15(B)(3) AND 10A-59-
25(B)(3), ALL ZONES, THE PARKING REQUIREMENT OF OPTION A, 10A-57-75(4) ONE SPACE FOR EACH EMPLOYEE AND ONE 
FOR EACH 300 SQUARE FEET AS PER TEXT IN EXHIBIT “A”. Roll call vote: Crume-yes; Carter-yes; Palomo-yes; Justus-abstain; 
Capron-yes Jost-yes; Verini-yes. Motion carried 6/0/0/1. 
 
CRUME moved, seconded by CARTER, THAT THE CITY COUNCIL APPROVE UNDER SECTION 9, 10A-59-25(A)(5) IN THE C-2H, E-2, 
I-1, AND I-2 ZONES, A 350 FOOT BUFFER FROM ANOTHER MARIJUANA RECREATIONAL FACILITY. Roll call vote: Crume-yes; 
Carter-yes; Palomo-yes; Justus-abstain; Capron-yes Jost-yes; Verini-yes. Motion carried 6/0/0/1. 
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JOST moved, seconded by CRUME, THAT THE CITY COUNCIL APPROVE UNDER SECTION 9, 10A-59-25(A)(6) IN THE C-2H, E-2, I-
1, AND I-2 ZONES, A 200 FOOT BUFFER FROM ALL RESIDENTIAL ZONES AS NOTED IN THE TEXT OF EXHIBIT “A”. Roll call vote: 
Crume-yes; Carter-yes; Palomo-yes; Justus-abstain; Capron-yes Jost-yes; Verini-yes. Motion carried 6/0/0/1. 
 
CARTER moved, seconded by JOST, TO NOT INCLUDE THE CITY LEASED PARKS DESIGNATED AS MOORE PARK AND DEPOT 
PARK IN THE 1,000 FOOT BUFFER REQUIREMENT. Roll call vote: Crume-no; Carter-yes; Palomo-yes; Justus-abstain; Capron-no 
Jost-yes; Verini-yes. Motion carried 4/2/0/1. 
 
CRUME moved, seconded by JOST, TO APPROVE THE FINDINGS OF FACT AS PRESENTED IN THE STAFF REPORT AND THE 
RECOMMENDATIONS OF THE PLANNING COMMISSION SENT FORWARD FROM THE PUBLIC HEARING ON OCTOBER 8, 2018, 
ON PLANNING ACTION 2018-08-15ZCA AND CITY COUNCIL AMENDMENTS THERETO. Roll call vote: Crume-yes; Carter-yes; 
Palomo-yes; Justus-abstain; Capron-no; Jost-yes; Verini-yes. Motion carried 5/1/0/1.   
 
CARTER moved, seconded by JOST, THAT THE CITY COUNCIL ADOPT ORDINANCE #2748-2018,  AS AMENDED, AN ORDINANCE 
AMENDING TITLE 10A (“THE ZONING TITLE”) OF THE ONTARIO CITY CODE TO ALLOW CERTAIN MARIJUANA RELATED 
OPERATIONS AND ACTIVITIES IN CERTAIN ZONES UNDER A CONDITIONAL USE PERMIT AND TO PROHIBIT THEM IN ALL 
OTHER ZONES NOT SPECIFICALLY NOTED AS BEING ALLOWED AS A CONDITIONAL USE, ON FIRST READING BY TITLE ONLY. Roll 
call vote: Crume-yes; Carter-yes; Palomo-yes; Justus-abstain; Capron-no; Jost-yes; Verini-yes. Motion carried 5/1/0/1.  
 
Councilor Justus returned to his seat at the dais.  
 
 

HAND-OUTS/DISCUSSION ITEMS 
Civil Penalties Update 
Kari Ott, Finance Director, presented. 
  
CIVIL PENALTY SUMMARY: On March 1, 2018 the first civil penalty was issued. Currently, staff has billed $35,500 and collected 
$3,100. There have been seven liens placed on property and there are about 10 additional accounts that staff will be placing a 
lien on in the near future. 

DERELICT STRUCTURES:  Currently, there are three derelict structures being billed. Staff has collected $1,000. 

Financials 
Check Register July 1-Sep 11, 2018 (Attached) 
 

 
ADJOURN 

 
CARTER moved, CAPRON seconded, THAT THE MEETING BE ADJOURNED. Roll call vote: Crume-yes; Carter-yes; Palomo-yes; 
Justus-yes; Capron-yes; Jost-yes; Verini-yes. Motion carried 7/0/0. 
 
 
ACCEPTED:       ATTEST 
 
 
_____________________________     _________________________________ 
Ronald Verini, Mayor      Tori Barnett, MMC, City Recorder 
 



 
AGENDA REPORT

OLD BUSINESS
November 20, 2018

 

 

 

TO: Mayor and City Council
 

FROM: Adam J. Brown, City Manager
 

THROUGH: Adam J. Brown, City Manager
 

SUBJECT: ORDINANCE #2745-2018: BEEKEEPING ORDINANCE
 

DATE: November 14, 2018
 
 

 
PROPOSED MOTION:  
 

I MOVE THAT THE ONTARIO CITY COUNCIL APPROVE ORDINANCE #2745-2018, AN 
ORDINANCE ALLOWING BEEKEEPING WITHIN THE CITY LIMITS OF THE CITY OF ONTARIO 
UNDER RESPONSIBLE BEST PRACTICES BY TITLE ONLY ON THE SECOND READING. 
 

SUMMARY:
 

Backyard beekeeping occurs throughout many local communities across the state and country. 
Beekeeping even occurs in metropolitan environments. Municipal regulation of beekeeping 
practices has trended towards unrestricted allowance. State House Bill 2653, passed in 2015, 
requires local government to "review existing ordinances and determine whether to adopt new 
ordinances relating to residential beekeeping within three years of the effective date of this 
2015 Act ." The expiration of that time is January 1, 2019. Ontario has not reviewed their 
ordinance yet. 
 

BACKGROUND:
 

Current city ordinance prohibits beekeeping within the city limits in Section 6-2-19-(A). This 
prohibition is, generally speaking, obsolete with current best practices in municipal 
communities, particularly ones surrounded by agricultural communities. As we can all attest, 
just because the city prohibits bees, does not mean that we don't have bees in our community. 
Bees know no boundaries. Bees can travel several miles to find pollen.

The Oregon State University Extension Office Foreword to the model bee ordinance 
acknowledges that honeybees are non-aggressive. Most honeybees are not aggressive unless 
they feel threatened. 

Sustainweb.org states that "it is estimated that one third of the food that we consume each day 
relies on pollination mainly by bees, but also by other insects, birds and bats." Bees are an 



important part of Ontario's agricultural economy.

The City Council approved the ordinance on first reading at the work session held on 
November 8, 2018. The item can be approved and adopted on second reading. 
 

CURRENT SITUATION:
 

There are people everywhere, including in our community, who are allergic to bee stings. 
There are also people who are allergic to wasps, yellow jackets, or other animals that sting. 
Prohibiting residential beekeeping does not eliminate the danger of bee stings. It is important 
to acknowledge this fact in a review of the ordinance. Modern medicine has greatly reduced 
the lethal effects of an allergic reaction to bee stings. Many insurances cover the cost for an 
individual, with any lethal allergy, to carry an EpiPen that can can prevent anaphylactic shock.

Conversely, local honey is also widely know as a way to help people overcome allergies to local 
plants. It is a natural anti-histamine that can be effective for a wide range of respiratory 
diseases, ranging from asthma to chronic sinus infections.  

Bees are an important part of the agricultural community that surrounds the City of Ontario. 
Beekeeping within the city would not only benefit the city, but will have even more benefits to 
our agricultural community and economy.

Staff reviewed the Model Beekeeping Ordinance for Oregon Cities produced by the League of 
Oregon Cities and Oregon State University Extension Service. The model ordinance provides an 
adequate balance of regulation and freedom for hobby beekeepers within a municipal setting. 
Staff proposes the city adopt the model ordinance as revised to amend the city code. 
 

ANALYSIS:
 

 A. FINANCIAL This will generate very little revenue as only beekeepers with more than 5 
hives will be required to pay a registration fee commensurate with Oregon State Law. 
The fee, which cannot be higher than the state fee, will be $10 annually plus $.50 per 
hive, only for persons with more than 5 hives. The modest fees collected will be 
attributed to the general fund.

 

 B. TIMING By state law, the city must review this ordinance by January 1, 2019. The city 
is not required to change their current law, only review the law.

 



 C. POLICY/LEGAL ORS §602.045 states that a local government may:

1. Adopt ordinances consistent with the best practices described in ORS 
§602.035; and

2. Charge a reasonable fee for registering hives in residential areas. The fee that 
a local government charges for registering hives in residential areas may not 
exceed the amount charged under State Department of Agriculture rules for 
the registration of colonies that are subject to fees under ORS §602-.090 (3)

 

ALTERNATIVES:
 

Take No Action: Taking no action will still be adhering to the State law requiring local 
governments to review their policies and ordinances. Beekeeping will continue to be banned 
within the City of Ontario. 
 

RECOMMENDATION:
 

The City Manager recommends approval of Ordinance #2745-2018, an ordinance allowing 
beekeeping within the city limits of the City of Ontario under responsible best practices. 
 

ATTACHMENTS:
 

1. Ord#2745-2018



November 8, 2018 Ordinance #2745-2018 Beekeeping Ordinance

                   ORDINANCE #2745-2018

AN ORDINANCE ALLOWING BEEKEEPING WITHIN THE CITY LIMITS OF
THE CITY OF ONTARIO UNDER RESPONSIBLE BEST PRACTICES

WHEREAS, Honeybees are of benefit to mankind, and to Oregon in particular, by 
providing agriculture, fruit, and garden pollination services, and by 
furnishing honey, beeswax and other useful products; and 

WHEREAS, Oregon is an agricultural based community, benefited by the byproducts 
associated with beekeeping throughout the United States; and 

WHEREAS, Domestic strains of honeybees have been selectively bred for desirable 
traits, including gentleness, honey production, reduced swarming, and 
nonaggressive behavior, characteristics that are desirable to foster and 
maintain; and 

WHEREAS, Gentle strains of honeybees can be maintained within populated areas in 
reasonable densities without causing a nuisance if the bees are properly 
located and carefully managed and maintained; and

WHEREAS, The State of Oregon requires all local governments to review existing 
ordinances and determine whether to adopt new ordinances related to 
residential beekeeping by December 31, 2018. 

Now, Therefore, Be It Ordained and Enacted by the Ontario City Council that the Beekeeping 
Ordinance is approved and that the city amends the city code as attached in Exhibit A. 

PASSED AND ADOPTED by the City Council of the City of Ontario this _____ day of 
____________, 20____, by the following vote:

AYES:

NAYES:

ABSENT:

APPROVED by the Mayor this _____ day of ______________, 20___.

ATTEST

__________________________  ____________________________
Ronald Verini, Mayor Tori Barnett, MMC, City Recorder
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Exhibit A: Beekeeping Ordinance Code Amendments

Section 1. Section 6-2-19 of Title Chapter 2 of Title 6 is hereby amended by striking out current 
subsection (1)  of No. 6-2-19(A) and renumbering subsections 2 through 7 of 6-2-19(A) as 
underlined. Sections 6-2-19(B) and (C) are not amended:

6-2.19 – Animal Control Restrictions
(A) The following are prohibited from residing in the City limits:

1. Beekeeping. No person shall possess, maintain or keep bees in the City 
limits.

2. 1. Dogs. No single-family residence shall contain more than three (3) adult 
dogs and one litter of puppies under three (3) months of age.

3. 2. Exotic Animals. No person shall possess, maintain or keep any exotic 
animal in the City limits.

4. 3. Livestock. No person shall possess, maintain or keep any livestock in the 
City limits.

5. 4. Wildlife. No person shall possess, maintain or keep any wildlife.

6. 5. Wolves and Hybrids. No person shall possess, maintain or keep wolves 
and hybrid wolves. Pure breed wolves are considered wildlife or exotic animals 
by definition. Hybrid wolves that contain twenty percent (20%) or more wolf 
breed are considered exotic animals. Neither qualifies as a dog by definition and 
may not be licensed as such and any inoculations for rabies are not recognized as 
valid.

7. 6. Domesticated Fowl. No person shall possess domesticated fowl other 
than as set forth in this Section. A single residence or community garden may 
have no more than six (6) chicken hens, subject to the following restrictions:

a. No roosters are permitted within the City limits.

b. Chickens may be kept on a single-family parcel. For parcels under one 
ownership, with up to three (3) stand-alone dwellings, chickens may be 
kept at one or more dwellings, provided that the person in charge of each 
dwelling provides a written consent to the owner of the chickens. The 
owner of the chickens shall produce the written consent upon request 
from the City.

c. Chickens may be kept on community garden lots subject to the same 
restrictions as apply to single-family parcels.
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d. Chickens shall be provided with a covered, predator-proof chicken 
coop that is thoroughly ventilated; of sufficient size to admit free 
movement of the chickens; designed to be easily accessed, cleaned and 
maintained by the owners; and be at least two (2) square feet per 
chicken in size.

e. No chicken coop shall be located closer than twenty (20) feet to any 
residential structure occupied by a household other than the household 
of the chicken owner, custodian, or keeper. If the owner of the 
neighboring dwelling consents, a waiver may be granted for this 
condition.

f. All chickens shall be shut into a chicken coop at night, from sunset to 
sunrise.

g. During daylight hours adult chickens shall have access the chicken coop 
and, weather permitting, shall have access to an outdoor enclosure on 
the subject property.

h. All parcels of real property containing chickens shall be adequately 
fenced to contain the chickens and to prevent access to the chickens by 
dogs and other predators, and the owner of the chickens shall be 
responsible for keeping the chickens from running at large.

i. No chicken manure shall be put into household trash. All waste must be 
composted.

j. Stored feed must be kept in a rodent- and predator-proof container.

k. Every owner of chickens shall be responsible for controlling noxious 
odors and excessive noise from the chickens.

l. Keeping chickens in violation of any of the restrictions in this Section 
shall constitute a nuisance subject to abatement under the City Code.

Section 2. Chapter No. 6 (Police Regulations) of the Code of Ordinances, Ontario, Oregon, is 
hereby amended by adding a new section No. 6-2-28, which reads as follows:

6-2-28 – Beekeeping – The purpose of this ordinance is to establish certain requirements for 
beekeeping within the city and to avoid issues which might otherwise be associated with 
beekeeping in populated areas. 
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6-2-28.1 Definitions 
(A) As used in this article, the following words and terms shall have the meanings 

ascribed in this section unless the context of their usage clearly indicates another 
meaning: 
1. “Apiary” means the assembly of one or more colonies of bees at a single 

location. 

2. “Applicant” means the person applying for a residential beekeeping permit. 

3. “Bees” means honey producing insects of the species apis mellifera commonly 
known as honeybees. 

4. “Beekeeper” means a person who owns or has charge of one or more colonies 
of bees. 

5. “Beekeeping equipment” means anything used in the operation of an apiary, 
such as hive bodies, supers, frames, top and bottom boards and extractors. 

5. “Colony” or “hive” means an aggregate of bees consisting principally of 
workers, but having, when perfect, one queen and at times many drones, 
including brood, combs, honey and the receptacle inhabited by the bees. 

6. “Flight Path” means the route taken by bees to and from the colony to gather, 
nectar, pollen, or propolis. 

7. “Hive” means a container or collection of boxes for housing honeybees. 

8. “Lot” means a contiguous parcel of land under common ownership.  

9. “Nucleus Colony” means a small colony that only contains a few thousand 
honeybees and a queen that is used primarily to produce new queens or 
workers for the purpose of starting a new colony or adding an existing colony. 

10. “Robbing” means the process by which bees collect honey from colonies other 
than their own, from frames of extracted honey, or from spills of sugar syrup 
or honey. 

11. “Swarm” means a collection of bees from a colony that has divided and is 
seeking to start a new colony elsewhere. 

12. “Tract” means a contiguous parcel of land under common ownership. 

13. “Undeveloped property” means any idle land that is not improved or actually 
in the process of being improved with residential, commercial, industrial, 
church, park, school or governmental facilities or other structures or 
improvements intended for human use occupancy and the grounds maintained 
in association therewith. The term shall be deemed to include property 
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developed exclusively as a street or highway or property used for commercial 
agricultural purposes. 

6-2-28.2. Permit Required. 

(A) Every person who owns or is in charge of one or more colonies within the City, shall 
register with the City and hold a permit for beekeeping. 

(B) The registration runs from June 1 to May 31 and must be renewed each year. 

(C) The registration fee for apiaries consisting of 5 or more colonies is $10 per 
application plus $.50 per colony. There is no registration fee for apiaries consisting 
of less than 5 colonies. This fee may be amended from time to time by City Council 
resolution.

(D) Each beekeeper shall comply with all Oregon Department of Agriculture registration 
requirements. 

(E) Renters must provide written approval from the property owner

6-2-28.3. Apiary Location

(A) Apiaries must be managed in the interests of ensuring that they do not become a 
nuisance to neighbors and the public. 

(B) Flight paths shall be managed by: 

1.  Establishing and maintaining a flyaway barrier at least 6 feet in height 
consisting of a solid wall, fence, dense vegetation or combination thereof that 
is parallel to the lot line and extends 10 feet beyond the apiary in each 
direction so that all bees are forced to fly at an elevation of at least 6 feet 
above ground level over the lot lines in the vicinity of the apiary;

2. Elevating the apiary to a height of 10 feet or more above ground level; or

3. Other means to prevent flight paths from interfering with neighbors and the 
public.

 
(C) Apiaries must comply with all other City accessory structure standards and setback 

requirements that may apply.

6-2-28.4. Standard of Care

(A) Each beekeeper shall ensure that a convenient source of water is available to the 
bees at all times during the months of March through October. 

(B) Colonies shall be maintained in hives with adequate space and management 
techniques to prevent overcrowding. 
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(C) All hives shall be kept in sound and usable condition. 

(D) Each beekeeper shall ensure that no bee comb, wax or other materials that might 
encourage robbing or predators are left upon the grounds of the apiary site. Upon 
their removal from the hive, all such materials shall properly be disposed of in a 
sealed container and relocated away from bee access. 

(E) Beekeepers are encouraged to keep records of all colony management activities 
taken in accordance with any best-practice guidelines issued by Oregon State 
University Extension Service or recommendations by the Oregon State Beekeepers 
Association. 

(F) Beekeepers are encouraged to speak with neighbors regarding their apiaries to 
address concerns and avoid misunderstandings. 

(G) Beekeepers are required to respond immediately to remediate nuisance conditions 
including but not limited to hive placement or bee movement that interferes with 
pedestrian traffic or persons residing on or adjacent to the apiary premises.

6-2-28.5. Approval, Denial, and Revocation
(A) The city may grant a permit pursuant to this section only after the applicant has 

met all requirements provided in this ordinance. 

(B) The city may deny or revoke a permit upon finding that: 

1. The applicant or permittee fails to comply with the standards of care provided 
in this ordinance and/or standards of care developed by the Oregon State 
Beekeepers Association and Oregon State University Extension Service. 

2. The applicant has provided false or misleading material information, or has 
omitted disclosure of a material fact on the application, related material or 
permit; 

3. The permitted activity would endanger property or the public health or safety; 

4. The permitted activity is determined to be a nuisance pursuant to law.

6-2-28.6. Violations and Penalties

(A) Inspection and Right of Entry. Whenever they shall have cause to suspect a 
violation of any provision of this ordinance, or when necessary to investigate an 
application, or revocation of a permit under any of the procedures prescribed in 
this ordinance, officials for the enforcement or administration of this ordinance, or 
their duly authorized representatives, may enter on any site, or into any structure 
used for beekeeping, for the purpose of investigation providing they do so in a 
reasonable manner. If an owner or occupant denies access for an inspection, the 



7

city will seek a warrant. No secured building shall be entered without the consent 
of the owner or occupant unless under authority of a lawful warrant. 

(B) Violations.

1. Failure to Hold a Valid Permit. Any beekeeper who fails to hold a valid permit 
may be punished by a fine not to exceed $100 per day. 

2. All Other Violations. If after an investigation and officials for the enforcement 
of administration of this ordinance determine that provisions of this ordinance 
have been violated, the City Administrator may issue a citation, but only if a 
written warning has been issued to the beekeeper by the City within the 
previous 365 days. A warning shall be served upon the beekeeper responsible 
for the condition or violation by personal service or by first class mail, 
addressed to the beekeeper’s last known address. If the address of the 
beekeeper is unknown and cannot be found after a reasonable search, the 
warning may be served by posting a copy at a conspicuous place on the 
property where the violation occurred. If a warning is directed to the 
beekeeper who is not the owner of the property where the violation is 
occurring, a copy of the warning may be sent to the owner of the property. The 
warning is effective on the earliest date of: the date of personal service, the 
date of posting, three days after mailing by the City, or the day the notice is 
actually received. Any person found in violation of any of the provisions of this 
ordinance may be punished by a fine not to exceed $100 for any one offense, 
with each day constituting as separate offense.

3. The fines set forth herein may be amended from time to time by City Council 
resolution.

(C) Compliance with this ordinance may be offered in:

1. A proceeding alleging that a given colony constitutes a nuisance, as evidence of 
the beekeeper’s efforts to abate any proven nuisance; or 

2. A proceeding alleging that a given colony violates applicable ordinances 
regarding public health and safety, as evidence of the beekeeper’s compliance 
with acceptable standards of practice among hobby beekeepers in the State of 
Oregon.

(D) Legal Proceedings by City Attorney. In addition to enforcement provisions of this 
ordinance, upon request by the City Council, the City Attorney may institute any 
additional proceedings, including, but not limited to, seeking injunctive relief to 
enforce the provisions of this ordinance.

6-2-28.7. Appeal. In the event an application for a permit under this ordinance is denied or 
revoked, or in the event a fine is assessed, the applicant, permittee, or beekeeper shall have the 
right to appeal within 15 days after the permit denial or revocation by filing a written notice of 
appeal with the City Manager specifying the grounds for appeal. All appeals shall be conducted 
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by a hearings officer as a contested case proceeding pursuant to the provisions of Article V of 
Chapter 5 of Title 1 of the Ontario Municipal Code.

6-2-28.8. Severability Clause. A determination of invalidity or unconstitutionality by a 
court of competent jurisdiction of any clause, sentence, paragraph, section, or part of this 
ordinance shall not affect the validity of the remaining parts of this ordinance. 

6-2-28.9. Savings Clause. A prosecution that is pending on the effective date of this ordinance 
and arose from a violation of an ordinance repealed by this ordinance, or a prosecution started 
within one year after the effective date of this ordinance arising from a violation of an 
ordinance repealed by this ordinance, shall be tried and determined as if the ordinance had not 
been repealed.

Section 3. This ordinance shall become effective within 30 days after passage. 
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Introduction 
 
The Financial Policies and Procedures Manual includes policies and procedures related to the 
ongoing financial management of the City’s resources and information required to prepare the 
budget. 
 
The preparation of the budget begins the financial management cycle, progresses to an 
adopted budget, and continues through accounting, monitoring and evaluating stages. 
 
The manual is updated by the Finance DepartmentCity Council, as needed, to reflect changes 
or additions to financial policies once discussed at the Executive Team level. 
 
This manual is distributed to the Mayor, Council, City Manager, and Department Heads.  
Anyone who has responsibility for management of the budget and/or the financial affairs of 
the department or division should have a manual made available to them by their Department 
Head. 
 
This Manual is intended to be an overview of various financial policies and procedures and is 
not meant to be a detailed authority source.  If the material in the manual does not answer a 
question, please contact the Finance Department. 
 

 
 
Finance Department Titles  
Finance Director 
Accounting Assistant 
Accounts Payable/Payroll Specialist 
Utility Billing Specialist 
Finance Administrative Assistant 
Cash Receipts/Customer Service Specialist 
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Financial Management Goals 
 
The following goals and policies for the City are intended to guide the City in its financial 
matters.  The goals consist of five significant goal statements (I through V), which provide the 
basic guiding parameters for financial management of the City.  The policies of the City 
provide more specific direction on how to achieve the goals and are the basis for consistent 
actions that move the community and organization toward sound financial management 
decisions.  Detailed policy descriptions and narratives are included in Section 1. 
 
Goal I: To eEstablish and sustain a community supported service system. 
 
Goal II: To have a capital improvement program that adequately maintains and 

enhances the public’s assets over their useful life. 
 
Goal III: To provide cost effective services to citizens. 
 
Goal IV: To provide financial and other service information to enable citizens to assess 

the costs and results of City sServices. 
 
Goal V: To follow prudent and professional financial management practices to assure 

residents of Ontario and the financial community that our City government is 
well managed and in sound fiscal condition. 
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Section 1 - Financial Management Policies 
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1.1   Resource Planning and Allocation  
 

1.1.1. Purpose: The purpose of this policy is to establish procedures for resource 
planning and allocation in accordance with long-range plans of the Council.  This 
policy is applicable to all resource allocation and planning for the City. 

 
1.1.2. The City budget will support the goals and policies of the City Council, Council 

adopted long-range plans, and service needs of the community. 
 

The Mayor and Council have the legal authority and responsibility for the 
adoption of City goals and policies and an annual budget.  The City organization 
is committed to carrying out Council goals and policies through service delivery. 

 
Funding for services should take into consideration whether demand exists for 
maintaining the service or whether funding is better used elsewhere. 

 
1.1.3. The City will maintain financial systems, which will develop budgets, provide 

control, and report revenue and expenditures at the line-item detail. 
 

1.1.3.1. Efficient use of public resources requires that budget estimates be 
developed from a detailed level.  This ensures that changes in the cost of 
individual line items are reflected and are neither over nor under estimated.  
Upon adoption, the line-item budgets become the basis against which 
expenditure trends are measured.  Spending control at this level provides the 
ability to measure actual expendituresexperience against expectation, 
andexpectations and allows program managers to identify positive and negative 
trends as the budget year progresses., allows program managers to identify 
positive and negative trends.  The evaluation of these trends will then allow for 
more precise estimates of future budget needs. 

 
1.1.4. Revenues, operating, debt service and and capital expenditures, and debt 

service will be projected each year for at least the succeeding four years. 
 

1.1.4.1. Future revenues and costs will be projected annually on an 
aggregate basis for four years  
beyondFuture revenues and costs will be projected annually on an aggregate 
basis for four years beyond the current budget year.  Based on assumed 
circumstances, including various economic, service, and inflationary factors, the 
forecast will attempt to portray whether community plans can be supported over 
the designated period.  One of the essential attributes of these projections is the 
capability to project whether a new program or project can be supported over 
the long-term. 
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1.2   Accounting and Financial Practices 
 

The purpose of this policy is to establish guidelines for which the City’s financial 
reporting will be presented.  This policy is applicable to all financial reporting and 
record keeping for the City. 

 
1.2.1. The City will maintain an accounting and financial reporting system that 

conforms to Generally Accepted Accounting Principles and applicable Oregon 
Statues, and will issue a Comprehensive Annual Financial Report (Audit 
Report)will contract with an independent auditor  each fiscal year for a financial 
statement audit..  Beginning with fiscal year 2004, the City will begin using the 
New Reporting Model required by the Governmental Accounting Standards 
Council (GASB). 

 
1.2.1.1. The City utilizes an accounting system that conforms to Generally 
Accepted Accounting Principles, standards of the Governmental Accounting 
Standards Council Board, and Oregon Revised Statutes (ORS).  Various Federal, 
State, and local statutes also govern financial practices and reporting.  These 
standards and laws are intended to assure that city funds are appropriately 
budgeted, recorded, and reported. 

 
1.2.2. The City will manage its funds as independent financial entities in accordance 

with legal, administrative, or Generally Accepted Accounting Principles and will 
ensure that one fund does not subsidize another fund. 

 
1.2.2.1. The City’s financial structure is composed of various funds; that is, 
self-balancing sets of accounts.  Each fund is established as a result of statutory 
or administrative requirement.  From a private sector perspective, each fund can 
be considered a wholly-owned subsidiary of the City.  Accordingly, each fund can 
be considered a separate independent business, which must support all of the 
direct and indirect costs of operating services or capital maintenance and 
enhancement.  Co-mingling of funds is generally prohibited by statute, 
administrative policy, or Generally Accepted Accounting Principles. 

 
1.2.3. The General Fund will maintain an unappropriated ending fund balance within 

the General Fund to ensure sustainability. The target ending fund balance will be 
3 months of General Fund operating expenses. 

 
1.2.43. The General Fund will maintain a contingency account within the Administrative 

Overhead Department to meet unanticipated requirements during the budget 
year. 
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1.2.4.1. The budget is prepared prior to actual implementation.  With the 
complexity of the organization and the dynamic environment in which the City 
provides services, it is not always possible to anticipate every expenditure 
requirement during the budget year.  Therefore, contingency funds are 
established to meet emergency requirements necessary to maintain services and 
to meet unexpected requirements identified by Staff and approved by the 
Council.  The target contingency amount within the General Fund will be no less 
than 5 to 15 percent of regular General Fund operating expenditures, or no less 
than two months of regular General Fund operating expenditures. 

 
 
4. 1.2.4.2. With the exception of grants or earmarked donations, the City will 

not normally earmark revenue for specific public purposes in general service 
funds such as the General Fund. 

 
1.2.4.3. Earmarking or dedication of revenues can be a major deterrent to 
making best use of available resources.  It may force the City to spend money in 
an area of lesser need, or no need, or to lose that source of revenue. 
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1.3  Revenue and Collection  
 

1.3.1  Purpose: The purpose of this policy is to establish procedures for resource 
planning and allocation in accordance with long-range plans of the Council.  This 
policy is applicable to all resource allocation and planning for the City. 

 
1.3.2 Cost Recovery Policy - The City Council will review Staff proposals to establish 

cost recovery policies for fee supported services which consider the relative 
public/private benefits received from the services being provided and/or the 
desirability of providing access to services for specialized populations.  These 
policies will determine the percentage of full service costs to be recovered 
through fees.  The level of cost recovery will be routinely adjusted to ensure that 
rates are current, equitable, and competitive and cover that percentage of the 
total cost deemed appropriate. 

 
1.3.2.1. Many services provided by the City directly benefit individuals and 
not the community as a whole.  These services include building permits, 
recreational services, and many others.  When services of this nature are 
subsidized by the general taxpayer, scarce resource dollars are not available for 
other City services.  In these user-choice services, the customer has the 
opportunity to determine whether the service is used, with part of that decision 
being made through the normal pricing system. 

 
1.3.2.2. In such cases, the City is committed to recovering the full cost of 
providing the service, including both direct and indirect costs, through a user fee 
or service charge. 

 
1.3.2.3. It is important for the City to: 

 
• 1.3.2.3.1. Develop broad policies concerning 

funding of services 
 
• 1.3.2.3.2. Review all services to determine if a fee 

should be charged 
 
• 1.3.2.3.3. Set fees that are comparable to other 

jurisdictions and/or that recover the partial or full 
costs of providing that service 

 
• 1.3.2.3.4. Consider user’s ability-to-pay and other 

social/community benefits of the service 
 
• 1.3.2.3.5. Periodically evaluate fee amounts. 
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1.3.2.4. In some cases, full cost recovery is not permitted because of 
statutory restrictions, and in other cases it may not be desirable for social/ 
community benefit reasons.  The Council shall determine when social/ 
community benefits should be considered in the establishment of fees. 

 
1.3.2.5. A comprehensive fee schedule will be presented annually for 
Council approval. Recommendations of changes in fees will be presented and the 
fee schedule will be approved by resolution with the opportunity for the public to 
comment. 
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1.4  Organizational 
 

1.4.1 Purpose: The purpose of this policy is to ensure proper organizational structure 
to carry out the policies of the Council.  This policy is applicable to the City 
Manager.  The City manager will review the organizational structure at frequent 
intervals to assure that it is responsive to current conditions and minimizes 
service duplication in the organization and with other local government 
jurisdictions. 

 
1.4.1.1. As the community and organization grow, the City must continually 
examine its structure to ensure maximum efficiency and respond to changes in 
its operating environment.  Areas of duplication should be eliminated and the 
delivery of service should be rationalized with other jurisdictions to ensure the 
most efficient and effective use of public resources. 

1.4.1.2. Changes to full-time equivalent (FTE) positions shall be approved 
by the City Council. Job description updates will be approved by the City 
Manager. A reclassification of a position shall be approved either through the 
budget or City Council approval outside of the budget. 
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1.5  Authorized Signatures 
 

1.5.1. Purpose: The purpose of this policy is to outline the authorized positions to act 
on the City’s behalf for the signature of checks and electronic funds transfers.  
This policy is applicable to the signing of all checks and electronic funds transfers 
for the City of Ontario. 

 
1.5.2. The Mayor, or City Manager and the Finance Director Audit Committee shall sign 

all checks issued by the City.  The Council provides authorization for the 
signatures to be affixed to the checks in facsimile provided the Finance Director 
has a manual signature that has been certified on file with the City Clerk. Each 
check under $5,000 will have one manual signature. Checks over $5,000 will 
have two manual signatures.  Each check will appear with two signatures 
without exception.   

 
 
1.5.3. Electronic funds transfers into and out of the City’s accounts may be initiated by 

authorized Staff in the Finance Department for payment of payroll and debt 
service liabilities and to process automatic debit payments to the City for utility 
billing accounts.  In all instances, the electronic funds transfer must be initiated 
by an authorized Finance Department staff member and reviewed and approved 
by the Finance Director and/or city manager to maintain a high level of internal 
control. 
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1.6  Investments 
 

1.6.1. Purpose: The purpose of this policy is to establish investment guidelines.  This 
policy is applicable to all available cash for the City of Ontario. 

 
1.6.2 Investment Objectives 

 
1.6.2.1. When making investments, the City will follow State laws and local 
investment guidelines, and shall abide by the following criteria in priority order: 

 
1.6.2.1.1. Preservation of capital 
1.6.2.1.2. Maintenance of a liquid position 
1.6.2.1.3. Maximum yield 

 
1.6.2.2. As a municipality, the City cannot make investments for the 
purpose of trading or speculation, such as anticipating an appreciation of capital 
value through changes in market interest rates. 

 
1.6.2.3. The primary objective of the City of Ontario’s investment activities 
is the preservation of capital. 

 
1.6.2.4. In investing public funds, the City will not assume unreasonable 
investment risk to obtain current investment income. 
 
1.6.2.5. The City’s investment portfolio will remain sufficiently liquid to 
enable the City to meet all operating capital and debt service requirements, 
which might be reasonably anticipated.  This need for investment liquidity will be 
tempered to the extent that the City is able to issue Tax Anticipation Notes, 
Bond Anticipation Notes, or other short-term notes under bank credit lines to 
meet its cash flow requirements. 
 
1.6.2.6. The City will diversify its investments to avoid incurring 
unreasonable and avoidable risks regarding specific security types or individual 
financial institutions. 

 
1.6.2.7. In managing its investment portfolio, the City is specifically limited 
to those investments consistent with the GFOA Policy Statement on State and 
Local Laws Concerning Investment Practices and authorized by ORS 294.035 and 
294.810.  Investment of any tax-exempt borrowing proceeds and of any debt 
service funds will comply with the “arbitrage” restrictions of Section 148 of the 
Internal Revenue Code of 1986. 
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1.6.2.8. The 90-day Treasury Bill is considered the performance yardstick. 
 

1.6.3. Investment Maturities 
 

1.6.3.1. To the extent possible, the City will attempt to match its 
investments to anticipated cash flow requirements.  Unless matched to a specific 
cash flow, the City will not directly invest in securities with maturities greater 
than eighteen months.  With the approval of the Council, the City may invest in 
securities maturing in not more than three years if the investment is related to a 
specific cash flow or a particular capital project.  
 
1.6.3.2. With the approval of the Council, debt may be defeased with 
longer-term investments in direct obligations of the United States government or 
those obligations, which are fully guaranteed by the United States. 
 
1.6.3.3. Banks may collateralize the City’s repurchase agreements using 
investments with longer maturities.  Not more than 25% of the City’s total 
investment portfolio should be placed in securities maturing in more than 
eighteen months. 
 
1.6.3.4. The City recognizes that unnecessary liquidity may adversely affect 
the return earned on its investment portfolio.  At the same time, the City will 
maintain access to the short-term market as a liquidity buffer in order to meet 
unanticipated cash requirements.  However, if the rate spread between short-
term borrowing and portfolio yield is significant, sale of securities to meet 
liquidity needs is preferable. 

 
1.6.4. Investment Diversification 

 
The City will diversify its investments across security types and institutions.  With 
the exception of U.S. Treasury, Agency, and instrumentality issues, investments 
will be restricted as to type and institution. 

 
1.6.5. Investment Limitations 

 
1.6.5.1. Specific investment types shall not exceed the percentages of the 
total investment portfolio indicated below.  These specific types shall be the only 
allowable investments for the City.   
 
1.6.5.2. The primary determination of maturity will be to retain liquidity to 
meet projected and unexpected cash needs of the City.  Any decisions to 
purchase investments with maturities that exceed 180 days will be to the 
Finance Director the city manager’s determination. 



City of Ontario, Oregon 
Financial Policies 

 

17  
  

 
 
 

Maximum % of 
Total Portfolio 

Maximum Length 
Of Maturity 

U.S. Government Agencies 
Local Government Investment Pool 
Time Certificates of Deposit 
Repurchase Agreements (overnight) 

25% 
100% 
1050% 
25% 

 2 years 
No Limit 

 18 months1 day 
       30 days 

  
1.6.5.3. Additional investment account types may be added to the City’s 
portfolio as approved by the City Council. 

 
 
Portfolio Balance 
Maturing in under 90 days   25% minimum 
Maturing in 91-180 days   50% minimum 
Maturing in 181 days to 18 months 75% minimum 
Maturing in under 3 years   100% minimum, except for defeased debt 
 

1.6.6. Time Certificates of Deposit 
 

The City will not invest in time certificates of deposit in a single institution in an 
amount in excess of 10% of the total deposits of the institution.  The City 
Finance Director is responsible to ensure that Collateral Pool Certificates have 
been issued by the institution sufficient to cover deposits exceeding the FDIC 
insurance limitationthe deposits are adequately collateralized. 

 
1.6.7. Authorized Dealer and Financial Institutions 

 
1.6.7.1 The City Finance Director will maintain a list of financial institutions 
and primary securities dealers designated by the Federal Reserve Bank of New 
York as authorized to provide investment services.  Selected regional dealers 
with offices in Oregon will be considered on an individual basis after careful 
review of financial statements.  The City will limit all security purchases to this 
list. 
 
1.6.7.2 Deletions from this list may be made for a consistent lack of 
competitiveness in bids or for perceived financial distress.  Additions to the list 
may be made at the discretion of Finance Director. 

 
1.6.8. Competitive Selection 

 
The Finance Director, or authorized agent, shall obtain quotes before purchasing 
an investment.  If an amount The Finance Director shall select the quote, which 
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provides the highest rate of return within the maturity required and within the 
parameters of this policy. 

 
1.6.9. Accounting Method 

 
Investments will be carried at cost unless otherwise required by debt 
instruments or GASB Standards to be held at Fair Market Value (FMV).  Gains or 
losses will be credited or charged to investment income at the time of sale.  
Premiums or discounts may be amortized over the life of the security.  Write-
downs may be necessary if the portfolio contains significant market losses at 
year-end.  For financial statement reporting Generally Accepted Accounting 
Principles will be followed. 

 
1.6.10. Cash Management 

 
The Finance Director will maximize the City’s investment income by monitoring 
cash balances.  Excess cash will be invested according to the City’s investment 
guidelines. 

 
1.6.11. Reporting Requirements 

 
The Finance Director will maintain and provide the City Manager with monthly 
reports on security holdings and investment performance, which may be 
reviewed upon request. 
 
 

1.6.12. Authority and Control 
 

The Finance Director will act only upon such authority as provided for within this 
policy, state statute and by authorization of the City Manager.  Any investment 
activities outside such authority must have prior written approval of the City 
Manager. 

 
1.6.13. Indemnity Clause 

 
The City shall indemnify staff from liability for losses that may occur in the 
administration of this investment policy so long as the activities of Staff comply 
with the City’s policy and State law.  The Finance Director shall be bonded in an 
amount deemed sufficient by the City Manager. 
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1.7  Debt 
 

1.7.1 Purpose The purpose of this policy is to establish debt issuance guidelines.  
This policy is applicable to all debt issuance for the City of Ontario. 

 
1.7.2. Bond Rating 

 
1.7.2.1. The City will seek to maintain, and if possible, improve its current 
bond rating so its borrowing costs are minimized and its access to credit is 
preserved. 

 
1.7.2.2. Sound financial practices, debt management and capacity, and 
competent management support the maintenance of the City’s current bond 
rating.  In its relations with rating agencies and the investment community, the 
City will follow a policy of full disclosure, as required by legal and professional 
practices. 

 
1.7.3. Debt Issuance Guidelines 

 
1.7.3.1. The City will have a specific set of debt issuance guidelines 
consistent with Federal, State, and local laws and policies. 
 
1.7.3.2. The debt guidelines will recognize how much debt the community 
can support, not only based on debt of the City, but debt of overlapping 
jurisdictions as well.  Debt should not be used for the provision of routine 
operation unless it is only for cash flow purposes or the borrowing costs are less 
than the rate of invested funds.  Debt should never be issued for a period longer 
than the estimated useful life of an improvement or asset. 

 
1.7.4. Credit Worthiness 

 
1.7.4.1. The City will seek to maintain, and as possible, improve its current 
credit rating so its borrowing costs are minimized and its access to credit is 
preserved and enhanced. 
 
1.7.4.2. The City will maintain good communications about its financial 
condition with bond and credit rating institutions. 
 
1.7.4.3. The City will follow a policy of full disclosure for all disclosure 
documents, which meets or exceeds the disclosure guidelines as developed by 
the Government Finance Officers Association. 
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1.7.5. Borrowing Purposes 
 

1.7.5.1. The City will not fund current operations from the proceeds of 
borrowed funds, except for short-term cash flow borrowing such as Tax 
Anticipation Notes. 
 
1.7.5.2. The City will confine long-term borrowing to capital improvements, 
projects, or equipment, which cannot be funded from current revenues. 

 
1.7.6. Debt Repayment 

 
1.7.6.1. When the City uses long-term debt financing, it will repay the debt 
within a period not to exceed the useful life of the improvements or equipment. 
 
1.7.6.2. Whenever possible, debt shall be self-supporting, and will be 
revenue debt, or revenue-backed with a general obligation pledge. 
 
1.7.6.3. The general obligation pledge will be used only for projects, which 
have a general benefit to City residents, which cannot be self-supporting. 
 
1.7.6.4. Neighborhood Improvement Bonds may be issued for extra-
territorial assessments.  Such bonds shall be secured by the assessment 
payments and be reserves funded from other payments made by the benefited 
parties.  The term of the bonds shall match the projected cash flow from 
assessment payments and foreclosure sales. 
 
1.7.6.5. Advance refunding will be undertaken only when the net present 
value savings exceeds 4% or when the restructuring of debt is in the City’s 
financial interest. 
 
1.7.6.6. Lease purchase debt, including certificates of participation, will be 
considered as an alternative to long-term vendor leases when cost effective.  
Such debt will be subject to annual appropriation and administered by the 
Finance Department. 
 
1.7.6.7 Long-term lease purchases for buildings and facilities will be used 
when the cost of a lease purchase is lower than other options or if deemed 
appropriate because of time constraints, etc. 

 
1.7.7. Key Debt Ratios 

 
1.7.7.1. There are several key debt ratios that investors and financial 
analysts use when reviewing a City’s credit worthiness.  The City of Ontario has 
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established a set of guidelines which are to be used when reviewing the key 
debt ratios.  These numbers are indicators of financial stability.  Below is a listing 
of the City’s key debt ratios: 

 
     Type of Ratio          Guideline 
 
Net Direct Bonded Debt as percentage of Assessed Value     20% 
Net Direct Bonded Debt Per Capita       $750 
Net Direct Bonded Debt Per Capita as Percentage of Per Capita Income  3.0% 
General Obligation Debt Service as a Percentage of General Fund Revenues      10.0% 
Percentage of Total Debt that will be retired at the end of Ten Years 
   Expenditures           50.0% 
              

1.7.7. Conduit Financing 
 

1.7.7.1. Recognizing that the City is able to issue debt for broad purposes, 
it may be appropriate to issue on behalf of another party when the City Council, 
after a complete review process, determines that the proposed project will 
provide a general benefit to City residents. 
 
1.7.7.2. The City will consider issuing conduit financing which will not 
impair the City’s credit rating.  Any financing issued through the City shall qualify 
for an investment grade rating by one or both of the two top rating agencies. 
 
1.7.7.3. All expenses related to conduit financing will be borne by the 
applicants.  The City shall establish review procedures for projects, including 
public contracting and financial fees. 

 
1.7.8. Other Financing 

 
Entities associated with the City may issue debt subject to the same criteria listed above.  
Debt issued by City agencies shall be approved by the City Council. 
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1.8  Purchasing 
 

1.8.1. Purpose The purpose of this policy is to establish purchasing guidelines.  
This policy is applicable to all purchasing for the City of Ontario. 

 
1.8.2. Introduction 

 
1.8.2.1. The City’s Purchasing Section was established to ensure that 
needed goods and services are obtained in a timely manner, at the lowest prices 
possible, consistent with acceptable quality standards, and within the 
requirements of public purchasing laws. 

 
1.8.2.2. Consistent with these objectives, a part of the City’s procurement 
activity is decentralized.  In recognition of the cost of staff time and to reduce 
the cost of making small purchases, purchasing cards are issued to selected 
personnel as approved by the Department Head and Finance DirectorCity 
Manager.  The purchasing card will be defined later in this manual. 

 
1.8.2.3. Procedures which apply to purchases made directly by City staff as 
well as the steps followed by the Finance Department are described below, along 
with the public purchasing law and ethical standards that shape the City’s 
purchasing activities. 

 
1.8.2.4. Governing Laws and Regulations – Procurements by the City of 
Ontario are governed by federal laws, Uniform Guidance standards and state and 
local laws and regulations.  The City of Ontario establishes further requirements 
for the City’s purchasing activities in separate sections of this policy.  The City 
policy, adopted by resolution ordinance, along with the state statute and the 
City’s administrative policies and procedures describe basic procurement 
processes: e.g., public bidding, bid opening, bid evaluation and bid award. 
 
1.8.2.5. Principles and Ethics – All employees of the City of Ontario 
subscribe to the following principles and ethics: 
 

1.8.2.5.1. We believe in the dignity and worth of the service 
rendered by government and our own social responsibility as 
trusted public servants.  We consider, first, the interest of the City 
in all transactions and carry out and believe in the City’s 
established policies and ordinances and the laws of the State of 
Oregon. 

1.8.2.5.2. We keep the City informed, through appropriate 
channels, on problems and progress of the agency we serve, but 
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keep ourselves in the background, by emphasizing the importance 
of the facts. 
 
1.8.2.5.3. We are governed by the highest ideals of honor and 
integrity in all public and personal relationships in order that we 
may merit the respect and inspire the confidence of the City and 
the public, which we serve. 
 
1.8.2.5.4. We strive to stimulate competitive bidding in order to 
obtain goods and services at the lowest possible cost, and to 
provide all interested vendors with the opportunity to offer their 
products to the City. 

1.8.2.5.5. We strive to accord a prompt and courteous 
reception, so far as conditions will permit, to all who call on a 
legitimate business mission. 

1.8.2.5.6. We believe that personal gain or benefit obtained 
through misuse of public or personal relationships is dishonest. 

 
1.8.3. Conflict of Interest - No employee or official of the City shall 
participate in a transaction, contract, activity, or service of the City in which they 
personally have a direct or predictable effect on their financial interests or the 
interests of an immediate family member. 
 
1.8.4. Personal Purchases – It is prohibited for an employee or official to 
make purchases for their own personal purposes or to receive special pricing 
from a vendor using the City’s name, account, or reputation. 
 
1.8.5. Unauthorized Purchases - No individual has the authority to enter 
purchase agreements or contracts on behalf of the City unless specifically 
authorized to do so.  Individuals with authority are the City Manager up to 
$75,000, the Executive Team up to $5,000, personnel with purchasing cards up 
to the limit of the P.O. or amount authorized by the Department Head, and the 
Finance Director for debt service payments and as necessary to continue daily 
operations of the City but still complying with all ordinances and State laws and 
regulations.  The Council must authorize contracts for values over $75,000.  Any 
such purchase classified as unauthorized is considered a personal expense and 
the obligation of the purchaser. 

 
1.8.6. General Rules – All purchases or contracts for services of any kind 
or description, payment for which is to be made from funds of the City of 
Ontario, shall be, without exception, in the following manner. 
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1.8.7. Micro-purchase: (This guideline is only applicable for purchases 
using federal funding subject to the Uniform Guidance) Purchases where the 
aggregate dollar amount does not exceed $3,500 (or $2,000 if the procurement 
is construction and subject to Davis-Bacon). When practical, the City should 
distribute micro-purchases equitably among qualified suppliers. Micro-purchases 
do not require competitive quotes if management determines that the price is 
reasonable.  

 
1.8.7.1. $3,500 to $10,000 purchases using federal funding 
subject to the Uniform Guidance will follow the same competitive 
bidding rules enumerated in number 3 below. 

 
1.8.6.1.8.8. Under $5,000.0010,000:  Small items in this category, used on a 
day-to-day basis, may be purchased with the approval of supervisory personnel 
without competitive bidding on each item.  However, even on these items, 
periodic telephone checks should be made to be certain the purchases are 
secured from a local source at the lowest cost for the quality needed.  Items 
used on a day-to-day basis consist of office supplies and other items that are 
routinely purchased.  For items under $10,000 5,000.00 that are not routinely 
purchased, it is required to obtain three  telephone informal bids bids to ensure 
that the lowest best bid isbest price is received. 

1.8.6.1.1.8.8.1. When seeking telephone quotations, it is 
preferable that the Telephone Quotations Form be utilized and 
completed in detail (Please reference Section 5).  If the 
recommended bid is not the lowest, a detailed explanation should 
be provided.   

1.8.6.2.1.8.8.2. Department Heads may authorize employees 
to purchase budgeted items by requesting a purchasing card for 
that employee and assigning a dollar limit. 

1.8.6.3.1.8.8.3. Whenever possible, these items should be 
purchased within the City Limits of Ontario.  If this is not possible, 
purchases should be secured within Malheur County. 

 
1.8.7.1.8.9. $5,000.0110,000 - $10075,000.00:  Purchases or contracts for 
services for the sum of $5,000.0110,000 to $10075,000.00 shall be secured on 
competitive bid basis.  This must be accomplished by securing at least three 
written informal bids or through the formal bid process utilizing advertisement 
and specifications; whichever is most advantageous to the City. 

1.8.7.1.1.8.9.1. When seeking written informal bids, all bids 
must be tabulated in detail and forwarded to the Department Head 
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and Finance Director.  If the recommended bid is not the lowest, a 
detailed explanation must accompany the bid’s submission to the 
Department Head and the Finance Director. 

1.8.9.2. Bid awards under $75,000  in this category will be 
made by the Department Head if it is a budgeted item.  If not a 
budgeted item, bid award shall be made by the City Council at a 
regularly scheduled Council meeting along with the expenditure 
authorization by resolution. 

1.8.7.2.1.8.9.3. Bid awards over $75,000 will be made by the 
City Council at a regularly scheduled Council meeting. 

1.8.7.3.1.8.9.4. Whenever possible, these items should be 
purchased within the City Limits of Ontario provided the goods or 
services comply with bid specifications and are determined to be in 
the best interest of the City.  Preference may be given to local 
vendors when quality of product is equal or better and the 
difference in the delivered price is negligible. 

 
1.8.8.1.8.10. $100,00075,000.01 – and higher:  Any item(s) for services in this 
category shall be purchased through the formal bid process.  Formal bids shall 
be secured by advertisement.  Additionally, a random sample of vendors who 
qualify, or who have indicated an interest in bidding, shall be forwarded a copy 
of the specifications, when possible, to insure the best competitive bids for the 
City. 

1.8.8.1.1.8.10.1. The responsibility for the advertising of formal 
bids will be that of the Department Head overseeing the purchase.    
It is required that an advertisement for formal bid is placed in the 
paper 10 days prior to the bid opening. 

1.8.8.2.1.8.10.2. Award of items in this category will be made 
by the City Council based on Department Head recommendations if 
it is an appropriated item.  If it is not an appropriated item, bid 
award shall be made by the City Council at a regularly scheduled 
Council meeting along with the expenditure  authorization by 
resolution.  Award shall typically go to lowest and best bidder 
unless otherwise specified by State Statute. 

 
1.9.2. Invitations for Bid 
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1.9.2.1. Bidders List – The Finance Director or responsible Department 
Head will maintain a list of vendors who wish to bid on goods or services for the 
city of Ontario.   All vendors wishing to provide goods or services to the City may 
contact the Finance Director or responsible Department Head with appropriate 
information for inclusion in future bid processes. 

 
1.9.2.1.1. When the City prepares an invitation to bid, all 
respective bidders on the list shall be notified in writing and given 
sufficient time to provide a bid to the City if the vendor intends to 
do so. 

 
1.9.2.2. Formal Bid Process – All Formal bid purchases or contracts for 
services shall be advertised and bid procedures shall be as follows: 

1.9.2.2.1. All notices and solicitation of bids shall state the time 
and place of opening.  It is required that the request for bid in the 
newspaper at least 10 days prior to the bid opening.  Bid opening 
dates will follow State statute. 

1.9.2.2.2. Notices and solicitations of bids shall include 
information that these are sealed bids and that they should be so 
identified (as bids) on the envelope. 

1.9.2.2.3. Notices and solicitation of bids shall plainly state to 
whom the sealed bid(s) should be addressed. 

1.9.2.2.4. Performance bond(s), in cash or otherwise, shall be 
requested if in the best interest of the City in such an amount as 
may be deemed sufficient to secure the execution of the contract 
or furnish supplies. 

1.9.2.2.5. The City of Ontario, Oregon reserves the right to 
reject any and all bids and waive any informality.  The City of 
Ontario also reserves the right to select the lowest and/or best 
bidder as determined by the City in its sole discretion. 

2.1  
1.9.2.3. Correspondence With Vendors – All correspondence with vendors 
should be communicated through the Department Head responsible for 
overseeing the specific bid unless the bid specifications make it advisable to 
delegate the authority to others. 

 
1.9.2.4. Competitive Buying – City policy requires quotes or bids to be 
obtained from as many providers as possible to insure a competitive marketing 
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atmosphere and advantageous pricing.  Bids will be solicited when required by 
policy and also when it is found to be advantageous to do so.  Any qualified 
provider may respond to a City request for quote or bid. 

 
1.9.2.5. Periodically, the Finance Department will check items purchased by 
other authorized personnel to verify that the City is obtaining the best prices for 
the quality of goods purchased.  Recommendations will be made as necessary to 
benefit the City. 

 
1.9.2.6. Maintenance Agreements – If the need for a maintenance 
agreement is anticipated at the time of purchase, the terms of the agreement 
must be included in the bid specifications.   

 
1.9.3. Emergency Purchases 

 
1.9.3.1. In Case of an emergency which requires immediate purchase of 
supplies or services and time is of the essence, the City Manager shall have the 
authority to authorize such purchase up to $50,000 or secure such services 
needed without complying with procedures as set out above.  Examples of 
emergencies requiring emergency purchase include sewer line collapse, water 
system pump failures, and weather-related damage requiring immediate repair.  
(Please refer to the No. P.O. Form in Section 5 of this manual.) 
 
1.9.3.2. For purchases over $50,000, a poll of the City Council should be 
made prior to the purchase.  If a poll of the Council is not possible, a full report 
of such an emergency purchase shall be made by the City Manager to the City 
Council no later than the next City Council meeting. 
 
1.9.3.3. An emergency purchase is constituted as an immediate need of a 
good or service, which was unable to be anticipated, which time is a crucial 
factor and would be a disservice to the citizens of the community of Ontario if 
the item were not purchased. 

 
1.9.4. Steps in Purchasing/Procurement 

 
1.9.4.1. The Finance Department has the responsibility to oversee all 
purchasing activities for all departments at the City.  Any employee that has a 
purchasing card approved by their department head is authorized to purchase 
goods up to their limit (i.e., $500).  Any purchases over their limit must be made 
by the Department Head. 
 
1.9.4.2. Price Agreements and Other Centralized Purchasing – Price 
Agreements are contracts negotiated by the City for goods or services, which we 
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need frequently throughout the year (e.g., fax machines, computers, uniforms, 
sand and gravel, etc.).  It is to the City’s advantage for departments to use these 
agreements to save money and time by not having to go through a bid process 
for each purchase.  The City does require that departments purchase certain 
types of goods and services in a more centralized fashion:  data processing 
equipment and services, telecommunications equipment and services, vehicle 
purchases, printing goods and services, office supplies.  These purchases are 
coordinated with the assistance of Finance.  The following steps are involved in 
the bid process: 

 
1.9.4.2.1. Department head prepares the bid package, sets the 
bid opening date, prepares the advertisement for call for bids, the 
bid invitation letter, specifications and list of prospective bidders. 
 
1.9.4.2.2. Department Head holds public bid opening according 
to State requirements. 
 
1.9.4.2.3. The requesting department prepares a tabulation of 
bids received, analyzes bids, and returns bid documents with 
recommendations for bid award to Department Head and Finance 
Director. 
 
1.9.4.2.4. Finance Director reviews analysis and 
recommendation and upon approval the Department Head  
preparesHead prepares final recommendation for submission to 
City Council when required by the City’s Bid policy. 
 
1.9.4.2.5. City Council ensures that staff has followed the 
purchasing policies and makes bid awards the bid. 
 
1.9.4.2.6. Requesting department obtains purchase order prior 
to issuing a Notice to Proceed or otherwise obligating the City 
financially, andfinancially and administers the contract and notifies 
accounts payable when payment is to be made through standard 
invoice procedures. 

 
1.9.4.3. Contractor Performance Problems – It is very important that 
Departments document any performance problems with a particular vendor.  
Documentation should include written notification to the vendor of a problem, 
evidence of attempts to resolve the problem and a summary of the final 
outcome of the situation. 
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1.9.4.3.1. Please notify the Purchasing Agent when a vendor 
continues to have performance problems and forward a report 
documenting the incident.  The City Manager can determine if a 
vendor is classed as irresponsible and can be taken off of our 
bidding list for a period of 3 years or until the vendor can prove the 
problems have been corrected. 

 
1.9.5. Good Financial Standing 

 
1.9.5.1. All business providing services to the City of Ontario should be in 
good financial standing with regard to any financial obligations within the City.  

 
1.9.5.2. All businesses providing services to the City of Ontario should 
comply with city ordinances, resolutions and contracts. 

 
1.9.5.1.9.6. Exclusive Service 

 
1.9.5.3. In the event that there is only one firm or company or individual 
capable of providing a particular service or commodity, referred to as a sole 
source vendor, and such services or commodities cannot be secured from any 
other person(s) or company(ies), then the City Council may authorize securing 
such items without the above bidding process(es) by declaring a sole source 
vendor.  Approval of the City Council must be received prior to making the 
purchase.  To receive such authorization, the Department Head must submit 
with the purchase order, a detailed agenda report explaining why this is the only 
feasible person/company from which to purchase/contract; and confirmed 
research must be included in the explanation. 

 
1.9.6.1.9.7. Exemptions from the Public Bidding Process 

 
1.9.7.1   Professional Services – This Purchasing Policy shall not apply to 
professional services and the requirements shall not be mandatory in the 
employment of professional services.  Professional services include, but are not 
limited to, the following: 
 

(A) Attorneys 
(B) Architects 
(A)(C) Artists 
(B)(D) Bond Counsel 
(C)(E) Certified Public Accountants/Auditors 
(D)(F) Consultants 
(E)(G) Engineers 
(F)(H) Financial Advisors 
(G)(I) Physicians 
(H)(J) Real Estate Brokers 
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1.9.7.2. Design-build Services – This Purchasing Policy shall not apply to 
design-build specialty services so long as the City Council approves such an 
exemption through formal action. 
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1.9  Employee Development 
 

1.9.1. Purpose: The Purpose of this policy is to establish the guidelines for which the 
City will reimburse employees for training, career education, and approved 
courses of study (Tuition Assistance).  Travel and expense reimbursement 
procedures are outlined within the Tuition Assistance Policy.  This policy is 
applicable to all City personnel. 

1.9.2. Definitions: As addressed by this policy, training is defined as any work 
relatedwork-related program, seminar, conference, convention, course or 
workshop attended by an employee whose tuition and expenses are funded in 
whole or in part by the City or while the employee is in a paid status with the 
City. 

 
1.9.3. Statement of Policy – Employees are encouraged to continue their formal 

education through participation in off-duty/non-work hour educational programs.  
Reimbursement for educational expenses incurred by such participation may be 
granted for job related courses with prior approval of the City Manager, provided 
funds have been budgeted for such reimbursement.   Tuition reimbursement will 
be made only for courses that benefit the employee and the City or go towards a 
degree that benefits the employee and the City. 

 
1.9.3.1. Any reimbursement shall only be after successful completion of the 
course/program.  Successful completion shall be defined as receipt of a 
certificate of satisfactory completion, a grade of C (2.0 grade point) or better for 
undergraduate courses, a grade of B (3.0 grade point) or better for graduate 
and post-graduate courses, or attainment of pass in a pass/fail grading system.  
Tuition reimbursement is for the course only; no reimbursement will be allowed 
for books, lab fees, travel expenses, or material costs.  Approval for tuition 
reimbursement shall only be allowed for courses offered by accredited colleges, 
universities or vocational training institutes. 
 
1.9.3.2. Reimbursement to an employee for approved course will be limited 
to $2,000 per calendar year.  Request for reimbursement must be made within 
30 days following the completion of the course of study.  To receive tuition 
reimbursement, an employee must complete the “Pre-approval for Tuition 
Reimbursement” and a “Request for Tuition Reimbursement” forms with required 
supporting documents.  See Section 5. 
 
1.9.3.3. Training reimbursement is generally available to only those 
employees who have successfully completed the employee’s designated 
probation period. The City Leadership Team shall review pre-approval requests 
for tuition reimbursement and either approve or disapprove the request. 
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1.9.3.4. Consideration of employee requests for tuition reimbursement is 
dependent upon budgetary constraints and the recommendation of that 
employee’s Department Head.  Time spent in attendance at these courses shall 
be considered the employee’s personal time and is not counted as time worked. 
 
1.9.3.5. It is the policy of the City to maximize comprehension, retention 
and transference of training provided by the City. 
 
1.9.3.6. No person will be denied training because of race, religion or 
creed, color, political affiliation, physical or mental disability, national origin, sex, 
veteran status, genetic information, citizenship, marital status, sexual 
orientation, domestic violence victim status, parent with court-imposed medical 
support order, or age.   

 
1.9.4 Tuition Assistance Plan 

 
1.9.4.1. The plan shall serve as both an employee incentive and employee 
retention plan.  The course or degree program must be approved prior to 
enrollment by the Department Head and the City Manager.  The employee must 
be full-time and not on probation other than transfer or promotion.  The subject 
matter of the course of study must be related to the employee’s current job or 
the course must be applicable as credit toward an approved certificate or degree 
requirement in a related field. 
 
1.9.4.2. Prior to budget preparation, the employee is responsible for 
notifying his/her Department head of his/her intent to participate in this 
program. 
 
1.9.4.3. The Human Resource Manager shall maintain an eEmployee 
training history will be maintained as part of the personnel files. 

 
1.9.5. Reimbursement 

 
1.9.5.1. Upon completion of the approved course, receipt of tuition 
payment, and grade verification, the City will reimburse as follows until funds are 
exhausted. 
 
1.9.5.2. Reimbursement for courses (limited to 2 annually) taken at an 
accredited college, university, or vocational training institute shall be as follows. 

 
Grade Undergraduate Graduate/Post-Graduate 
A 80% of tuition only 80% of tuition only 
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B 70% of tuition only 60% of tuition only 
C 60% of tuition only 0% of tuition only 
D or lower 0% of tuition only 0% of tuition only 

  
1.9.5.3. Pre-Approval for Tuition Reimbursement Forms must be submitted 
and approved by the Department Head, Leadership Team, and City Manager 
prior to the beginning of the course.  Upon completion the employee shall 
submit the Request for Tuition Reimbursement Form.  It is upon completion and 
proof of grade submission for a course that reimbursement shall occur. 
 
1.9.5.4. Conferences/Seminars will be arranged and approved by following 
the process and procedures as outlined on the Travel Voucher Form.  The 
Travel Voucher Form must be completed and approved by the Department Head, 
Finance Director, or City Manager prior to attending.  Upon return and within 7 
working days a reconciliation of the Travel Voucher Form must be completed 
and submitted for approval and processing. 

 



City of Ontario, Oregon 
Financial Policies 

 

34  
  

 
1.9.5.5. As a general rule, attendance at conferences/seminars out of state 
shall be limited to one annually.  The following exceptions may apply upon the 
approval of the City Manager. 

 
1.9.5.5.1. Travel will be by automobile rather than air (cost of 
airline ticket or mileage is reimbursed, whichever is less) 

1.9.5.5.2. Attendance is required as part of a job-related 
certification program 

1.9.5.5.3. A specific benefit would be derived by attending such 
as: 

1.9.5.5.3.1. Legislative updates  

1.9.5.5.3.2. New technology 

1.9.5.5.3.3. Improve a job-related skill 

 
1.9.5.6. Department Heads should identify conference/seminar costs during 
the budget preparation and stay within the budgeted amounts.  Conferences 
which are job required are reimbursed at 100%. 

 
1.9.6. Tuition Appropriation – The City Council will establish the amount of funding 

to be allocated for tuition reimbursement on a citywide basis.  The City Manager 
will allocate those funds between the various departments.  The funds may not 
be appropriated/transferred into other accounts.  Mid-year budget review will 
monitor the use or intended use of remaining funds and the City Manager may 
authorize transfers into other departments, when appropriate. 
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1.10  Travel and Expense 
 

1.10.1. Purpose: The purpose of this policy is to establish the guidelines for officials 
and employees of the City of Ontario while traveling on “Official Business.”  This 
policy is applicable to all City officers and personnel. 

 
1.10.2. The primary responsibility for the authentication of the travel and all expenses 

incurred on individual expense accounts rests with Department Heads and the 
City Manager. 

 
1.10.2.1. Definitions 
 

1.10.2.1.1. For the purpose of this policy, the following 
definitions shall apply: 
 
1.10.2.1.2. Approved City credit cards shall be those cards issued 
and approved through the City Manager as valid for the purpose of 
billing the City. 
 
1.10.2.1.3. Travel authorization and reimbursement forms are 
those approved by the City Manager, and Finance Department. . 
 
1.10.2.1.4. Residence shall be the place in which the individual 
has an abode or dwelling place. 

 
1.10.3. Reimbursable Travel Expenses 

 
1.10.3.1. Reimbursable travel expenses are limited to those expenses 
authorized and essential to the transaction of official business of the City.  
Expenses incurred for the sole benefit of the City employee or official, such as 
any type of insurance, travel loan finance charges, personal credit card fees or 
dues, alcoholic beverages, extra meals, that portion of meal totals in excess of 
the per diem allowance, tips in excess of the 20% City established maximum, 
magazines and other like charges are prohibited from being paid for using a City 
credit card and shall not be reimbursed as travel expenses.   
 
1.10.3.2. Expenses for laundry service and dry cleaning shall not be 
considered a business expense.  Incidental accounts not directly concerned with 
travel (such as postage, small emergency supplies, etc.) may be allowed when 
necessary to the performance of official business while traveling.  These 
necessary incidental expenses shall be itemized on the Travel Voucher with 
receipts attached. 
 



City of Ontario, Oregon 
Financial Policies 

 

36  
  

1.10.3.3. Reimbursements for items other than per diem paid for meals and 
incidentals will not be made without a valid receipt. 

 
1.10.4. Reimbursement When Leaving and Returning Thethe Same Day 

 
1.10.4.1. Officials and employees will be allowed travel expenses when 
required to travel away from their official domicile on City business and returning 
the same day under the following situation.  When early departure or late arrival 
of approved travel was required to conduct City business, then the City will 
reimburse for meals and mileage for official use of a private motor vehicle.  The 
description of the travel time of departure and return must be indicated on the 
Travel Reimbursement Form purchase order along with applicable supporting 
documentation.  Reimbursements will be calculated using established per diem 
rates. A city vehicle must be used if available. If an employee chooses not to use 
a city car when one is available, they will be allowed the IRS mileage rate for 
medical purposes. 

 
1.10.5. Items Invoiced to the City – Items which are properly purchased and 

invoiced directly to the City of Ontario will not be included on an expense 
account and are not reimbursable under this policy. 

 
1.10.6. Prudent Person Rule – Employees and officials are expected to exercise the 

same care in incurring expenses, as a prudent person would exercise if traveling 
on personal business. 

 
 
 

1.10.7. Alcoholic Beverages – City Officialsers and employees shall not incur 
expenses for the purchase of alcoholic beverages for reimbursement as a travel 
expense or payment directly by the City through use of a City credit card or any 
other means of purchasing. 

 

 
1.10.8. Meals 

 
1.10.8.1. If a credit card is unavailable, reimbursement for meals will be on a 
per diem basis according to the Federal Per Diem Rates at www.gsa.gov. If 
meals are included in the conference fee they are excluded from reimbursement.  
Any expenses in excess of the daily amount established by the Federal Per Diem 
Rate based upon the location of travel must be approved by the Department 
Head  and the City Manager.  In cases where the employee exceeds the per 
diem amount with a City credit card, the employee will be issued a warning and 
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notified of the amount of reimbursement required and they will be required to 
issue a check for the amount payable to Visa.   
 
1.10.8.2. Meals that are part of an approved seminar, training session, or 
organization meeting held in the area will be reimbursed for the actual amount 
with receipts required.  The reimbursement of meals will be at actual cost when 
receipts accompany the Expense Reimbursement Requests/Verification Form. 

 
1.10.9. Airfare, Bus, Rail Transportation, Private or City-Owned Vehicles & 

Rentals 
 

1.10.9.1. Travel may be accomplished by plane, train, bus, private or City-
owned vehicles, rented car, or taxi, whichever method serves the requirements 
of the City most economically and advantageously.  When an airport is within 
seventy (70) miles of the employee’s official domicile or residence, and 
transportation to and from the airport is provided by a family member or friend, 
the employee may be reimbursed for automobile mileage for up to two (2) round 
trips.  The routing of each trip for mileage computation shall be by the most 
common traveled route unless unusual circumstances warrant other less direct 
routes.  Reimbursements for mileage shall be calculated from the shorter of 
either the distance from the employees home or City Hall. Individuals on City 
business shall use competitive pricing for airfare, bus or rail transportation, and 
rentals.   
 
1.10.9.2. Air travel should be paid directly by the City and not charged on a 
personal credit card.  This practice should be followed to avoid financial gain by 
the employee through use of their position relative to frequent flier miles or 
other incentives offered by an employee’s personal credit card. 

 
1.10.10. Automobile Rental – Rental cars can only be used when taxis, buses or 

limousine services are impractical or for emergency transportation.  The reason 
for using rental cars should accompany expense forms.  Receipt is required.  The 
City can make reservations and some discounts are available.  The reservations 
should be awarded to the lowest priced rental company after having received 
pricing from three travel agencies and/or rental companies.  In the event of an 
emergency, the requirement for three separate quotes may be waived. 

 
1.10.11. Privately-Owned Automobile Mileage Reimbursement 

 
1.10.11.1. For travel in privately owned automobiles, mileage allowance shall 
be at a rate equal to the IRS standard expense allowance for mileage 
reimbursement when a city vehicle is not available for use. If an employee 
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chooses not to use a city car when one is available, they will be allowed the IRS 
mileage rate for medical purposes. 
 
1.10.11.2. Mileage figures listed on the Travel Voucher should be rounded to 
the nearest whole mile.  Other expenses such as toll charges for bridge and 
turnpike use and parking charges will be allowed.  When more than one (1) 
person travels in the same automobile, only the owner of the vehicle shall be 
allowed mileage.  Mileage reports must include information for when, where and 
what type City business was discussed. 
 
1.10.11.3. Under no circumstances will an employee be allowed to purchase 
gasoline using the City’s tax-exempt fuel account and place it in a private 
vehicle.  This activity is considered a misuse of public funds. 

 
1.10.12. Travel in City-Owned Automobiles 

 
1.10.12.1. Expenses for gasoline, oil, storage, washing, greasing and other 
necessary services will be allowable as long as proper receipts are attached to 
the expense form and City purchasing cards are used.  In the event an employee 
is required to incur an expense for authorized travel in a City-owned vehicle, the 
City shall reimburse that employee for 100% of the costs shown on the receipts 
submitted for reimbursement upon authorization by the respective Department 
Head. 
 
1.10.12.2. No official or employee shall be allowed hotel expenses while in the 
City of his/her official domicile. 

 
1.10.13. Travel Voucher Form – The Travel Voucher Form is used for travel pre-

approval and in situations where an official or employee wants a travels for city 
business. If a reimbursement of expenses is requested, the official or employee 
will submit the Travel Voucher and attach copies of all receipts for the period of 
travel within seven (7) days. If expenses are paid using a city credit card, a 
travel voucher form along with the receipts should be included with the credit 
card statement. 

 
1.10.14. Travel Advancement – The City will pay in advance the following costs: 

Please note: A travel packet including the Travel Voucher form, the 
meeting/conference program/itinerary, and a purchase order for the advanced 
costs listed below must be submitted to the Accounts Payable Department no 
later than 14 days prior to the event. 

 
1.10.14.1. Conference/Training Registration fees – Such payment will be 
made by city credit card or mailed directly to the organization, in order to take 
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advantage of early registration discounts. This will be done through a purchase 
order attached to the Travel Voucher Form. A copy of the registration form 
describing the specific event must be attached to the purchase order.  
 
1.10.14.2.   Airfare – Airfare is normally reserved on-line through the internet 
and paid with a City credit card after travel approval has been received. 
 
1.10.14.3.   Lodging – Officials and employees are to stay in moderately priced 
(see item 5) establishments. Lodging reservations can be held with the use of a 
City Credit Card. (See City Credit Card Policy). Upon receipt of an approved 
travel voucher form and supporting documents, a pre-authorization for a city 
credit card from the motel would will be completed ahead of time. This pre-
authorization form would allow use of a city credit card and the city official or 
employee would need to adhere to the City Credit Card Policy (See section 1.13). 
The lodging receipt is required to be kept and will be turned in with the travel 
voucher. 
 
1.10.14.4.   Meal allowance - An advance for the M&IE Allowance, which 
includes both meals and incidental expenses, will be permitted for meals not 
provided by the conference or training as indicated in section 2 1.10.3. above. A 
conference agenda shall be submitted with the advance travel reimbursement 
request showing what meals are provided and what meals are not. Only per 
diem rates as prescribed by the Federal Government for official travel will be 
provided for M&IE Allowance. Per diem rates by location are found at 
www.gsa.gov. 

 
1.10.15. Reimbursement for Non-Employee Expenses 

 
1.10.15.1. City employees and officials may be reimbursed for travel expenses 
incurred for other employees or non-employees provided the specific business 
reason necessary for doing so is indicated along with the names of those 
involved.  This is intended to be used for those common types of travel 
situations where it is normal and practical for one (1) individual to pay for an 
expense rather than be divided among all individuals.  Examples may be a 
restaurant bill or hotel charge for which a room was shared. 
 
1.10.15.2. Reimbursement for spouse expenses at an official business 
function requires a written justification pre-approved by the City Manager.  This 
reimbursement is limited to elected officials and department directors or those 
designated to represent them and must be for legitimate business reason where 
attendance of the spouse is required to represent the City.  City employees and 
officials may be reimbursed for expenses incurred by their spouses or other 
members of their families only as provided for concerning transportation to and 

http://www.gsa.gov/
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from the airport, andairport and representing the City at an official business 
function. The employee shall pay the difference of any costs between the 
amount for the employee’s attendance and the amount for family to attend (e.g. 
such as an upgrade to a larger room or suite to accommodate more guests).  
The City shall reimburse or pay for the cost of a single occupancy room rate.    

 
 

1.10.16. Telephone – Telephone, telegraph, cellular service expenses shall be 
allowed only when necessary for the transaction of official business.  Copies of 
billing statements must be attached to the Expense Reimbursement 
Request/Verification Form. 

 
1.10.17. Association Officer Expenses – Occasionally, members of associations 

are invited to serve in an official capacity in the association.  This type of 
undertaking requires the expenditure of time and money, but often the 
membership will reflect favorably on the City.  The City encourages this practice 
by reimbursing them for reasonable expenses incurred for travel, lodging, and 
meals as set forth herein.  At the same time, the City employee has the 
opportunity to gain peer recognition and, thus to enhance his or her 
development. 

 
1.10.18. Out of State Travel – All out of state travel, with the exception of 

Idaho, must be approved by the City Manager.  All other rules apply. 
 

1.10.19. Unusual Travel Expense 
 

1.10.19.1. The City Manager may approve unusual travel expenses not 
covered by this policy or modify procedures for the payment of travel expenses.  
The need for reimbursement of unusual travel expenses shall be made in writing 
to the City Manager with a copy to the Accounts Payable Clerk. 
 
1.10.19.2. The City will not reimburse for items purchased as souvenirs (i.e. 
pens, pencils, shirts, ball caps, and mugs). 
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1.11  Telephone and Cellular Phone  
 

1.11.1. Purpose: The purpose of this policy is to establish usage guidelines for 
telephone calls made within City Hall, from cellular phones provided to 
employees to conduct City business, and 800 number calls billed to the City.  
This policy is applicable to all City of Ontario employees, the Mayor and City 
Council. 

 
1.11.2. Call Placement 

 
1.11.2.1. City employees and officials should limit long-distance calls to 
those associated with performance of duties associated with their position. 
 
1.11.2.2. Personal telephone calls should be minimal and should not 
interrupt business with customersplaced during personal breaks only.  In the 
event an employee has an emergency need to utilize a City cell phone to make 
personal calls that result in additional charges to the City, their immediate 
supervisor must be notified and the City shall be reimbursed for all personal 
telephone tolls incurred. 

 
1.11.3. Cellular Phone Usage 

 
1.11.3.1. Cellular phone billings are set up with a basic monthly fee.  This 
fee includes unlimited off peakoff-peak telephone use within the carrier’s calling 
area.  Any long distancelong-distance calls made to or from the local area incur 
the normal long distancelong-distance charge from the long distance carrier and 
any other charges that are applicable.  Calls made outside the calling area are 
also charged roamer fees by the mobile system.  The equipment is provided to 
the employee for job-related duties and should be primarly limited to job-related 
telephone calls. A deminimus use of a city cell phone to contact family when 
travelling out of town is allowed.  
 
1.11.3.2. Those individuals who have been provided cellular phones must 
maintain a separate telephone log for calls placed from the cellular phone for 
accountability purposes.  Vendor cell phone bills will listing each individual call 
will satisfy the requirement of a log. 
 
1.11.3.3. In any situation in which abuse is found, disciplinary action may be 
taken as prescribed in the Employee Manual and cellular phone privileges may 
be revoked by the Department Head or City Manager. 
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1.12  Moving Expenses  
 

1.12.1. Purpose: The purpose of this policy is to establish the guidelines for payment of 
moving expenses.  This policy is applicable to all City Executive Staff. 

 
1.12.2. Situation - The City of Ontario hires individuals for Management vacancies 

based upon qualifications, not geographic location.  It is possible the new 
employee will be required to relocate to the area in order to perform his/her 
duties.  This move will directly benefit the City and, as such, the City should 
incur the cost.  The City may reimburse a new management employee, with the 
approval of the City Manager, up to $2,500 of valid moving costs on a 
reimbursement basis. The City Council at its discretion may choose to reimburse 
higher moving expenses. 

 
1.12.3. Early Separation following Moving Expense Reimbursement – If an 

employee chooses to separate service from the City prior to one year of service, 
the employee will reimburse the City 75% of said payment for moving expenses 
reimbursed, which amount may be deducted from the employee’s final pay 
check. 
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1.13  City Issued Credit Cards  
 

1.13.1. Purpose: The purpose of the credit card is principally to facilitate the acquisition 
of goods and services for the City where the vendor requires such use. Credit 
card purchases are intended to be small in scope, of a “non-capital” nature and 
are intended to complement existing purchasing processes.  The card is not to 
circumvent the internal control procedures or to replace the Purchase Order (PO) 
process.  The card is only used when a purchase order cannot be used or when 
there is a savings to the City. A purchase order must be generated for the credit 
card purchase along with the proper approvals.  CARDHOLDERS MUST COMPLY 
WITH ALL CITY PURCHASING POLICIES AND PROCEDURES.  All purchasing of 
budgeted capital items must have the proper approval of the appropriate 
Department Director or City Manager. 

1.13.2.  Cardholder Limits  

1.13.2.1. Only City employees may be Cardholders in accordance with this 
policy. 

1.13.2.2. A maximum dollar amount for each single purchase and a total for 
all purchases made with the credit card within a given monthly billing cycle has 
been provided to each Cardholder. The employee is responsible for the overage 
if the limit is exceeded. 
 

1.13.3. Use of Credit Card  

1.13.3.1 The credit card is to be used for authorized City purchases only. 

1.13.3.2. No person other than the Cardholder is authorized to use the card 
unless prior written authorization is obtained from the Department Head. 

1.13.3.3. Questions regarding credit card accounts and procedures should 
be directed to the Finance Director. 

1.13.3.4. The credit card may be used at any business establishment, which 
accepts credit cards for payment. 

1.13.3.5. Cardholder should exhaust all other methods of procurement 
before using the credit card (i.e., purchase orders or invoicing). 

1.13.3.6. The Cardholder must be able to justify that the use of the credit 
card was necessary and was for an official city business purpose. 

1.13.3.7. Cardholder shall take all necessary precautions to keep the card 
and card number in secure location. 
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1.13.3.8. Cardholder’s department is responsible for all charges incurred on 
the credit card including any annual service fees and finance charges. 
 
1.13.3.9. Copies of all necessary forms are enclosed within this section of 
the Financial Operations Guide. 
 

1.13.4. Telephone, Internet, and Facsimile Orders  

1.13.4.1. When placing a telephone/Internet/facsimile order, confirm that 
the vendor agrees to charge the card when shipment is made and not sooner. 
The receipt charge date should coincide with the shipping date. 

1.13.4.2. All telephone/Internet/facsimile orders must be recorded on the 
“Record of Credit Card Use” form when the transaction occurs. 

1.13.4.3. Request that the vendor send, via facsimile or e-mail, a copy of 
the invoice marked “Paid by credit card”. The original invoice is still necessary 
by the Finance Department for reconciliation purposes. 

1.13.4.4. NO bBackorders are not allowed without approval by the City 
Manager. 

 
1.13.5. Documentation  

1.13.5.1. Documentation must be retained as a proof of purchase any time 
a purchase is made using the card. These documents are to be used to verify 
the purchases on the Monthly Statement of Account. 

1.13.5.2. All purchases are to be recorded on “Record of Credit Card Use” 
form. This form must be maintained as charges occur. 

1.13.5.3. If, for any reason, the Cardholder does not have documentation 
for a transaction, the Cardholder must attach a “Statement of Missing 
Documentation” form, which provides a description of the item, vendor’s name, 
reason for missing documentation, and the action that will be taken to insure 
proper documentation in the future. In addition, the Cardholder and the City 
Manager’s signature are required on the form. 

1.13.5.4. If receipts are related to travel, it is the Cardholder’s responsibility 
to photocopy the receipts to attach to their “Travel Requisition” form. The 
original must be forwarded to the Finance Department for reconciliation with 
Monthly Statement of Account. 

1.13.6. Card Restrictions  
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1.13.6.1. The following uses of a Credit Card are prohibited: 
 

1.13.6.1.1. Cash advances. 

1.13.6.1.2. Personal purchases. A Cardholder may not charge any 
personal items on the City credit card. 

1.13.6.1.3. Gasoline purchases or vehicle repairs unless outside the 
service area and/or in an emergency. Documentation will 
be required. 

1.13.6.1.4. Alcoholic beverage purchases. 

1.13.6.2. Per Diem. Per Diem requests shall be processed through Accounts 
Payable prior to travel.  

1.13.6.3. Cardholders shall also comply with any applicable departmental 
restrictions on usage. 

1.13.6.4. A Cardholder may not violate any established procurement 
requirements, where it pertains to obtaining quotes, when using the City credit 
card. 

1.13.7. Reconciliation and Payment 

1.13.7.1. At the close of each billing cycle (month), a copy of your 
“Record of Credit Card Use” form is due to the Finance Division Department on 
the 15th of each month. 

1.13.7.2. Attach any additional documentation necessary, complete all forms 
fully and assure that all necessary signatures have been obtained. 

1.13.7.3. This form will be reconciled with both the receipts and the “Monthly 
Statement of Account” by the Finance Department Division.. 

1.13.7.4. If unable to submit the required documentation by the due date, 
please contact the Finance Division Department as soon as possible. 

1.13.7.5. Payment will be made promptly and before the due date to avoid 
any service or finance charges. 

1.13.7.6. Any department not responding promptly to the request for 
information from the Finance Division Department or in any way delaying the 
timely monthly payment of the credit card account will be assessed the finance 
charges imposed by the issuing financial institution. 
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1.13.8. Lost or Stolen Cards – Should any Cardholder lose, suspect of having lost, or 
have their credit card stolen, it is their responsibility to immediately notify the 
Card Issuer and the Finance Division Department of the loss. The following 
steps must be taken to report the loss: 

1.13.8.1. Report the loss immediately to the Credit Card Issuer at _______. 
They can be reached 24 hours a day, seven day a week. 

1.13.8.2. Notify the Finance Division Department immediately upon 
discovering that the card is missing. 

1.13.9. Termination / Resigning Employees  

1.13.9.1. All efforts will be made by the Finance Division Department to 
obtain the credit card, any receipts, “Record of Credit Card Use” forms and 
other related forms when a Cardholder employee is terminated or resigns. 

1.13.9.2. If the credit card cannot be collected, the Department Head or 
City Manager, as may be appropriate, will immediately insure the card is 
canceled. 

1.13.10. Policy Violations – Failure to follow this policy may result in loss of 
Cardholder privileges and may result in disciplinary action, including termination 
of employment as well as civil and/or criminal charges. 

(Revised 09-16-2013, Resolution # 2013-130) 
 

Please reference the Credit Card Usage Authorization Form in Section 5 of this 
manual. 
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1.14  Credit Collections  
 

1.14.1. Purpose: The purpose of this policy is to outline the applicable fees for checks 
returned from the bank on accounts with insufficient funds.  This policy applies 
to Cash Collections by City of Ontario. 

 
1.14.2. When the City receives a check for goods or services, it is deposited into the 

City’s bank account.  Upon a check being returned from the bank due to 
insufficient funds, the party will be notified and informed to pay their balance 
and applicable fee(s).  The following fee schedule will be followed: 

 
1.14.2.1. $10.00 – Pparty notified City of returned check prior to bank 
notifying City and paid balance due with cash, cashier’s check or money order 
 
1.14.2.2. $25.00 – party Party notified, failed to pay balance due timely.  In 
the case of utility accounts, the returned check payment will be reversed and the 
fee charged directly to the customer’s account.  When the returned check is 
determined to be other than a utility payment, the department for which the 
check payment was posted will be notified, the payment reversed, and an 
invoice will be generated and submitted to the customer.  Unpaid invoices will be 
turned over for collection after 30 days. 

 
1.14.3. If the check in question concerns a service in process, it is the responsibility of 

the department to stop City services until the debt plus any required fees have 
been paid. 

 



City of Ontario, Oregon 
Financial Policies 

 

48  
  

 
 
 
 
 

 
 
 

 
 

 
Section 2 – Financial Management and Internal Controls 
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Introduction 
 
This section has been developed to provide City staff involved with department financial 
systems and/or budget preparation with a conceptual framework of some of the basic 
concepts and processes that arestaff involved with department financial systems and/or 
budget preparation with a conceptual framework of some of the basic concepts and processes 
that is involved with financial management and control.  This section is intended to give a 
brief description of the “universe” in which the budget process “lives”. 



City of Ontario, Oregon 
Financial Policies 

 

50  
  

 
2.1  Fund Accounting Theory Theory 
 

2.1.1. Purpose: This section explains the basic concept of fund accounting.  It also 
describes the six types of funds that exist in Ontario City government. 

 
2.1.2. Fund Accounting: 

 
2.1.2.1. Unlike most private enterprises, the City provides many services 
which, were they not provided by a government agency, would be considered 
monopolistic.  Therefore, many of the free market economic controls, such as 
price, no longer ensure that services are provided in the most effective and 
efficient manner possible.  Also, unlike most private enterprises, governments 
have the ability to raise revenues through taxes rather than through the 
exchange of goods or services.  Taxes are not usually applied strictly on the 
basis of the services received in exchange. 
 
2.1.2.2. These two basic differences between private enterprise and 
governments have led citizens (taxpayers) and other groups with particular 
interests in government to see “non-market-place” means of controlling the 
expenditures of government.  Legal and political constraints have been instituted 
which require governments to expend monies in certain restricted ways.  Certain 
resources, such as some Federal grants, are legally available only if they are 
used for specific programs, e.g., the Community Development Block Grant 
program.  The City is required to refund these resources if they have not been 
used within the specific conditions established by law or the grant agreement. 
 
2.1.2.3. In order to account for these resources and the related 
expenditures, an accounting theory based on a measurement unit called a fund 
was developed.  Instead of putting all the City’s resources together in one set of 
accounts and then trying to figure out what was related to what, the City’s 
resources are accounted for in separate sub-entities called funds. 
 
2.1.2.4. Each fund is a self-balancing set of accounts, which records all the 
activity concerning the assets, liabilities, equity, revenues, and expenditures 
needed to carry on a specific activity.  The separation of the City’s activities into 
funds allows the City to maintain the appropriate (required) controls over 
expenditures for each activity and to report on specific activities to interested 
citizens. 
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2.2  Fund Types:     
 

2.2.1. Purpose: All funds are classified into six (6) fund types.  These fund types, and 
the purpose of each: 

 
2.2.2. General Fund – sTo account for the administrative, police and fire protection, 

cemetery, parks, recreation, facilities, community development and technology 
functions of the City.  Principal sources of revenue consistsconsist of property 
taxes, franchise and occupancy taxes, licenses and permits, grants, interest 
earnings, and operating transfers from other funds.  Major expenditures are for 
personal services, materials and supplies, capital outlay and transfers to other 
funds. 

 
Included: 001  General Fund 
 
 

2.2.3. Special Revenue Funds – To account for the proceeds of specific revenue 
sources that are legally restricted to expenditures with specified purposes. The 
City has multiple special revenue funds. 

 
Included: 010 - Grant Fund 
  015 - Library Fund 
  020 - 9-1-1 Fund 
  045 - Street Fund 
  055 - Reserve Fund (115-Bike Path, 140-PW Reserve) 
  060 - Revolving Loan Fund 
 
  

2.2.4. Capital Projects Fund – To account for resources designated to acquire and 
construct capital facilities primarily related to infrastructure, except for minor 
acquisitions financed from regular operating funds. 

 
Included: 030 - Capital Projects Fund 
 

2.2.5. Debt Service Fund – To account for the accumulation of resources for, and the 
payment of, general long-term debt principal and interest. 

 
Included: 035 - Debt Service Fund 
 

2.2.6. Enterprise Funds – To account for operations (a) that are financed and 
operated in a manner similar to private business enterprises, where the intent of 
the governing body is that the costs (expenses including depreciation) of 



City of Ontario, Oregon 
Financial Policies 

 

52  
  

providing goods or services to the general public on a continuing basis be 
financed or recovered primarily through user determination of revenues earned,  
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2.2.7.2.2.6. expenses incurred, and/or net income as appropriate for capital 
maintenance, public policy, management control, accountability, or other 
purposes. 

 
Included: 005 - Golf Fund 
  025 - Public Works Fund 
 

2.2.7.  Fiduciary Funds – To account for resources received and held by the City in a 
fiduciary capacity.  Disbursements from these funds are made in accordance 
with the trust or other agreements or conditions of the trust for the particular 
source of funds. 

 
Included: 050 - Trust Funds (095-Cemetery Perp, 100-Chamber of Commerce,  
   105-Turnbull (Library), & 110 Visitor’s & Conventions Bureau) 
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2.3 Chart of Accounts 
 

2.3.1. Purpose: This section explains a fundamental component of the City’s financial 
system, the Chart of Accounts. 

 
2.3.2. Definition – To make it possible to summarize financial information to the 

General Ledger, a coding system has been developed that identifies all of the 
City’s financial activity. 

 
2.3.3. The coding system establishes a General Ledger account number, which may be 

up to 12 digits long.  This coding system and the resulting numeric combinations 
are referred to as the City’s Chart of Accounts 

 
2.3.4. Account Code Structure – In General ledger terminology, the 12-digit account 

code is called the Accounting Control Key, or ACK for short.  The ACK is broken 
up into 3 parts, called Segments.  An example of an ACK showing the 3 
individual segments: 

 
001-004-614900 General Fund (001) – Administrative Overhead 

Department (004) – Office Supplies (614900) 
 

2.3.5. Each Segment of the ACK has been assigned a name, number, length, and value 
range, as illustrated on the following chart. 

 
Segment Name Length Segment Value 
Fund 3-characters 001-125060 

 
Department 3-characters 002-17045 

 
Account 6-characters 10010050-899000 

 
 

2.3.6. The following describes the significance of the individual ACK segments. 
 

2.3.6.1. Fund – All financial activity in the City must be recorded in a Fund 
(FFF xxx xxxxxx). The City maintains approximately twelvetwenty (1220) self-
balancing funds on either a modified accrual or full accrual basis of accounting, 
depending on whether the fund is a Governmental, Proprietary, or Fiduciary. 

 
2.3.6.1.1. Examples of Governmental fund typess are: 

2.3.6.1.1.1 General Funds 
2.3.6.1.1.2 Special Revenue Funds 
2.3.6.1.1.3 Debt Service Funds 
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2.3.6.1.1.4 Capital Projects Funds 
 

2.3.6.2. Examples of Proprietary fund typess are: 
2.3.6.2.1. Enterprise Funds 

 
2.3.6.3. Examples of Fiduciary fund typess are: 

2.3.6.3.1. Agency Funds 
 

2.3.7. Fund codes are created by the Finance Director. 
 

2.3.7.1. Department – The Segment of the ACK that represents the 
department/division that has budget responsibility for an expenditure (xxx DDD 
xxxxxx).  Balance Sheet accountsAssets, liabilities, and revenues use 000.  
Department codes are created by the Finance Director. 

 
2.3.8. Account – All financial activity in the City must be recorded to an Account Code 

(xxx xxx AAAAAA).  The first digit of the account identifies the account group: 
 

2.3.8.1 1xxxxx Series Asset and Deferred Outflow  Accounts 
 
2.3.8.2. 2xxxxx Series Liability and Deferred Inflow Accounts 
 
2.3.8.3. 3xxxxx Series Fund Balance (Equity/Retained Earnings) 

Accounts 
 
2.3.8.4. 4xxxxx Series Revenue Accounts 
 
2.3.8.5. 5xxxxx Payroll Related Expenditure Accounts 
 
2.3.8.6. 6xxxxx Material/Supply Expenditure Accounts 
 
2.3.8.7. 7xxxxx Capital Outlay Expenditure Accounts 
 
2.3.8.8. 800000-819999 Debt Service Expenditure Accounts 
 
2.3.8.9. 822000-849999 Transfer Expenditure Accounts 
 
2.3.8.10. 870000-879999 Operating Contingency Accounts 
 
2.3.8.11. 9xxxxx Unappropriated Ending Balance 
 

2.3.9 Account coding is created by the Finance Director. 
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2.4 Basis of Accounting/Budget Reporting 
 

2.4.1. Purpose: This section describes two financial concepts that drive the way in 
which the City’s finances are maintained and reported:  “: “Basis of Accounting” 
and “Budget vs. GAAP Reporting”. 

 
2.4.2. Basis of Accounting – Cash vs. Accrual: The term “basis of accounting” 

refers to when revenues, expenses, expenditures  -expenditures - and the 
related assets and liabilities – are recognized in the accounts and reported in the 
financial statements.  Specifically, it relates to the timing of the measurements 
made.  The following are the bases of accounting used by the City: 

 
2.4.2.1. Cash Basis – Transactions are recognized only when cash is 
received or disbursed. 
 
2.4.2.2. Accrual Basis – Transactions are recognized when the economic 
event occurs, regardless of whether or not cash is received or paid. 
 
2.4.2.3. Modified Accrual Basis – Expenditure transactions are 
recognized when incurred.  Revenues are recognized when they are both 
measurable and available to finance the expenditures of the current period. 

 
2.4.3. Governmental funds, including general, special revenue, debt service, and capital 

projects, use the modified accrual basis of accounting.  For a revenue to be 
recognized in a governmental fund, it must be “measurable” (the amount must 
be known or be reasonably estimated), and it must be “available” to finance the 
expenditures of the same fiscal period for which the revenue is recorded.  
“Available,” in this case, means collectible in the current period or soon enough 
thereafter to be used to pay liabilities of the current period.  For purposes of 
consistency, that time-frame shall be sixty (60) days which was set for purposes 
of pProperty tax revenues and within a year for grants and other revenues. 

 
2.4.4. Proprietary funds, which encompass the enterprise funds, use the accrual basis 

of accounting.  These funds have an income measurement/capital maintenance 
focus.  The accrual basis of accounting is used by private enterprises as well. 
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2.4.5. Reporting Focus – Budget vs. GAAPFinancial Reporting - This concept is 
used at the City of Ontario to refer to the way transactions are recorded and 
reported for compliance with Oregon Budget Law as opposed to financial 
statement presentation in conformance with Generally Accepted Accounting 
Principles.  The City’s monthly statement of revenues and expenditures are 
reported during the fiscal year on what is informally called a “budget basis.”  The 
City’s transactions are recorded throughout the year in accordance with the 
financial statement requirements as set forth within ORS.  By recording the 
transactions in general compliance with this law, the revenues and expenditures 
can be more easily monitored on a monthly basis to ensure compliance with the 
legal requirements as set forth within the Oregon Revised Statutes. 

 
At the end of the fiscal year, adjustments are made to present the financial information 

in a format that is comparable to that used by other local government units 
around the country.  The standards for this reporting are referred to as 
“generally accepted accounting principles” (or GAAP basis).  The adjustments to 
convert the City’s financial records from “budget basis” to “GAAP basis” are 
made to ensure that the City’s financial statements are fairly and consistently 
presented in conformance with GAAP. 

 
The city implementsThe Governmental Accounting Standards Council Board (GASB) 

Statements as required.  
has established a new reporting model for state and local governments in GASB Statement 
No. 34.  The City of Ontario plans to fully implement this model by the fiscal year ending 
2004. 
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2.55  General Ledger 
 

2.5.1. Purpose – This section describes the City’s General Ledger system and the 
ways in which a City employee can access information contained in this system 

 
2.5.1.1. The General ledger accounts for the financial activity of the City by 
fund and department.  All entry and posting generated through cash receipts 
system, aAccounts receivable, payroll and accounts payable during any given 
month is recorded in the general ledger transaction file.  Any adjustments that 
need to be made to the general ledger, i.e. interest earned, reclassifications, and 
other miscellaneous items are done through manual journal entries.  At the end 
of the month a tentative financial statement is printed and reviewed for any 
adjustments that are needed before final closing.  Each department head is 
given a copy of the financial statement pertaining to his/her department in order 
to monitor the financial activity and budget of that department. 

 
2.5.1.2. After the annual audit is completed and all adjusting entries are 
entered and posted, then the fiscal year is closed.  Seven years of closed 
information may be accessed electronically.  In addition, all years may be 
accessed on a hard copy maintained in storage.Documentation will be retained 
according to record retention regulations. 
 
2.5.1.3. Accessing the General Ledger System – Authorized employees may 
access account activity electronically.  The finance department A finance 
employee may be contacted for assistance or additional informationfor the 
information to be printed. 
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2.66  Appropriation and Appropriation Control 
 

2.6.1. Purpose: This section defines the legal and administrative appropriation control, 
outlines the legal authority to expend City resources, and describes the types of 
adjustments and processes required to formulate these adjustments. 

 
2.6.2. Budget Resolution – The basic and initial authority to expend funds is the 

Budget Resolution passed by the City Council.  This Budget Resolution was 
based on Budget Committee recommendations following submissions from the 
Finance Director and City Manager. 

 
2.6.2.1. The Budget Resolution sets out the budget for the ensuing fiscal 
year by fund and department.  Department heads, in conjunction with the 
Finance Director, are responsible for their individual appropriations.  The Finance 
Director facilitates Special Revenue Funds, Capital Improvement Funds, the Debt 
Service Fund, Agency Funds and Other Financing Sources and Uses. 

 
2.6.3. Legal Appropriation Control – The Budget Resolution for the current fiscal 

year is at the fund/department level.  For example, within the General Fund 
budget there are specific appropriations for each department.  The amount 
appropriated to a specific department’s line items may change as a result of 
subsequent resolutions or ordinances (amended budgets).  The current 
appropriation as adjusted by resolution or ordinance will appear on the Monthly 
Revenue and Expense Reports.  Department spending must be held within the 
legally appropriated amount within each fund. 

 
2.6.4. Appropriation Transfer Policy 

 
2.6.4.1. Request for Appropriation Transfer – All appropriation transfers for 
the operating and capital budgets must be requested on a Budget Amendment 
Request Form (BARF).through the finance director. 
 
2.6.4.2. The BARF should receive the requesting Department Head’s 
authorization, the Finance Director, and City Manager’s approval.The finance 
director then will prepare a budget resolution for City Council approval. The 
resolution will be approved by the city manager and city recorder prior to 
submission to council. 

 
2.6.5. The Finance Director will assist the Department Head in preparing the 

necessary 
 budget resolution following approval of the BARFs. 
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Agenda Reports and presentation will be the responsibility of the initiating 
Department Head. 

Adjustments to Budget After Approval Ordinance 
 

2.6.5.1. 2.6.5.1. Budget Resolution Purpose – A Budget Resolution to 
amend the budget is required to process an increase or decrease to an 
appropriation or to recognize unanticipated revenue.  Interdepartmental 
appropriation transfers are also processed in a Budget Resolution. 
Typical Amended Budget items include: 

 
2.6.5.1.1. Unanticipated grants received for specific programs 

or services; 

2.6.5.1.2. Transfer of existing appropriations from operating to 
capital projects; 

2.6.5.1.3. Beginning Working Capital and other adjustments 
from the previous fiscal year as a result of the 
previous year’s audit; 

2.6.5.1.4. Unanticipated increases in appropriations or revenues 
to a fund. 

2.6.5.2. Approval Process 
 

2.6.5.2.1. Departments must submit a budget amendment 
request to the Finance Director prior to a designated 
deadline.  The review process will begin one week 
prior to the report deadline set by the City Recorder. 

 
2.6.5.2.2. All requests will be reviewed by the City Manager and 

Finance Director prior to submittal to the City Council. 
 
2.6.5.2.3. In the event the amount of the proposed change 

requires that a Supplemental Budget be adopted, the 
Finance Director will ensure that all State regulations 
are followed.  Supplemental Budgets exceeding 
1510% of the fund balance will require a advertising 
a public hearing before the full Budget Committee 
prior to submittal to the adoption by the City Council. 
for adoption. 

 
2.6.5.2.4. All Budget Resolution items are reviewed and 

approved by the City Council. 
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2.6.5.2.5. Appropriation amendments are reflected on revenue 

and expense reports for the month in which the City 
Council approved the action. 
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2.3 2.7  Appropriation (General Ledger) Reports 
 

2.7.1.  Purpose: This section outlines the reporting mechanism for monitoring the 
fiscal status of the approved budget. 

 
2.7.2. Financial Statement – After the month ends, a Financial Statement is 

generated which summarizes each revenue and expenditure account detailing 
budgeted amount, total collected or spent for the month and year-to-date, 
current year encumbrances and the percentage of total to budgeted dollars.  
Each department/division head receives a Financial Statement for that 
department’s activity, which serves as a tool for monitoring the department’s 
budget.  The MayorCity Council, City Manager, and Finance Director also review 
the monthly Financial Statement for unusual activity.  At any time during the 
month, an up-to-date Financial Statement may be generated upon request. 
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2.8  Financial Monitoring System 
 

2.8.1. Purpose: This section outlines the general financial monitoring responsibilities 
of principal City entities involved in the management and use of the City’s 
resources. 

 
2.8.2. City Manager - The City Manager is ultimately responsible for the 

implementation and management of the budget and for the proper use and 
preservation/protection of the City’s assets. 

 
2.8.3. Finance Department, Finance Director - The Finance Director is charged 

with the primary responsibility for monitoring the fiscal and program 
implementation of the approved budget.  The Finance Director will report 
monthly to the City Manager on various aspects of budget implementation and 
management.  In addition, the Finance Department will work closely with other 
departments to apprise them of their financial status and of any potential issues 
that may affect their budgets.  The Finance Department may review fiscal issues 
affecting any part of the City organization.  This activity supports the monitoring 
role and focuses on the protection of City assets and the legal, efficient, and 
effective use of City resources. 

 
2.8.4. Departments - Departments are responsible for monitoring and managing their 

resources to ensure that the legal and administrative appropriation to the 
department is not overspent and that all expenditures and uses of City resources 
are in conformity with City, State, and Federal ordinances, statutes, policies, and 
regulations. 

 
2.8.5. Legal Appropriation – Each department is responsible for ensuring that 

expenditures do not exceed the legal appropriation level for their department 
within each fund.  The legal appropriation level for operating requirements is at 
the fund/department level.  The legal appropriation for capital requirements is at 
the fund level.  Each department is responsible for ensuring that expenditures do 
not exceed their department’s portion of capital appropriation within the fund. 

 
2.8.6. Revenues - Departments are responsible for monitoring revenues that are 

collected as a result of programs administered by their departments.  If a 
significant change in the estimate for the current or future fiscal years results, 
the department must contact the Finance Director to advise of the change. 
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1.  
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2.99  Grant Management System 
 

2.9.1. Purpose: This section provides direction to departments for using City financial 
systems for effective grant management. 

 
2.9.2. Preliminary Internal Review 

 
2.9.2.1. Application for a new grant includes a preliminary review by the 
Finance Director and City Manager.  The initiating department will request and 
coordinate input by submitting a memo to the City Manager and Finance Director 
specifying the following: 

 
2.9.2.1.1. The granting agency and catalog of Federal Domestic 

Assistance identifying number; 

2.9.2.1.2. The amount and purpose of the grant; 

2.9.2.1.3. The amount of City match required, including any 
related City expenses which would not be covered by 
the grant; 

2.9.2.1.4. The funding source for TOTAL City share (both the 
match and the ineligible expenses); 

2.9.2.1.5. Indication of whether the funding source is from the 
department’s exiting appropriation or whether a 
supplemental appropriation will be necessary; 

2.9.2.1.6. The Fiscal year in which the grant is anticipated to be 
received; 

2.9.2.1.7. Any insurance risks or requirements to be considered; 

2.9.2.1.8. An estimate of the total program/project cost, 
including any ongoing impact on operations; and 

2.9.2.1.9. Any other government agencies involved in the grant. 

 
2.9.2.2. The information will be reviewed and concerns or questions will be 
communicated to the initiating department within five working days.  If the 
decision is favorable, the department may proceed with the grant application.  
The information submitted will become a permanent part of the grant file.  If the 
Finance Director identifies issues, the department may be asked for more 
information to support the request. 
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2.9.3. Acceptance Process 

 
2.9.3.1. Upon notice of grant award, the grantee department submits the 
contract to the City Manager’s Office for signature and Council action based on 
the dollar amount (if required).  The Department Head shall not be authorized to 
enter into grant contracts on the City’s behalf. 
 
2.9.3.2. If Council action is required, the grantee department prepares a 
grant resolution and submits it and the contract to the City Manager’s office. 
 
2.9.3.3. Grantee department sends copies to interested parties and all 
original documentation to Finance. 
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2.9.4. Budget Process 

 
2.9.4.1. Request new grant, activity and revenue codes from Finance.  
These codes will be used to track grant revenues, expenditures, and City match. 
 
2.9.4.2. There are two options for budgeting grants: 

 
2.9.4.2.1. Budget only the amount of the grant and match 

expected to be spent in the current fiscal year, or 

2.9.4.2.2. Budget and encumber the entire amount of the grant 
and the match, regardless of the amount you intend 
to spend during the current year.  At the end of the 
fiscal year, the actual expenditure will be reconciled 
with the budgeted amount.  Any remaining 
encumbrance will be carried forward to the new fiscal 
year. 

 
2.9.5. Record Management Process – A complete set of records will be maintained 

in accordance with the Records Retention Policy of the City of Ontario and all 
applicable state and federal laws. 

 
2.9.6. Purchasing Process – Within the City of Ontario, the Finance Department has 

been given authority and responsibility for purchasing activity oversight.  
Detailed policy guidance is provided in the Finance Policies and Procedures 
Manual Section 1.8.  The key provisions for ensuring compliance with Federal 
and State grant requirements are summarized below: 

 
2.9.6.1. Make maximum, most economical use of available resources. 
 
2.9.6.2. Provided maximum open and free competition in all purchasing 
transactions. 
 
2.9.6.3. Conduct purchasing procedures in accordance with the pPurchasing 
procedures Ordinance of the City of Ontario. 
 
2.9.6.4. Use purchasing methods, which meet Federal and State 
requirements. 
 
2.9.6.5. Conduct analysis of decisions to determine appropriateness of 
contract pricing or contract costs. 

 
2.9.6.6. Provide documentation to substantiate compliance with 
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requirements (a) through (e). 
 

2.9.7. Accounting Process 
 

2.9.7.1. The City of Ontario general ledger system constitutes the official 
database for grant financial reporting. 

2.9.7.2. The grantee department is responsible for providing staffing 
resources to create the original supporting documentation for grant expenditures 
and to verify that these are correctly recorded in the City’s accounting system 
(e.g., time sheets, accounts payable). 
 
2.9.7.3. The Finance Department is responsible for maintaining the 
purchasing, payroll, accounts payable, accounts receivable, cash receipts system 
according to grantor standards. 

 
2.9.8. Cash Management Process 

 
2.9.8.1. Programs funded with grant revenues are not to rely on general 
City cash resources to meet cash flow shortfalls.  Grant draw downs are to be 
requested from the grantor agency as soon and as often as practical. 

 
2.9.8.2. The finance department may prepare or provide review for 
requests for grant draw downs on the grantor’s forms according to the decided 
upon schedule. 

 
2.9.8.2.1. Federal grant payments are requested by letter of credit to be 

disbursed by Federal funds wire. 
 

2.9.8.2.2. Checks for State and local grants are made payable to the City of 
Ontario and mailed to the City of Ontario, 444 SW 4th Street, 
Ontario, Oregon 97914. 
 

2.9.8.2.3. Grant payments by Federal funds wire are directed to the 
contracted bank for credit to the City of Ontario’s general account. 

 
2.9.9. Program Compliance Process 

 
2.9.9.1. Successful grant management requires that the City be able to 
demonstrate that the service delivery and/or project requirements of the grant 
have been met. 

 
2.9.9.1.1. The grantee department is responsible for constantly 
monitoring performance to ensure that time schedules are being 
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met, projected work units by time periods are being accomplished, 
and other performance goals are being achieved. 

2.9.9.1.2. The Finance Department will provide technical 
support to consult with departments on program compliance 
issues. 

 
2.9.10. Audit Process 

 
2.9.10.1. The audit of a grant includes program compliance as well as 
financial compliance testing.  The grant may be audited annually or at the end of 
the project or program.  State and local grants have the potential to be are 
audited by the particular agency involved.  Federal grants are required to follow 
Uniform Guidance regulations.are audited under the Single Audit Act of 1984 and 
in Accordance with OMB Circular A-128. 
 
2.9.10.2. Finance will assess the audit requirements for the grant and 
develop the plans for the audit with cooperation from the grantee department. 

 
2.9.10.2.1. For Federal grants, fFinance will schedule an audit 

under Uniform Guidance Single Audit Act audit (if 
required) as part of the annual City comprehensive 
audit and keep the grantee department informed of 
the schedule. 

 
2.9.10.2.2. Finance will schedule all other audits with the 

granting agencies and keep the grantee department 
informed of the schedule. 

 
2.9.10.2.3. Finance and the grantee department are responsible 

for meeting auditor information needs for financial 
and compliance testing; in a timely manner. 
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2.1010  Internal Control Violations 
 

2.10.1. Purpose: This section provides direction to the Finance Department for 
methods in enforcing the City’s internal control policies.  Employee adherence to 
established internal control policies is essential in maintaining an adequate 
internal control system that can enlist confidence from the public over the use of 
public funds and be utilized for independent audit purposes.  

 
2.10.2. Violations – General Guidelines 

 
2.10.2.1. Occasionally it is necessary for the Finance Department 
management, together with departmental management staff, to resort to 
corrective action when other actions are inappropriate, or where a particular 
employee fails to respond to informal guidance.  In order tTo provide a fair 
method of correcting, and when necessary, disciplining employees, the City will 
use progressive warning and discipline procedures. 

 
2.10.2.2. A warning shall be initiated for any proper reason for violations of 
the City’s established internal control procedures.  Progressive warning for 
violations include: first, Verbal Counseling, next, Written Warning, and finally, a 
request to the City Manager that a Violation be placed in the employee’s 
personnel file. 

 
2.10.3. Appeal of Violation Actions 

 
2.10.3.1. Any regular employee who has received a written warning or 
violation shall have the right to appeal to the City Manager.  Notice of the appeal 
must be filed not later than ten (10) days of the effective date of the action.  
The Notice of appeal shall include at least the following information: (a) a 
statement of the complaint and the facts upon which it is based; (b) the 
remedial action requested; (c) a statement of the reasons why the remedial 
action is appropriate; (d) a statement of any policies, procedures or law or rules 
which have not been adhered to or which should be followed.  The appeal shall 
be heard by the City Manager within twenty (20) days after receipt of the 
request.  The City Manager shall furnish the department head concerned with a 
copy of the notice of appeal in advance of the hearing. 
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Section 3 - Budgeting 
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3.1  Introduction 
 

3.1.1. This section has been developed to provide City staff involved with budget 
preparation with a conceptual framework in which to prepare the Executive 
Budget Recommendation.  Whenever possible, specific policies, procedures, and 
parameters have been outlined to enable the user to operationally develop a 
particular aspect of the budget.  There may be instances when an unusual 
situation that might affect a department is not addressed in this manual; in that 
case, the department should contact the Finance Director for specific instructions 
to address the situation. 
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3.2  Budget Process Timeline 
 

3.2.1.  A budget calendar is prepared each year by the city manager and finance 
director and is approved by the City Council. This will give the general guidelines 
on the timing of the budget steps. 

 
3.2  Budget Process Timeline 
 
July  Prior Fiscal year-end financial evaluation begins 
 
August Year-end financial adjustments continue 
 
September Financial Audit by external firm begins  
 
October Prepare evaluation for Amended Budget for new Fiscal Year 

 
Financial Audit by external firm completed 

 
November Send out request forms to Department/Division Heads for new Fiscal Year 

Adjustments 
 

Receive Notice of Assessment Data from County Assessor – prepare preliminary 
tax base evaluation 
 

December Receive Mid-Year Adjustment Requests 
 

City Manager and Finance Director evaluate impact and make recommendations 
to Council 
 
Receive Certified copy of Assessment Data from County Assessor 
 

January Amended Budget is prepared, Council approval 
 
  Publish mid-year financial condition by January 31 
 
February Hold Mid-Year Budget Committee Meeting 

 
Fee and rate updates are prepared by Departments 

 
  Revenue projections are prepared for next Fiscal Year  
 

Department/Division Heads Prepare Next Fiscal year’s Budget Requests 
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March Budget requests due to City Manager and Finance Director 
 
  Team Budgeting Meetings occur to Balance the Budget 
 
April Prepare draft Proposed Tax Rate Resolution – Public Hearing Publication by the 

first Council Meeting in June 
 

City Manager recommendations and narrative update is prepared 
 

Budget books are prepared and distributed to Mayor, Council, and balance of 
Budget Committee 

 
Budget Meetings between Mayor, Council, Budget Committee, and City Staff 
scheduled and advertised 

 
May Budget Meetings between Mayor, Council, Budget Committee, and City Staff 

continue 
 
June Publish the notice for Public Hearing on Budget 
 

Public Hearing on Budget Recommendations second meeting in June 
 
Final passage by second Council Meeting in June/ Council Approval of Annual 
Budget 
 
Next fiscal year budget is entered into the system upon adoption 
 
Current year operating expense cut-off and encumbrance entry deadline are the 
last working day of the month 
 
By September 30, send copy of Resolution (Tax Levy) to County Clerk 
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3.2 3.3  Department Responsibility 
 

3.3.1. Purpose: This section describes the responsibilities of departments related to 
the budget document, budget activities, and designation of a Budget 
Coordinator. 

 
3.3.2. Departments are responsible for the following materials for the budget 

document: 
 

3.3.2.1. BudgetStandard narrative including accomplishments and 
performance indicators.goals and objectives (created on Word for Windows by 
departments) 

1.1 Functional Organizational chart updating (reviewed by departments from hard copy 
supplied by Finance) 

3.3.2.2. Financial Summary Requests:  Information regarding historical and 
current financial line item allocations will be provided to each department.  The 
information will be presented in such a format that the department will update 
the request column and then return the final document to the Finance Director. 

 
3.3.3. In addition to the preparation of budget document materials, departments 

participate in the following activities: 

3.3.3.1. Revenue projections 

3.3.3.2. Full-time employee (FTE) reconciliation 

3.3.3.3. Capital project and encumbrance reserve estimates 
 

3.3.4. Each Department Head will have the following responsibilities: 

3.3.4.1. Act as liaison between the department and the Finance Director 

3.3.4.2. Disseminate information from Finance within the department 

3.3.4.3. Attend Team Budget meetings 

3.3.4.4. Coordinate departmental budget activities and ensure that 
deadlines are met 

3.3.4.5. Review all budget materials for accuracy, content, and style 

3.3.5. Department information is confidential until released by the City Manager, or his 
designees. 
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3.4  Budget Review Process 
 

3.4.1. Purpose: This section describes the Budget Review Process. 
 

3.4.2. The framework for municipal budgeting is established by Oregon Local Budget 
Law as set forth in Chapter 294 of the Oregon Revised Statutes.  The law has 
four major objectives. 

 
3.4.2.1. It establishes standard procedures for preparing, presenting and 
administering the budgets of Oregon’s local government; 
 
3.4.2.2. It encourages citizen involvement in the preparation of the budget 
before its formal adoption. 
 
3.4.2.3. It provides a method of estimating revenues, expenditures and 
proposed taxes. 
 
3.4.2.4. It offers a way of outlining the programs and services provided by 
local governments and the fiscal policy used to carry them out. 

 
3.4.3. The City Council adopts an annual budget on the modified accrual basis of 

accounting for all governmental fund types.  The procedures outlined below are 
followed in establishing the allocation of resources and determination of 
expenditures. 

 
3.4.4. The Finance Director and the City Manager, with the assistance of the 

department heads, prepares a budget of estimated revenues and expenditures 
for the forthcoming year.  The proposed budget is delivered to the City Manager.  
The City Manager and Finance Director reviews the proposed revenues and 
expenditures with the Finance Director and each department head.  After 
necessary revisions have been made, the City Manager and Finance 
DirectorFinance Director, on behalf of the City Manager submits the budget to 
the budget  to the Mayor and City Council in late April, early May of each 
year.committee. 

 
3.4.5. The Budget Committee then conducts budget work sessions with the City 

Manager, Finance Director and staff to make final revisions to the proposed 
budget.  Notice of the scheduled Budget Committee Meetings must be published 
twice, five to 30 days before the committee meeting.  Publications must be 
separated by at least five days.  Public BBudget Committee mMeetings, 
commencing with the introduction of the budget documentbudget message, will 
be held until all fund and department budgets are recommended for approval. 

 
3.4.6. No more than thirty days after the Budget Committee Meetings end, Tthe 

bBudget is presented in an advertised budget hearingpublication, as required by 
law, before the City Council by the Finance Director.  This usually occurs at athe 
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second City Council meeting in June. The City Council is required to approve a 
budget for the subsequent year by June 30..  The Budget Summary is available 
to the public promptly after adoption for review or purchase. 

 
3.4.7. The city reviews the budget appropriations and actual financial requirements on 

a continual basisat mid-year.  The City Council may, by adoption of a budget 
resolution or supplemental budget, make adjustments to revenues and 
expenditures during that time up to the limits allowed by State budget law. 

 
3.4.8. At the end of each budget period, all positive unencumbered appropriated 

balances lapse expenditures are not carried forward unless budgeted to do so.  
The level of budgetary controls, the level at which expenditures cannot legally 
exceed the appropriated amount, are established at the fund level.  Effective 
budgetary control is also aided in the general fund by establishing controls at the 
department level. 

 
3.4.9. During the budget year, the City Manager may transfer any unencumbered 

balance or portion thereof from the expenditure authorization of one account to 
another within expenditure type in the same fund. 
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3.5  Taxing Authority 
 

3.5.1. The Council shall levy and cause to be assessed and collected ad valorem 
property taxes. 

 
3.5.2. Each year the Finance Director shall present to the Council the following 

information for each tax rate to be levied: 
 

3.5.2.1. The estimated assessed valuation by category of real property in 
the city as entered in the tax book for the fiscal year kept which the tax is to be 
levied. 

3.5.2.2. The assessed valuation by category of real property in the City for 
the preceding taxable year. 

3.5.2.3. The amount of revenue required to be provided from the property 
tax as set forth in the annual budget adopted. 

3.5.2.4. The proposed tax rate to be set. 

3.5.3. The Finance Director shall forward the estimate to the County Clerk on or before 
July 15th September first of each year.  The Council shall also conduct at least 
one public hearing on the estimate and the proposed tax rate. 
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Section 4 – Operations/Customer Service 
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4.1  Introduction 
 

4.1.1. Financial operations are the link between the budgeting process and financial 
management.  This portion of the Financial Policies and Procedures Manual is 
intended to give a readily available resource of guidelines and processes that 
affect many daily, weekly, and monthly financial transactions. 

 
4.1.2. The wide range of specific circumstances and conditions, which may occur with 

respect to any given transaction prohibit an exhaustive list.  Nonetheless, this 
listing serves as a basis to assist you in financial processing, andprocessing and 
will be revised continually as policies change and circumstances require new 
guidelines. 
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4.2  Accounts Payable 
 

4.2.1. Purpose: The Purpose of this section is to describe the overall function of 
Accounts Payable.  This includes the outline of special account procedures 
related to authorizing expenditures, establishing and maintaining cut-off dates 
when submitting invoices for payment, processing Purchase Orders, creating and 
maintaining vendor files, processing invoices, entering accounts payable invoice 
data for payment, payments to employees, employee travel and mileage 
reimbursement checks, special run vendor checks and policies concerning 
releasing checks. 

 
4.2.1.1. Expenditure authorization – Expenditure authorization is 
established by the budget appropriation.  The City Manager and Department 
Heads, or their designees, execute the distribution of these funds by the coding 
of Purchase Orders and subsequent invoices. 

4.2.1.2. Invoice Payment Schedule – Invoices are scheduled for weekly  
payment. in conformity with pre-established cut-off dates that follow City Council 
meeting schedules and/or in accordance with the date the funds need to be 
available to payee.  These cut-off dates are established by the City 
ManagerFinance Director with input from the Finance Department Accounts 
Payable Specialist each calendar year. 

4.2.1.3. Purchase Orders – Purchase orders are initiated by the Department 
Head or their designee, anddesignee and processed by the Accounts Payable 
Specialist.  The Accounts Payable Specialist receives encumbered invoices and 
releases the data for additional check processing. 

4.2.1.4. Vendor Numbers – Vendor numbers are established for all 
individuals and organizations to receive payment through the City’s accounts 
payable.  These numbers are based on alpha and numeric order with addresses 
and social security numbers as supporting data. 

4.2.1.5. Establishing Invoices – All invoices should include distribution 
information if it varies from the regular process.  To be considered for payment 
the following forms will be accepted. 

4.2.1.5.1. Purchase order must be completed at the time of 
order by requester, andrequester and accompanied 
by supporting data. 

4.2.1.5.2. An invoice is provided by payee. 
 

4.2.1.6. Processing Invoices 
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4.2.1.6.1. Accounts payable receives all invoices, statements, 
and credits.  The invoices are reviewed for accuracy 
and correct balances. 

4.2.1.6.2. The iInvoices are distributed to authorized 
department heads for coding if no Purchase Order is 
on file. 

4.2.1.6.3. A vendor number is assigned to each invoice. 

4.2.1.6.4. Data is entered to create an edit list showing vendors 
and an explanation of the expense.  All invoices 
received by 5:00 PM on Tuesdays will be included in 
that week’s edit list to be paid.  The Finance Director 
approves this listing. 

4.2.1.6.5. Checks are generated and released after signatures 
are obtained on the checks.the day following the City 
Council meeting to allow for the necessary City 
Council approval of the bills. 

4.2.1.7. Payments to Employees – Employees may not authorize payments 
to themselves.  The employee’s dDepartment hHead or the City Manager must 
approve the expenditure. The mayor will approve City Manager payments. 

4.2.1.8. Employee Travel – Employee’s may request funds in advance for 
travel using a “Travel Request Form” with payments being processed on the 
regular accounts payable cycles prior to departure.  Guidelines for travel 
advances are set forth in the current employee rules and regulations.  All funds 
must be requested in advance with a Travel Request Form and reimbursed upon 
return using an “Expense Reimbursement Request/Verification Form”; with 
documentation and receipts attached.  See Section 5. 

4.2.1.9. Emergency Vendor Checks – Checks that cannot be processed 
using the regular guidelines will be processed during a “special check run.”  
Special check runs must be approved by the Finance Director.  Some examples 
of what will be allowed on special check runs: 

9.1 Invoices allowing a discount for early payments 

9.2 Payroll generated invoices 

9.3 Utility Bills 

9.4 AFLAC Reimbursements 
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9.5 Refund of payments 

9.6 Utility Deposit Refunds 

9.7 Debt Service  

1. Check releasing procedures - All checks will be available for 
disbursement the Tuesday following the City Council meeting where they are 
approved.  To have a representative of the payee or the payee himself receive 
the check at City Hall, the representative must sign a check release form and 
present valid identification.  Checks for reimbursing employees for Flex Benefits 
payments or business costs will be available on Thursdays. 

4.2.1.10. Educational Assistance – All continuing education courses for which 
reimbursement will be considered must follow the procedures outlined within 
Section 1.10 9 Employee Development.   
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4.3  Purchasing/Procurement 
 

4.3.1. Please refer to Purchasing Policy for specific guidelines on purchasing.   
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4.4  Purchase Orders 
 

4.4.1. Purpose: The purpose of this section is to describe the responsibilities of the 
Purchase Orders for the City of Ontario. 

 
4.4.2. Purchase Orders 

 
4.4.2.1. The Accounts Payable Division is responsible for the automated 
recordkeeping portion of purchasing.   
 
4.4.2.2. The City utilizes pre-numbered ‘small’ purchase orders (8 ½ x 4) 
and authorizes all Department Heads to issue said purchase orders for amounts 
up to $1,000.  Department Supervisors are authorized to issue ‘small’ purchase 
orders for amounts up to $500.  Other department staff are not authorized to 
issue purchase orders unless the Department Head or Department Supervisor 
issue a memo to the Finance Department identifying an individual who is 
authorized to sign ‘small’ purchase orders for a specific amount.  In no case shall 
authority be granted in an amount that exceeds the Department Head or 
Supervisor authority. 
 
4.4.2.3. The City utilizes pre-numbered ‘large’ purchase orders (8 ½ x 11) 
and authorizes all Department Heads to request said purchase orders for 
amounts up to $4,999, when evidence of adherence to purchasing provisions are 
presented to the Accounts Payable Specialist or Finance Director.  Upon 
establishment of compliance with the City’s purchasing policies, the Department 
Head may sign the ‘large’ purchase order and procure the goods or services. 
 
4.4.2.4. ‘Large’ purchase orders for amounts of $5,000 or greater must be 
signed by both the Department Head and the City Manager following review for 
compliance to purchasing policies. 
  
4.4.2.5. As previously stated, Purchases in excess of $10,000 require bid 
documentation. The bid/contract document represents a liability to the City and 
in order to ensure the monies will be available for payment on a future date, the 
budget must be encumbered.  The Finance Department will encumber the 
monies upon request and proper signatures and the system will generate a 
purchase order as documentation.  The invoice will be receipted against the 
accounts payable invoice.  An invoice, exceeding a purchase order amount, must 
be approved by the initiating Department Head prior to being amended/ 
increased. 

 
4.4.3. Vendor Codes 
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4.4.3.1. Payment of invoices requires vendor information to be entered into 
the accounting system.  The Accounts Payable Division will assign vendor codes 
using six-digit alpha-numeric combination, enter vendor information, and 
maintain the vendor codes in a report format. 

 
4.4.4. Accounts Payable Processing 

 
4.4.4.1. Once the Accounts Payable Division determines the invoices to be 
paid and is responsible for entering the invoices in the accounting system.  The 
checks are then printed, signature(s) are obtained and checks are mailed. 
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4.3   4.5   Fixed Assets 
 

4.5.1. Fixed assets are maintained by the Finance DepartmentAccounts Payable 
Specialist using a perpetual inventory system.  The term “fixed asset” is used to 
describe land, buildings, vehicles, equipment, and other items used in providing 
services to the community.  It is important to track an entity’s fixed assets to 
help protect the items against theft, loss, or misuse.  The City will perform a 
physical inventory of its tangible capital assets, either simultaneously or on a 
rotating basis, so that all of the City’s tangible capital assets are physically 
accounted for, at least once every five years.  Each asset will be included in a 
detailed physical inventory report and will identify items that have been disposed 
of or transferred to a different location within the City. 

 
4.5.2. An item is given a pre-numbered bar code for identification.  Upon payment of 

invoice, the bar code can then be used to trace the item back to the fixed asset 
listing, which includes serial numbers, model numbers, location, and historical 
cost information.  Once the item is received by the department intended, Iit is 
the department’s responsibility to notify the Accounts Payable SpecialistFinance 
Department upon transfer to another department or disposal. 

 
4.5.3. For fFinancial sStatement purposes, the City capitalizes and reports any 

individual Fixed Asset over $5,000 in the Enterprise Funds and the General Fixed 
Asset AccountGovernmental Activities and Business-Type Activities with an 
estimated useful life of at least onetwo years following the date of acquisition.  
The City will apply its threshold to individual items rather than to groups of 
similar items (e.g., desks and tables).  Infrastructure assets will be treated 
separately from other capital assets and the capitalization threshold will focus on 
new construction or extension of useful life of an existing infrastructure item. 
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4.6  Accounts Receivable 
 

4.6.1. This section describes the system used by the City of Ontario to bill outside 
organizations, businesses, and citizens for services provided by the City. 

 
4.6.1.1. Real Estate Taxes are calculated by the Malheur County Assessor’s 
Office and are billed and collected through the Malheur County Collector’s Office 
for the City of Ontario. 

4.6.1.2. All water and sewerage charges are billed and collected by the 
Utility Billing Clerk. 

4.6.1.3. All other services performed (including utility services, use of City 
facilities, contract agreements and grant draws) and reimbursements for the City 
of Ontario are billed by the Finance DepartmentAccounting Assistant. 
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4.7  Cashier/Cash Receipts 
 

4.7.1. Purpose: This section describes the process to be followed by the cashier when 
receiving payments. 

 
4.7.2. Cash is received either over the counter at city hall, or via wire transfer to the 

City’s bank account.  In cases of counter activity, a customer receipt is prepared 
by the Cash Receipts Specialist on the computerized cash register, which enters 
the transaction into the system, and is reviewed by Accounts Receivablethe 
Accounting Assistant.  In cases of wire transfer to the City’s bank account, a 
customer receipt is prepared by the Finance Department Accounting Assistant on 
the computerized cash register, which enters the transaction into the system, 
and is reviewed by the Finance Director.  The computerized cash register also 
generates a cash receipts journal. 

 
4.7.3. The cash receipt journal is prepared automatically by the computerized cash 

register.  Therefore, as the cash is received into the register and a receipt is 
issued to the customer, the same information is used by the computer to 
prepare the cash receipts journal. 

 
4.7.4. Each afternoon by 4:00 p.m., a posting is made to the central account for that 

day’s activity.  This provides for daily balancing of cash received and receipts 
generated for the day.  Posting to the cash receipts journal is done each day a 
deposit is made.  This posting must balance to all daily central account posting 
done since the last cash receipt journal posting. 

 
4.7.5. Reports with the same posting information are generated each day and kept on 

file in the Finance Department. 
 
Duplicate cash receipts are also generated with selected transaction and kept in the 

Finance Department. 
 
4.7.6. Each time a deposit is made, the Finance DepartmentAdministrative Assistant 

prepares a deposit summary sheet, which is a summary of the day’s receipts.  
This sheet shows the amount deposited to each fund and total amount 
deposited into the bank account. 

 
4.7.4. After all posting is done, the Finance Department Administrative Assistant 

prepares a deposit slip, and a second Finance Department employee verifies the 
deposit. A member of the Finance Department  The Finance Administrative 
Assistant then delivers the deposit.  After each deposit is made, the Accounting 
Assistant compares deposit receipt is compared to the amount recorded on the 
deposit summary sheet. 
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4.7.5. Internal controls involving cash receipts include: 

 
4.7.5.1. Cash receipts are numbered by the computerized cash register. 

4.7.5.2.  Authorized personnel must enter a password prior to processing a 
receipt. 

4.7.5.3. All void receipts are retained and noted for reason of void. 

4.7.5.4. All checks submitted to Finance for processing shall be endorsed 
with: 

 
FOR DEPOSIT ONLY 

BANK NAME 
CITY OF ONTARIO 
ACCOUNT NAME 
A/C (DEFINED) 

 
4.7.6. Internal controls involving month-end procedures include month-end balancing 

of the deposit summary sheets and bank statements are performed by the 
Accounting Assistant and approved by the Finance Director and approved by the 
City Manager. 
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4.8  Payroll 
 

4.8.1.  Purpose: The purpose of this section is to describe the overall function of 
Payroll and to outline special procedures related to emergency payroll checks, 
copies of applicable personnel records, time sheet deadlines and signature 
requirements; and the City’s policies for holidays and leaves of absence.  Also 
provided is information on overtime pay and compensatory time. 

 
4.8.2. Payroll – Payroll pays all employees’ salaries and wages; prepares monthly, 

quarterly, and yearly reports on federal and state taxes; and issues W-2 tax 
forms to the government agencies and employees.  The Payroll Division 
Specialist also prepares for payment of all insurance billings, employee 
retirement funds, deferred compensation, and mutual funds.  Payroll processes 
garnishments, direct deposit, and general ledger account reconciliation for 
payroll-related accounts.  Payroll maintains all time accrued for employees, merit 
increases, and other personnel action data. 

 
4.8.3. Special Payroll Procedures 

 
4.8.3.1. Emergency Payroll Checks – Payroll checks other than those issued 
on the regular paydays will be processed only if a financial emergency exists.  
Emergency means an unanticipated circumstance beyond the employee’s control 
which results in sever financial hardship.as necessary. 

 
No special checks are allowed in the three-day period before a payday due to 
computerized calculation processing. 

 
4.8.3.1.1. All requests for emergency payroll checks must be 

submitted to Payroll at least 24 hours in advance of 
the time the check is needed.  No more than two 
special payroll checks per year will be allowed. 

 
4.8.3.1.2. The emergency processing is subject to approval by 

the City Manager or his/her designee. 
 

4.8.3.2. Copies of Forms – Payroll must have a copy of a new employee’s 
Social Security card or other paper verification included with the hire Personnel 
Action form (PAF) (See Section 5).  Employees are required to complete and sign 
a W-4 form and an I-9 form.  Also needed is a copy of any insurance forms filled 
out so that changes can be made on the monthly billings. 
 
4.8.3.3. Time Sheet Information – Employees are required to sign their 
timesheets. Supervisors review and countersign the time sheets of their 
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employees. The deadline for turning in time sheets for payroll is 5:00 PM on the 
21st of each month.  If the 21st is on a weekend or holiday, timesheets are due 
on the following workday morning.  This deadline will only be changed thru 
notification by the Finance DepartmentPayroll Specialist. 

1. Miscellaneous Payroll Information on an individual basis 
 

3.1 Obtaining Checks Early – In order to obtain a check early, an employee must be 
off on payday.  Payroll checks may be picked up after 4:00 P.M. on the day 
before payday with Department head approval. 

 
3.2 Having another person pick up a check – someone else may pick up an 

employee’s check.  The employee must fill out a form from the Payroll Specialist 
authorizing one person to pick up their check.  The authorized person will need 
to bring in a driver’s license or state identification to verify identification and sign 
a check release form. 
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4.9  Treasury Management 
 

4.9.1. Purpose: This section describes the treasury functions and outlines specific 
procedures to cash and debt management that are established within the 
Finance Department. 

 
4.9.2. The Finance Director performs the primary function of treasury. 
 
4.9.3. Treasury functions include the following: 

 
4.9.3.1. Manage the City’s investments 

4.9.3.2. Oversee banking relations 

4.9.3.3. Issue, track and manage the City’s debt 

4.9.3.4. Track City’s contractual obligations relative to cash disbursement 

4.9.3.5. Monitor cash flow 
 

4.9.4. Specific Cash and Debt Management Procedures are as follows: 
 

4.9.4.1. Loans/Installment Purchases - Because all loans and installment 
purchases are considered the City’s debt, it is very important that Finance 
complete those transactions on behalf of the City.  Finance will maintain a copy 
of the agreement, payment schedule, and contact name.  Finance is also 
available to review terms of any loan or lease purchase agreement.  All 
payments will be processed through Finance. 
 
4.9.4.2. Credit Cards – Credit cards will be issued according to the City’s 
travel and training policy.  The use of these cards is primarily for convenience 
when traveling.  An expenditure that is inappropriate for use of City funds may 
not be made on a City credit card. 
 
4.9.4.3. Cashiering and Deposits – City offices that accept payments are 
limited to the Library and the Aquatic CenterRecreation Center and they must 
establish a system for timely deposit and recording of the funds.  Use of printed, 
pre-numbered receipt forms is required.  Turnover documentation providing 
appropriate account codes to credit the deposits should be sent to the Finance 
DepartmentCash Receipts Specialist no later than two working days following the 
receipt.  This ensures accurate credit of the deposit to the General Ledger 
accounts and timely deposit of funds received. 
1.  
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4.9.4.4. Bank Accounts – Bank accounts may only be opened by the 
Finance Director, by the Finance Department, following approval by the City 
Manager and authorization by the City Council.  No other employee or 
department of the City shall open a bank account in the City’s name using the 
City’s tax identification number. 
 
4.9.4.5. Account Reconciliation – Monthly account reconciliation will be 
performed by the Finance Department, with copies of required information 
furnished to Finance within a timely manner.  Reconciliation will clearly show 
beginning balance, deposits made, checks written, outstanding checks, and any 
charges or unusual items.  The reconciliation must agree between the bank 
statement and the general ledger. 

 
4.8  Purchasing/Procurement 
 
Please refer to Purchasing Policy for specific guidelines on purchasing.   
 
4.9  Purchase Orders/Accounts Payable Specialist 
 
The purpose of this section is to describe the responsibilities of the Accounts Payable 
Specialist for the City of Ontario. 
 
1. Purchase Orders 
 
The Accounts Payable Specialist is responsible for the automated recordkeeping portion of 
purchasing.   
 
The City utilizes pre-numbered ‘small’ purchase orders (8 ½ x 4) and authorizes all 
Department Heads to issue said purchase orders for amounts up to $1,000.  Department 
Supervisors are authorized to issue ‘small’ purchase orders for amounts up to $500.  Other 
department staff are not authorized to issue purchase orders unless the Department Head or 
Department Supervisor issue a memo to the Finance Department identifying an individual who 
is authorized to sign ‘small’ purchase orders for a specific amount.  In no case shall authority 
be granted in an amount that exceeds the Department Head or Supervisor authority. 
 
The City utilizes pre-numbered ‘large’ purchase orders (8 ½ x 11) and authorizes all 
Department Heads to request said purchase orders for amounts up to $4,999, when evidence 
of adherence to purchasing provisions are presented to the Accounts Payable Specialist or 
Finance Director.  Upon establishment of compliance with the City’s purchasing policies, the 
Department Head may sign the ‘large’ purchase order and procure the goods or services. 
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‘Large’ purchase orders for amounts of $5,000 or greater must be signed by both the 
Department Head and the City Manager following review for compliance to purchasing 
policies. 

  
As previously stated, Purchases in excess of $5,000.00 require a bid or contract document.  
The bid/contract document represents a liability to the City and in order to ensure the monies 
will be available for payment on a future date, the budget must be encumbered.  The 
Accounting Clerk will encumber the monies upon request and proper signatures and the 
system will generate a purchase order as documentation.  The invoice will be receipted 
against the accounts payable invoice.  An invoice, exceeding an encumbrance by 10% or 
more, must be approved by the initiating Department Head prior to being amended/increased. 

 
2. Vendor Codes 
 
Payment of invoices requires vendor information to be entered into the accounting system.  
The Accounting Clerk will assign vendor codes using six-digit alpha-numeric combination, 
enter vendor information, and maintain the vendor codes in a report format. 
 
3. Accounts Payable Processing 
 
Once the Accounts Payable Specialist determines the invoices to be paid, he/she is responsible 
for entering the invoices in the accounting system.  The Finance Director reviews the invoices 
to be paid prior to printing checks.  After approval, the checks are then printed and given to 
the Cash Receipts Specialist for mailing. 
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4.10  Front Desk 
 

4.10.1. Mail 
 

4.10.1.1. All outgoing mail is processed at the front desk.  Each department 
is responsible for the cost of its mail.  The postage meter tracks the number of 
pieces and the dollar amount by the department.   

 
Mail is delivered to the Post Office each day at 4:45 PM.  Mail is dropped from the Post Office 
at 11:00 AM each day and is sorted and delivered to the departments.  As a courtesy to 
employees, postage stamps are available for purchase upon request.  Personal mail may be 
taken to the Post Office. 
 

4.10.2. Billing 
 

1. 4.10.2.1. Each month a table is prepared for each department 
listing the amount owed for postage.  Adjustment to accounts for payment of 
postage are made at the close of each month. 

 
  

4.10.3. Petty Cash 
 

4.10.3.1. Petty cash can be obtained from the front desk upon authorization.  
The Petty Cash Fund’s balance is $200.  The procedure to obtain petty cash is to 
fill out a petty cash slip, provided by the front desk, noting the date, amount, 
account coding, reason for request, and approval by authorized personnel.  The 
maximum limit is $20 per request. 
 
Travel reimbursements up to $20 will be reimbursed through the Petty Cash 
Fund.  This allows the employee to receive the reimbursement promptly and 
requires less processing costs than through accounts payable. 
 
4.10.3.2. Request to draw more than $20 from Petty Cash can be made to 
the Finance Director and will be considered when funds allow. 
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4.11  Surplus Property Disposal 
 

4.11.1. Purpose: This section describes the methods for disposal of surplus personal 
property at the City of Ontario.  Disposal of the City’s surplus property is under 
the direction of the Finance Director.  As items were purchased with public 
funds, the Council must declare items to be surplus prior to disposal and said 
disposal must follow the provisions of .ORS 279.011(6) and 279.015.  In every 
instance, unless specifically authorized by the City Council, revenues from the 
sale of surplus items must be deposited into the City’s bank accounts.  The 
methods of disposal used are: 

 
4.11.2. Deminimus Valued Items – Non-capital material and supply Items that are 

normally used up during the normal course of business and have an individual 
value of less than $2,500, are exempted from the formal surplus disposal 
process.  These items can be thrown away, destroyed, or sold at a City yard sale 
without a declaration of surplus property. 

 
4.11.3. Unusable Equipment – The disposal of capital equipment that has only a 

salvage value that is less than $2,500, is exempted from the formal surplus 
disposal process.  These items can be sold for salvage value without a 
declaration of surplus property. 

 
4.11.4. Auction Sale of Property – Non-attached personal property may be sold at 

auction if the Finance Director determines that the auction contemplated will 
probably result in a higher return than if the property were sold by competitive 
written bid. 

 
4.11.5. Liquidation Sales of Personal Property – The Finance Director may approve 

a department to sell personal property through a commercially recognized third-
party liquidation if the Finance Director has determined that a liquidation sale 
will result in increased net revenue and the selection of the liquidator was 
conducted as a minimum, by the competitive Request for Proposal process. 

 
4.11.6. Fixed Price Sale of Property  -Property - The Finance Director may 

approve a department to sell personal property, including recyclable or reclaimed 
materials, without formal competitive bidding if the Finance Director has 
determined that this type of sale will result in increased net revenue and the City 
is in compliance with the following conditions: 

 
4.11.6.1. When the current market value per item is deemed to be less than 
$5,000, the Finance Director may establish or approve a Department Manager’s 
selling price, schedule and advertise a sale date, and sell to the first qualified 
buyer meeting the sales terms. 
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4.11.6.2. City employees may submit an offer meeting the sales terms for 
the personal property when no offers meeting sale terms have been received 
within 72 hours of the sale date. 

 
4.11.7. Sealed Competitive Bid for Property - When the current value per item is 

deemed to exceed $5,000, the personal property must be offered for competitive 
written bid and be advertised in accordance with state statutes, orstatutes or be 
offered for sale at public auction.  If no bids are received or if a determination is 
made that the market value of the property exceeds that offer of the highest 
responsible bidder, all bids may be rejected and the Finance Director or 
appropriate Department Head may negotiate a sale subject to the following 
conditions: 

 
4.11.7.1. An appraisal of the market value of the property is obtained and 
documented and the negotiated sale price meets or exceeds the market value; 
or 

4.11.7.2. The sale amount exceeds the highest bid received through the 
bidding or auction process. 

4.11.8. Donations of Property – The City ManagerFinance Director may transfer 
property, including recyclable or reclaimed materials, without remuneration or 
only nominal remuneration without competitive bids to the following activities: 

 
4.11.8.1. Another public agency; or 
 
4.11.8.2. Any sheltered workshop, work activity center, or group care home 
which operated under contract or agreement with, or grant from, any State 
agency and which is certified to receive Federal surplus property; or 
 
4.11.8.3. Any recognized non-profit activity, which is certified to receive 
Federal surplus property.  The Finance Director may donate or sell, without 
competitive bids, surplus property to recognized private non-profit social or 
health service activities, subject to the following conditions: 

 
4.11.8.3.1. A determination has been made that the property is 

not needed for other public purposes and that its 
economic value has been expended by the City; 

 
4.11.8.3.2. It will be transferred to the non-profit corporation for 

the express purposes of providing the public services 
the non-profit corporation provides; 
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4.11.8.3.3. If the property has a current market value of $250 or 
more, the donation or sale shall: 

 
4.11.8.3.4. Be approved by the City Manager; 
 
4.11.8.3.5. Be documented by the Finance Director to be clearly 

in the public interest; and 
 
4.11.8.3.6. Be determined by the City Manager and Finance 

Director that this is the most efficient and cost-
effective method for disposing of the property. 

 
4.11.8.4. The Finance Department shall maintain a record of all transfers, 
donations, or sales authorized by Subsections 1 and 2 of this section. 

 
4.11.9. Items of Specialized and Unique Use – Items of specialized and unique use, 

including but not limited to, uniforms, special clothing, and articles of personal 
apparel having individual current value of less than $100 per item (such as a pair 
of shoes) may be sold to City employees or retired or terminated employees for 
whose use they were purchased.  These items may be sold without bid and with 
a process deemed most efficient by the responsible Department Head. 

 
4.11.10.Trade-In of Property - Property may be traded in conjunction with acquisition 

of other items at the time competitive bids are solicited for those items.  Notice 
of the item traded in should be provided to Finance by the appropriate 
Supervisor or Department Head within seven (7) days of trade to remove from 
the asset list and discontinue insurance coverage. 



City of Ontario, Oregon 
Financial Policies 

 

100  
  

 
 

 
 
 

Section 5 - Forms 
 



City of Ontario, Oregon 
Financial Policies 

 

1  
  

 

 
 

City of Ontario 

 
Financial Policies 
and Procedures 

Manual 
 
 
 
 
 
 
 

dated July 12, 2018 



City of Ontario, Oregon 
Financial Policies 

 

2  
  

 



City of Ontario, Oregon 
Financial Policies 

 

3  
  

 

Table of Contents 
Introduction................................................................................................................................................. 5 
Financial Management Goals ..................................................................................................................... 6 
Section 1 - Financial Management Policies................................................................................................ 7 

1.1   Resource Planning and Allocation........................................................................................... 8 
1.2   Accounting and Financial Practices......................................................................................... 9 
1.3  Revenue and Collection ......................................................................................................... 11 
1.4  Organizational........................................................................................................................ 13 
1.5  Authorized Signatures ........................................................................................................... 14 
1.6  Investments ............................................................................................................................ 15 
1.7  Debt......................................................................................................................................... 19 
1.8  Purchasing.............................................................................................................................. 22 
1.9  Employee Development......................................................................................................... 30 
1.10  Travel and Expense................................................................................................................ 34 
1.11  Telephone and Cellular Phone ............................................................................................... 40 
1.12  Moving Expenses................................................................................................................... 41 
1.13  City Issued Credit Cards ........................................................................................................ 42 
1.14  Credit Collections .................................................................................................................. 46 

Section 2 – Financial Management and Internal Controls........................................................................ 47 
Introduction............................................................................................................................................... 48 

2.1  Fund Accounting Theory ....................................................................................................... 49 
2.2  Fund Types: ........................................................................................................................... 50 
2.3 Chart of Accounts ................................................................................................................... 51 
2.4 Basis of Accounting/Budget Reporting .................................................................................. 53 
2.5  General Ledger ...................................................................................................................... 54 
2.6  Appropriation and Appropriation Control ............................................................................. 55 
2.7  Appropriation (General Ledger) Reports............................................................................... 57 
2.8  Financial Monitoring System ................................................................................................ 58 
2.9  Grant Management System.................................................................................................... 59 
2.10  Internal Control Violations .................................................................................................... 63 

Section 3 - Budgeting ............................................................................................................................... 64 
3.1  Introduction............................................................................................................................ 65 
3.2  Budget Process Timeline ....................................................................................................... 66 
3.3  Department Responsibility .................................................................................................... 67 
3.4  Budget Review Process ......................................................................................................... 68 
3.5  Taxing Authority ................................................................................................................... 70 
4.1  Introduction............................................................................................................................ 72 
4.2  Accounts Payable................................................................................................................... 73 
4.3  Purchasing/Procurement ........................................................................................................ 75 
4.4  Purchase Orders ..................................................................................................................... 76 
4.5   Fixed Assets ........................................................................................................................... 78 
4.6  Accounts Receivable ............................................................................................................. 79 



City of Ontario, Oregon 
Financial Policies 

 

4  
  

4.7  Cashier/Cash Receipts ........................................................................................................... 80 
4.8  Payroll .................................................................................................................................... 82 
4.9  Treasury Management ........................................................................................................... 83 
4.10  Front Desk ............................................................................................................................. 85 
4.11  Surplus Property Disposal ..................................................................................................... 86 

Section 5 - Forms ...................................................................................................................................... 89 
(Not Included for Adoption – Form Edits can be made without Council Approval) 
   (Payroll) 

1. Employee Leave Request 
2. Personnel Action Form (PAF) for Salary and/or Position Change 
3. Overtime Request Form 
4. Automated Payroll Direct Deposit Form 
5. Flexible Benefits Election Form 
6. Medical Reimbursement Form 
7. Dependent Care Reimbursement Form 
8. (Accounts Payable) 
9. Purchase Order Request Form/ Bid Checklist 
10. Telephone Quotations Form 
11. NO P.O. Form 
12. Budget Adjustment Request Form 
13. Credit Card Usage Authorization Form 
14. Check Pick-up Form 
15. (Travel/Tuition Reimbursements) 
16. Pre-Approval for Tuition Reimbursement 
17. Request for Tuition Reimbursement 
18. Travel Request Form 
19. Expense Reimbursement Request / Verification Form 
20. (Fixed Assets) 
21. Fixed Asset Purchase Input Form 
22. Fixed Asset Transfer Form 
23. Fixed Asset Disposal Form 



City of Ontario, Oregon 
Financial Policies 

 

5  
  

Introduction 
 
The Financial Policies and Procedures Manual includes policies and procedures related to the 
ongoing financial management of the City’s resources and information required to prepare the 
budget. 
 
The preparation of the budget begins the financial management cycle, progresses to an 
adopted budget, and continues through accounting, monitoring and evaluating stages. 
 
The manual is updated by the City Council, as needed, to reflect changes or additions to 
financial policies once discussed at the Executive Team level. 
 
This manual is distributed to the Mayor, Council, City Manager, and Department Heads.  
Anyone who has responsibility for management of the budget and/or the financial affairs of 
the department or division should have a manual made available to them by their Department 
Head. 
 
This Manual is intended to be an overview of various financial policies and procedures and is 
not meant to be a detailed authority source.  If the material in the manual does not answer a 
question, please contact the Finance Department. 
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Financial Management Goals 
 
The following goals and policies for the City are intended to guide the City in its financial 
matters.  The goals consist of five significant goal statements (I through V), which provide the 
basic guiding parameters for financial management of the City.  The policies of the City 
provide more specific direction on how to achieve the goals and are the basis for consistent 
actions that move the community and organization toward sound financial management 
decisions.  Detailed policy descriptions and narratives are included in Section 1. 
 
Goal I: To establish and sustain a community supported service system. 
 
Goal II: To have a capital improvement program that adequately maintains and 

enhances the public’s assets over their useful life. 
 
Goal III: To provide cost effective services to citizens. 
 
Goal IV: To provide financial and other service information to enable citizens to assess 

the costs and results of City services. 
 
Goal V: To follow prudent and professional financial management practices to assure 

residents of Ontario and the financial community that our City government is 
well managed and in sound fiscal condition. 
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Section 1 - Financial Management Policies 
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1.1   Resource Planning and Allocation  
 

1.1.1. Purpose: The purpose of this policy is to establish procedures for resource 
planning and allocation in accordance with long-range plans of the Council.  This 
policy is applicable to all resource allocation and planning for the City. 

 
1.1.2. The City budget will support the goals and policies of the City Council, Council 

adopted long-range plans, and service needs of the community. 
 

The Mayor and Council have the legal authority and responsibility for the 
adoption of City goals and policies and an annual budget.  The City organization 
is committed to carrying out Council goals and policies through service delivery. 

 
Funding for services should take into consideration whether demand exists for 
maintaining the service or whether funding is better used elsewhere. 

 
1.1.3. The City will maintain financial systems, which will develop budgets, provide 

control, and report revenue and expenditures at the line-item detail. 
 

1.1.3.1. Efficient use of public resources requires that budget estimates be 
developed from a detailed level.  This ensures that changes in the cost of 
individual line items are reflected and are neither over nor under estimated.  
Upon adoption, the line-item budgets become the basis against which 
expenditure trends are measured.  Spending control at this level provides the 
ability to measure actual expenditures against expectations and allows program 
managers to identify positive and negative trends as the budget year progresses. 
The evaluation of these trends will then allow for more precise estimates of 
future budget needs. 

 
1.1.4. Revenues, operating, debt service and capital expenditures, will be projected 

each year for at least the succeeding four years. 
 

1.1.4.1. Future revenues and costs will be projected annually on an 
aggregate basis for four years beyond the current budget year.  Based on 
assumed circumstances, including various economic, service, and inflationary 
factors, the forecast will attempt to portray whether community plans can be 
supported over the designated period.  One of the essential attributes of these 
projections is the capability to project whether a new program or project can be 
supported over the long-term. 
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1.2   Accounting and Financial Practices 
 

The purpose of this policy is to establish guidelines for which the City’s financial 
reporting will be presented.  This policy is applicable to all financial reporting and 
record keeping for the City. 

 
1.2.1. The City will maintain an accounting and financial reporting system that 

conforms to Generally Accepted Accounting Principles and applicable Oregon 
Statues, and will contract with an independent auditor each fiscal year for a 
financial statement audit. 

 
1.2.1.1. The City utilizes an accounting system that conforms to Generally 
Accepted Accounting Principles, standards of the Governmental Accounting 
Standards  Board, and Oregon Revised Statutes (ORS).  Various Federal, State, 
and local statutes also govern financial practices and reporting.  These standards 
and laws are intended to assure that city funds are appropriately budgeted, 
recorded, and reported. 

 
1.2.2. The City will manage its funds as independent financial entities in accordance 

with legal, administrative, or Generally Accepted Accounting Principles and will 
ensure that one fund does not subsidize another fund. 

 
1.2.2.1. The City’s financial structure is composed of various funds; that is, 
self-balancing sets of accounts.  Each fund is established as a result of statutory 
or administrative requirement.  From a private sector perspective, each fund can 
be considered a wholly-owned subsidiary of the City.  Accordingly, each fund can 
be considered a separate independent business, which must support all of the 
direct and indirect costs of operating services or capital maintenance and 
enhancement.  Co-mingling of funds is generally prohibited by statute, 
administrative policy, or Generally Accepted Accounting Principles. 

 
1.2.3. The General Fund will maintain an unappropriated ending fund balance within 

the General Fund to ensure sustainability. The target ending fund balance will be 
3 months of General Fund operating expenses. 

 
1.2.4. The General Fund will maintain a contingency account within the Administrative 

Overhead Department to meet unanticipated requirements during the budget 
year. 

 
1.2.4.1. The budget is prepared prior to actual implementation.  With the 
complexity of the organization and the dynamic environment in which the City 
provides services, it is not always possible to anticipate every expenditure 
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requirement during the budget year.  Therefore, contingency funds are 
established to meet emergency requirements necessary to maintain services and 
to meet unexpected requirements identified by Staff and approved by the 
Council.   

 
 1.2.4.2. With the exception of grants or earmarked donations, the City will 

not normally earmark revenue for specific public purposes in general service 
funds such as the General Fund. 

 
1.2.4.3. Earmarking or dedication of revenues can be a major deterrent to 
making best use of available resources.  It may force the City to spend money in 
an area of lesser need, or no need, or to lose that source of revenue. 
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1.3  Revenue and Collection  
 

1.3.1  Purpose: The purpose of this policy is to establish procedures for resource 
planning and allocation in accordance with long-range plans of the Council.  This 
policy is applicable to all resource allocation and planning for the City. 

 
1.3.2 Cost Recovery Policy - The City Council will review Staff proposals to establish 

cost recovery policies for fee supported services which consider the relative 
public/private benefits received from the services being provided and/or the 
desirability of providing access to services for specialized populations.  These 
policies will determine the percentage of full service costs to be recovered 
through fees.  The level of cost recovery will be routinely adjusted to ensure that 
rates are current, equitable, and competitive and cover that percentage of the 
total cost deemed appropriate. 

 
1.3.2.1. Many services provided by the City directly benefit individuals and 
not the community as a whole.  These services include building permits, 
recreational services, and many others.  When services of this nature are 
subsidized by the general taxpayer, scarce resource dollars are not available for 
other City services.  In these user-choice services, the customer has the 
opportunity to determine whether the service is used, with part of that decision 
being made through the normal pricing system. 

 
1.3.2.2. In such cases, the City is committed to recovering the full cost of 
providing the service, including both direct and indirect costs, through a user fee 
or service charge. 

 
1.3.2.3. It is important for the City to: 

 
1.3.2.3.1. Develop broad policies concerning funding of services 
 
1.3.2.3.2. Review all services to determine if a fee should be 

charged 
 
1.3.2.3.3. Set fees that are comparable to other jurisdictions 

and/or that recover the partial or full costs of 
providing that service 

 
1.3.2.3.4. Consider user’s ability-to-pay and other 

social/community benefits of the service 
 
1.3.2.3.5. Periodically evaluate fee amounts. 
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1.3.2.4. In some cases, full cost recovery is not permitted because of 
statutory restrictions, and in other cases it may not be desirable for social/ 
community benefit reasons.  The Council shall determine when social/ 
community benefits should be considered in the establishment of fees. 

 
1.3.2.5. A comprehensive fee schedule will be presented annually for 
Council approval. Recommendations of changes in fees will be presented and the 
fee schedule will be approved by resolution with the opportunity for the public to 
comment. 
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1.4  Organizational 
 

1.4.1 Purpose: The purpose of this policy is to ensure proper organizational structure 
to carry out the policies of the Council.  This policy is applicable to the City 
Manager.  The City manager will review the organizational structure at frequent 
intervals to assure that it is responsive to current conditions and minimizes 
service duplication in the organization and with other local government 
jurisdictions. 

 
1.4.1.1. As the community and organization grow, the City must continually 
examine its structure to ensure maximum efficiency and respond to changes in 
its operating environment.  Areas of duplication should be eliminated and the 
delivery of service should be rationalized with other jurisdictions to ensure the 
most efficient and effective use of public resources. 

1.4.1.2. Changes to full-time equivalent (FTE) positions shall be approved 
by the City Council. Job description updates will be approved by the City 
Manager. A reclassification of a position shall be approved either through the 
budget or City Council approval outside of the budget. 
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1.5  Authorized Signatures 
 

1.5.1. Purpose: The purpose of this policy is to outline the authorized positions to act 
on the City’s behalf for the signature of checks and electronic funds transfers.  
This policy is applicable to the signing of all checks and electronic funds transfers 
for the City of Ontario. 

 
1.5.2. The Mayor, City Manager and the Audit Committee shall sign all checks issued by 

the City.   Each check under $5,000 will have one manual signature. Checks over 
$5,000 will have two manual signatures.   

 
1.5.3. Electronic funds transfers into and out of the City’s accounts may be initiated by 

authorized Staff in the Finance Department for payment of payroll and debt 
service liabilities and to process automatic debit payments to the City for utility 
billing accounts.  In all instances, the electronic funds transfer must be initiated 
by an authorized Finance Department staff member and reviewed and approved 
by the Finance Director and/or city manager to maintain a high level of internal 
control. 
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1.6  Investments 
 

1.6.1. Purpose: The purpose of this policy is to establish investment guidelines.  This 
policy is applicable to all available cash for the City of Ontario. 

 
1.6.2 Investment Objectives 

 
1.6.2.1. When making investments, the City will follow State laws and local 
investment guidelines, and shall abide by the following criteria in priority order: 

 
1.6.2.1.1. Preservation of capital 
1.6.2.1.2. Maintenance of a liquid position 
1.6.2.1.3. Maximum yield 

 
1.6.2.2. As a municipality, the City cannot make investments for the 
purpose of trading or speculation, such as anticipating an appreciation of capital 
value through changes in market interest rates. 

 
1.6.2.3. The primary objective of the City of Ontario’s investment activities 
is the preservation of capital. 

 
1.6.2.4. In investing public funds, the City will not assume unreasonable 
investment risk to obtain current investment income. 
 
1.6.2.5. The City’s investment portfolio will remain sufficiently liquid to 
enable the City to meet all operating capital and debt service requirements, 
which might be reasonably anticipated.  This need for investment liquidity will be 
tempered to the extent that the City is able to issue Tax Anticipation Notes, 
Bond Anticipation Notes, or other short-term notes under bank credit lines to 
meet its cash flow requirements. 
 
1.6.2.6. The City will diversify its investments to avoid incurring 
unreasonable and avoidable risks regarding specific security types or individual 
financial institutions. 

 
1.6.2.7. In managing its investment portfolio, the City is specifically limited 
to those investments consistent with the GFOA Policy Statement on State and 
Local Laws Concerning Investment Practices and authorized by ORS 294.035 and 
294.810.  Investment of any tax-exempt borrowing proceeds and of any debt 
service funds will comply with the “arbitrage” restrictions of Section 148 of the 
Internal Revenue Code of 1986. 
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1.6.2.8. The 90-day Treasury Bill is considered the performance yardstick. 
 

1.6.3. Investment Maturities 
 

1.6.3.1. To the extent possible, the City will attempt to match its 
investments to anticipated cash flow requirements.  Unless matched to a specific 
cash flow, the City will not directly invest in securities with maturities greater 
than eighteen months.  With the approval of the Council, the City may invest in 
securities maturing in not more than three years if the investment is related to a 
specific cash flow or a particular capital project.  
 
1.6.3.2. With the approval of the Council, debt may be defeased with 
longer-term investments in direct obligations of the United States government or 
those obligations, which are fully guaranteed by the United States. 
 
1.6.3.3. Banks may collateralize the City’s repurchase agreements using 
investments with longer maturities.  Not more than 25% of the City’s total 
investment portfolio should be placed in securities maturing in more than 
eighteen months. 
 
1.6.3.4. The City recognizes that unnecessary liquidity may adversely affect 
the return earned on its investment portfolio.  At the same time, the City will 
maintain access to the short-term market as a liquidity buffer in order to meet 
unanticipated cash requirements.  However, if the rate spread between short-
term borrowing and portfolio yield is significant, sale of securities to meet 
liquidity needs is preferable. 

 
1.6.4. Investment Diversification 

 
The City will diversify its investments across security types and institutions.  With 
the exception of U.S. Treasury, Agency, and instrumentality issues, investments 
will be restricted as to type and institution. 

 
1.6.5. Investment Limitations 

 
1.6.5.1. Specific investment types shall not exceed the percentages of the 
total investment portfolio indicated below.  These specific types shall be the only 
allowable investments for the City.   
 
1.6.5.2. The primary determination of maturity will be to retain liquidity to 
meet projected and unexpected cash needs of the City.  Any decisions to 
purchase investments with maturities that exceed 180 days will be  the city 
manager’s determination. 
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Maximum % of 
Total Portfolio 

Maximum Length 
Of Maturity 

U.S. Government Agencies 
Local Government Investment Pool 
Time Certificates of Deposit 
Repurchase Agreements (overnight) 

25% 
100% 
10% 
25% 

 2 years 
No Limit 

 18 months 
       30 days 

  
1.6.5.3. Additional investment account types may be added to the City’s 
portfolio as approved by the City Council. 

 
 
Portfolio Balance 
Maturing in under 90 days   25% minimum 
Maturing in 91-180 days   50% minimum 
Maturing in 181 days to 18 months 75% minimum 
Maturing in under 3 years   100% minimum, except for defeased debt 
 

1.6.6. Time Certificates of Deposit 
 

The City will not invest in time certificates of deposit in a single institution in an 
amount in excess of 10% of the total deposits of the institution.  The City 
Finance Director is responsible to ensure that the deposits are adequately 
collateralized. 

 
1.6.7. Authorized Dealer and Financial Institutions 

 
1.6.7.1 The City Finance Director will maintain a list of financial institutions 
and primary securities dealers designated by the Federal Reserve Bank of New 
York as authorized to provide investment services.  Selected regional dealers 
with offices in Oregon will be considered on an individual basis after careful 
review of financial statements.  The City will limit all security purchases to this 
list. 
 
1.6.7.2 Deletions from this list may be made for a consistent lack of 
competitiveness in bids or for perceived financial distress.  Additions to the list 
may be made at the discretion of Finance Director. 

 
1.6.8. Competitive Selection 

 
The Finance Director, or authorized agent, shall obtain quotes before purchasing 
an investment.  If an amount The Finance Director shall select the quote, which 
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provides the highest rate of return within the maturity required and within the 
parameters of this policy. 

 
1.6.9. Accounting Method 

 
Investments will be carried at cost unless otherwise required by debt 
instruments or GASB Standards to be held at Fair Market Value (FMV).  Gains or 
losses will be credited or charged to investment income at the time of sale.  
Premiums or discounts may be amortized over the life of the security.  Write-
downs may be necessary if the portfolio contains significant market losses at 
year-end.  For financial statement reporting Generally Accepted Accounting 
Principles will be followed. 

 
1.6.10. Cash Management 

 
The Finance Director will maximize the City’s investment income by monitoring 
cash balances.  Excess cash will be invested according to the City’s investment 
guidelines. 

 
1.6.11. Reporting Requirements 

 
The Finance Director will maintain and provide the City Manager with reports on 
security holdings and investment performance, which may be reviewed upon 
request. 
 

1.6.12. Authority and Control 
 

The Finance Director will act only upon such authority as provided for within this 
policy, state statute and by authorization of the City Manager.  Any investment 
activities outside such authority must have prior written approval of the City 
Manager. 

 
1.6.13. Indemnity Clause 

 
The City shall indemnify staff from liability for losses that may occur in the 
administration of this investment policy so long as the activities of Staff comply 
with the City’s policy and State law.   
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1.7  Debt 
 

1.7.1 Purpose The purpose of this policy is to establish debt issuance guidelines.  
This policy is applicable to all debt issuance for the City of Ontario. 

 
1.7.2. Bond Rating 

 
1.7.2.1. The City will seek to maintain, and if possible, improve its current 
bond rating so its borrowing costs are minimized and its access to credit is 
preserved. 

 
1.7.2.2. Sound financial practices, debt management and capacity, and 
competent management support the maintenance of the City’s current bond 
rating.  In its relations with rating agencies and the investment community, the 
City will follow a policy of full disclosure, as required by legal and professional 
practices. 

 
1.7.3. Debt Issuance Guidelines 

 
1.7.3.1. The City will have a specific set of debt issuance guidelines 
consistent with Federal, State, and local laws and policies. 
 
1.7.3.2. The debt guidelines will recognize how much debt the community 
can support, not only based on debt of the City, but debt of overlapping 
jurisdictions as well.  Debt should not be used for the provision of routine 
operation unless it is only for cash flow purposes or the borrowing costs are less 
than the rate of invested funds.  Debt should never be issued for a period longer 
than the estimated useful life of an improvement or asset. 

 
1.7.4. Credit Worthiness 

 
1.7.4.1. The City will seek to maintain, and as possible, improve its current 
credit rating so its borrowing costs are minimized and its access to credit is 
preserved and enhanced. 
 
1.7.4.2. The City will maintain good communications about its financial 
condition with bond and credit rating institutions. 
 
1.7.4.3. The City will follow a policy of full disclosure for all disclosure 
documents, which meets or exceeds the disclosure guidelines as developed by 
the Government Finance Officers Association. 
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1.7.5. Borrowing Purposes 
 

1.7.5.1. The City will not fund current operations from the proceeds of 
borrowed funds, except for short-term cash flow borrowing such as Tax 
Anticipation Notes. 
 
1.7.5.2. The City will confine long-term borrowing to capital improvements, 
projects, or equipment, which cannot be funded from current revenues. 

 
1.7.6. Debt Repayment 

 
1.7.6.1. When the City uses long-term debt financing, it will repay the debt 
within a period not to exceed the useful life of the improvements or equipment. 
 
1.7.6.2. Whenever possible, debt shall be self-supporting, and will be 
revenue debt, or revenue-backed with a general obligation pledge. 
 
1.7.6.3. The general obligation pledge will be used only for projects, which 
have a general benefit to City residents, which cannot be self-supporting. 
 
1.7.6.4. Neighborhood Improvement Bonds may be issued for extra-
territorial assessments.  Such bonds shall be secured by the assessment 
payments and be reserves funded from other payments made by the benefited 
parties.  The term of the bonds shall match the projected cash flow from 
assessment payments and foreclosure sales. 
 
1.7.6.5. Advance refunding will be undertaken only when the net present 
value savings exceeds 4% or when the restructuring of debt is in the City’s 
financial interest. 
 
1.7.6.6. Lease purchase debt, including certificates of participation, will be 
considered as an alternative to long-term vendor leases when cost effective.  
Such debt will be subject to annual appropriation and administered by the 
Finance Department. 
 
1.7.6.7 Long-term lease purchases for buildings and facilities will be used 
when the cost of a lease purchase is lower than other options or if deemed 
appropriate because of time constraints, etc. 

 
1.7.7. Key Debt Ratios 

 
1.7.7.1. There are several key debt ratios that investors and financial 
analysts use when reviewing a City’s credit worthiness.  The City of Ontario has 
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established a set of guidelines which are to be used when reviewing the key 
debt ratios.  These numbers are indicators of financial stability.  Below is a listing 
of the City’s key debt ratios: 

 
     Type of Ratio          Guideline 
 
Net Direct Bonded Debt as percentage of Assessed Value     20% 
Net Direct Bonded Debt Per Capita       $750 
Net Direct Bonded Debt Per Capita as Percentage of Per Capita Income  3.0% 
General Obligation Debt Service as a Percentage of General Fund Revenues      10.0% 
Percentage of Total Debt that will be retired at the end of Ten Years 
   Expenditures           50.0% 
              

1.7.7. Conduit Financing 
 

1.7.7.1. Recognizing that the City is able to issue debt for broad purposes, 
it may be appropriate to issue on behalf of another party when the City Council, 
after a complete review process, determines that the proposed project will 
provide a general benefit to City residents. 
 
1.7.7.2. The City will consider issuing conduit financing which will not 
impair the City’s credit rating.  Any financing issued through the City shall qualify 
for an investment grade rating by one or both of the two top rating agencies. 
 
1.7.7.3. All expenses related to conduit financing will be borne by the 
applicants.  The City shall establish review procedures for projects, including 
public contracting and financial fees. 

 
1.7.8. Other Financing 

 
Entities associated with the City may issue debt subject to the same criteria listed above.  
Debt issued by City agencies shall be approved by the City Council. 
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1.8  Purchasing 
 

1.8.1. Purpose The purpose of this policy is to establish purchasing guidelines.  
This policy is applicable to all purchasing for the City of Ontario. 

 
1.8.2. Introduction 

 
1.8.2.1. The City’s Purchasing Section was established to ensure that 
needed goods and services are obtained in a timely manner, at the lowest prices 
possible, consistent with acceptable quality standards, and within the 
requirements of public purchasing laws. 

 
1.8.2.2. Consistent with these objectives, a part of the City’s procurement 
activity is decentralized.  In recognition of the cost of staff time and to reduce 
the cost of making small purchases, purchasing cards are issued to selected 
personnel as approved by the Department Head and City Manager.  The 
purchasing card will be defined later in this manual. 

 
1.8.2.3. Procedures which apply to purchases made directly by City staff as 
well as the steps followed by the Finance Department are described below, along 
with the public purchasing law and ethical standards that shape the City’s 
purchasing activities. 

 
1.8.2.4. Governing Laws and Regulations – Procurements by the City of 
Ontario are governed by federal laws, Uniform Guidance standards and state and 
local laws and regulations.  The City of Ontario establishes further requirements 
for the City’s purchasing activities in separate sections of this policy.  The City 
policy, adopted by resolution , along with the state statute and the City’s 
administrative policies and procedures describe basic procurement processes: 
e.g., public bidding, bid opening, bid evaluation and bid award. 
 
1.8.2.5. Principles and Ethics – All employees of the City of Ontario 
subscribe to the following principles and ethics: 
 

1.8.2.5.1. We believe in the dignity and worth of the service 
rendered by government and our own social responsibility as 
trusted public servants.  We consider, first, the interest of the City 
in all transactions and carry out and believe in the City’s 
established policies and ordinances and the laws of the State of 
Oregon. 

1.8.2.5.2. We keep the City informed, through appropriate 
channels, on problems and progress of the agency we serve, but 
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keep ourselves in the background, by emphasizing the importance 
of the facts. 
 
1.8.2.5.3. We are governed by the highest ideals of honor and 
integrity in all public and personal relationships in order that we 
may merit the respect and inspire the confidence of the City and 
the public, which we serve. 
 
1.8.2.5.4. We strive to stimulate competitive bidding in order to 
obtain goods and services at the lowest possible cost, and to 
provide all interested vendors with the opportunity to offer their 
products to the City. 

1.8.2.5.5. We strive to accord a prompt and courteous 
reception, so far as conditions will permit, to all who call on a 
legitimate business mission. 

1.8.2.5.6. We believe that personal gain or benefit obtained 
through misuse of public or personal relationships is dishonest. 

 
1.8.3. Conflict of Interest - No employee or official of the City shall 
participate in a transaction, contract, activity, or service of the City in which they 
personally have a direct or predictable effect on their financial interests or the 
interests of an immediate family member. 
 
1.8.4. Personal Purchases – It is prohibited for an employee or official to 
make purchases for their own personal purposes or to receive special pricing 
from a vendor using the City’s name, account, or reputation. 
 
1.8.5. Unauthorized Purchases - No individual has the authority to enter 
purchase agreements or contracts on behalf of the City unless specifically 
authorized to do so.  Individuals with authority are the City Manager up to 
$75,000, the Executive Team up to $5,000, personnel with purchasing cards up 
to the limit of the P.O. or amount authorized by the Department Head, and the 
Finance Director for debt service payments and as necessary to continue daily 
operations of the City but still complying with all ordinances and State laws and 
regulations.  The Council must authorize contracts for values over $75,000.  Any 
such purchase classified as unauthorized is considered a personal expense and 
the obligation of the purchaser. 

 
1.8.6. General Rules – All purchases or contracts for services of any kind 
or description, payment for which is to be made from funds of the City of 
Ontario, shall be, without exception, in the following manner. 
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1.8.7. Micro-purchase: (This guideline is only applicable for purchases 
using federal funding subject to the Uniform Guidance) Purchases where the 
aggregate dollar amount does not exceed $3,500 (or $2,000 if the procurement 
is construction and subject to Davis-Bacon). When practical, the City should 
distribute micro-purchases equitably among qualified suppliers. Micro-purchases 
do not require competitive quotes if management determines that the price is 
reasonable.  

 
1.8.7.1. $3,500 to $10,000 purchases using federal funding 
subject to the Uniform Guidance will follow the same competitive 
bidding rules enumerated in number 3 below. 

 
1.8.8. Under $10,000:  Small items in this category, used on a day-to-day 
basis, may be purchased with the approval of supervisory personnel without 
competitive bidding on each item.  However, even on these items, periodic 
telephone checks should be made to be certain the purchases are secured from 
a local source at the lowest cost for the quality needed.  Items used on a day-to-
day basis consist of office supplies and other items that are routinely purchased.  
For items under $10,000 that are not routinely purchased, it is required to obtain 
three informal bids to ensure that the best price is received. 

1.8.8.1. When seeking telephone quotations, it is preferable 
that the Telephone Quotations Form be utilized and completed in 
detail (Please reference Section 5).  If the recommended bid is not 
the lowest, a detailed explanation should be provided.   

1.8.8.2. Department Heads may authorize employees to 
purchase budgeted items by requesting a purchasing card for that 
employee and assigning a dollar limit. 

1.8.8.3. Whenever possible, these items should be purchased 
within the City Limits of Ontario.  If this is not possible, purchases 
should be secured within Malheur County. 

 
1.8.9. $10,000 - $100,000.00:  Purchases or contracts for services for the 
sum of $10,000 to $100,000.00 shall be secured on competitive bid basis.  This 
must be accomplished by securing at least three written informal bids or through 
the formal bid process utilizing advertisement and specifications; whichever is 
most advantageous to the City. 

1.8.9.1. When seeking written informal bids, all bids must be 
tabulated in detail and forwarded to the Department Head and 
Finance Director.  If the recommended bid is not the lowest, a 
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detailed explanation must accompany the bid’s submission to the 
Department Head and the Finance Director. 

1.8.9.2. Bid awards under $75,000 will be made by the 
Department Head if it is a budgeted item.  If not a budgeted item, 
bid award shall be made by the City Council at a regularly 
scheduled Council meeting along with the expenditure 
authorization by resolution. 

1.8.9.3. Bid awards over $75,000 will be made by the City 
Council at a regularly scheduled Council meeting. 

1.8.9.4. Whenever possible, these items should be purchased 
within the City Limits of Ontario provided the goods or services 
comply with bid specifications and are determined to be in the best 
interest of the City.  Preference may be given to local vendors 
when quality of product is equal or better and the difference in the 
delivered price is negligible. 

 
1.8.10. $100,000 – and higher:  Any item(s) for services in this category 
shall be purchased through the formal bid process.  Formal bids shall be secured 
by advertisement.  Additionally, a random sample of vendors who qualify, or 
who have indicated an interest in bidding, shall be forwarded a copy of the 
specifications, when possible, to insure the best competitive bids for the City. 

1.8.10.1. The responsibility for the advertising of formal bids 
will be that of the Department Head overseeing the purchase. It is 
required that an advertisement for formal bid is placed in the paper 
10 days prior to the bid opening. 

1.8.10.2. Award of items in this category will be made by the 
City Council based on Department Head recommendations if it is 
an appropriated item.  If it is not an appropriated item, bid award 
shall be made by the City Council at a regularly scheduled Council 
meeting along with the expenditure authorization by resolution.  
Award shall typically go to lowest and best bidder unless otherwise 
specified by State Statute. 

 
1.9.2. Invitations for Bid 

 
1.9.2.1. Bidders List – The Finance Director or responsible Department 
Head will maintain a list of vendors who wish to bid on goods or services for the 
city of Ontario. All vendors wishing to provide goods or services to the City may 
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contact the Finance Director or responsible Department Head with appropriate 
information for inclusion in future bid processes. 

 
1.9.2.1.1. When the City prepares an invitation to bid, all 
respective bidders on the list shall be notified in writing and given 
sufficient time to provide a bid to the City if the vendor intends to 
do so. 

 
1.9.2.2. Formal Bid Process – All Formal bid purchases or contracts for 
services shall be advertised and bid procedures shall be as follows: 

1.9.2.2.1. All notices and solicitation of bids shall state the time 
and place of opening.  It is required that the request for bid in the 
newspaper at least 10 days prior to the bid opening.  Bid opening 
dates will follow State statute. 

1.9.2.2.2. Notices and solicitations of bids shall include 
information that these are sealed bids and that they should be so 
identified (as bids) on the envelope. 

1.9.2.2.3. Notices and solicitation of bids shall plainly state to 
whom the sealed bid(s) should be addressed. 

1.9.2.2.4. Performance bond(s), in cash or otherwise, shall be 
requested if in the best interest of the City in such an amount as 
may be deemed sufficient to secure the execution of the contract 
or furnish supplies. 

1.9.2.2.5. The City of Ontario, Oregon reserves the right to 
reject any and all bids and waive any informality.  The City of 
Ontario also reserves the right to select the lowest and/or best 
bidder as determined by the City in its sole discretion. 

 
1.9.2.3. Correspondence With Vendors – All correspondence with vendors 
should be communicated through the Department Head responsible for 
overseeing the specific bid unless the bid specifications make it advisable to 
delegate the authority to others. 

 
1.9.2.4. Competitive Buying – City policy requires quotes or bids to be 
obtained from as many providers as possible to insure a competitive marketing 
atmosphere and advantageous pricing.  Bids will be solicited when required by 
policy and also when it is found to be advantageous to do so.  Any qualified 
provider may respond to a City request for quote or bid. 
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1.9.2.5. Periodically, the Finance Department will check items purchased by 
other authorized personnel to verify that the City is obtaining the best prices for 
the quality of goods purchased.  Recommendations will be made as necessary to 
benefit the City. 

 
1.9.2.6. Maintenance Agreements – If the need for a maintenance 
agreement is anticipated at the time of purchase, the terms of the agreement 
must be included in the bid specifications.   

 
1.9.3. Emergency Purchases 

 
1.9.3.1. In Case of an emergency which requires immediate purchase of 
supplies or services and time is of the essence, the City Manager shall have the 
authority to authorize such purchase up to $50,000 or secure such services 
needed without complying with procedures as set out above.  Examples of 
emergencies requiring emergency purchase include sewer line collapse, water 
system pump failures, and weather-related damage requiring immediate repair.  
(Please refer to the No. P.O. Form in Section 5 of this manual.) 
 
1.9.3.2. For purchases over $50,000, a poll of the City Council should be 
made prior to the purchase.  If a poll of the Council is not possible, a full report 
of such an emergency purchase shall be made by the City Manager to the City 
Council no later than the next City Council meeting. 
 
1.9.3.3. An emergency purchase is constituted as an immediate need of a 
good or service, which was unable to be anticipated, which time is a crucial 
factor and would be a disservice to the citizens of the community of Ontario if 
the item were not purchased. 

 
1.9.4. Steps in Purchasing/Procurement 

 
1.9.4.1. The Finance Department has the responsibility to oversee all 
purchasing activities for all departments at the City.  Any employee that has a 
purchasing card approved by their department head is authorized to purchase 
goods up to their limit (i.e., $500).  Any purchases over their limit must be made 
by the Department Head. 
 
1.9.4.2. Price Agreements and Other Centralized Purchasing – Price 
Agreements are contracts negotiated by the City for goods or services, which we 
need frequently throughout the year (e.g., fax machines, computers, uniforms, 
sand and gravel, etc.).  It is to the City’s advantage for departments to use these 
agreements to save money and time by not having to go through a bid process 
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for each purchase.  The City does require that departments purchase certain 
types of goods and services in a more centralized fashion:  data processing 
equipment and services, telecommunications equipment and services, vehicle 
purchases, printing goods and services, office supplies.  These purchases are 
coordinated with the assistance of Finance.  The following steps are involved in 
the bid process: 

 
1.9.4.2.1. Department head prepares the bid package, sets the 
bid opening date, prepares the advertisement for call for bids, the 
bid invitation letter, specifications and list of prospective bidders. 
 
1.9.4.2.2. Department Head holds public bid opening according 
to State requirements. 
 
1.9.4.2.3. The requesting department prepares a tabulation of 
bids received, analyzes bids, and returns bid documents with 
recommendations for bid award to Department Head and Finance 
Director. 
 
1.9.4.2.4. Finance Director reviews analysis and 
recommendation and upon approval the Department Head 
prepares final recommendation for submission to City Council when 
required by the City’s Bid policy. 
 
1.9.4.2.5. City Council ensures that staff has followed the 
purchasing policies and awards the bid. 
 
1.9.4.2.6. Requesting department obtains purchase order prior 
to issuing a Notice to Proceed or otherwise obligating the City 
financially and administers the contract and notifies accounts 
payable when payment is to be made through standard invoice 
procedures. 

 
1.9.4.3. Contractor Performance Problems – It is very important that 
Departments document any performance problems with a particular vendor.  
Documentation should include written notification to the vendor of a problem, 
evidence of attempts to resolve the problem and a summary of the final 
outcome of the situation. 

 
1.9.4.3.1. Please notify the Purchasing Agent when a vendor 
continues to have performance problems and forward a report 
documenting the incident.  The City Manager can determine if a 
vendor is classed as irresponsible and can be taken off of our 
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bidding list for a period of 3 years or until the vendor can prove the 
problems have been corrected. 

 
1.9.5. Good Financial Standing 

 
1.9.5.1. All business providing services to the City of Ontario should be in 
good financial standing with regard to any financial obligations within the City.  

 
1.9.5.2. All businesses providing services to the City of Ontario should 
comply with city ordinances, resolutions and contracts. 

 
1.9.6. Exclusive Service 

 
1.9.5.3. In the event that there is only one firm or company or individual 
capable of providing a particular service or commodity, referred to as a sole 
source vendor, and such services or commodities cannot be secured from any 
other person(s) or company(ies), then the City Council may authorize securing 
such items without the above bidding process(es) by declaring a sole source 
vendor.  Approval of the City Council must be received prior to making the 
purchase.  To receive such authorization, the Department Head must submit 
with the purchase order, a detailed agenda report explaining why this is the only 
feasible person/company from which to purchase/contract; and confirmed 
research must be included in the explanation. 

 
1.9.7. Exemptions from the Public Bidding Process 

 
1.9.7.1   Professional Services – This Purchasing Policy shall not apply to 
professional services and the requirements shall not be mandatory in the 
employment of professional services.  Professional services include, but are not 
limited to, the following: 
 

(A) Attorneys 
(B) Architects 
(C) Artists 
(D) Bond Counsel 
(E) Certified Public Accountants/Auditors 
(F) Consultants 
(G) Engineers 
(H) Financial Advisors 
(I) Physicians 
(J) Real Estate Brokers 

 
1.9.7.2. Design-build Services – This Purchasing Policy shall not apply to 
design-build specialty services so long as the City Council approves such an 
exemption through formal action. 
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1.9  Employee Development 
 

1.9.1. Purpose: The Purpose of this policy is to establish the guidelines for which the 
City will reimburse employees for training, career education, and approved 
courses of study (Tuition Assistance).  Travel and expense reimbursement 
procedures are outlined within the Tuition Assistance Policy.  This policy is 
applicable to all City personnel. 

1.9.2. Definitions: As addressed by this policy, training is defined as any work-related 
program, seminar, conference, convention, course or workshop attended by an 
employee whose tuition and expenses are funded in whole or in part by the City 
or while the employee is in a paid status with the City. 

 
1.9.3. Statement of Policy – Employees are encouraged to continue their formal 

education through participation in off-duty/non-work hour educational programs.  
Reimbursement for educational expenses incurred by such participation may be 
granted for job related courses with prior approval of the City Manager, provided 
funds have been budgeted for such reimbursement. Tuition reimbursement will 
be made only for courses that benefit the employee and the City or go towards a 
degree that benefits the employee and the City. 

 
1.9.3.1. Any reimbursement shall only be after successful completion of the 
course/program.  Successful completion shall be defined as receipt of a 
certificate of satisfactory completion, a grade of C (2.0 grade point) or better for 
undergraduate courses, a grade of B (3.0 grade point) or better for graduate 
and post-graduate courses, or attainment of pass in a pass/fail grading system.  
Tuition reimbursement is for the course only; no reimbursement will be allowed 
for books, lab fees, travel expenses, or material costs.  Approval for tuition 
reimbursement shall only be allowed for courses offered by accredited colleges, 
universities or vocational training institutes. 
 
1.9.3.2. Reimbursement to an employee for approved course will be limited 
to $2,000 per calendar year.  Request for reimbursement must be made within 
30 days following the completion of the course of study.  To receive tuition 
reimbursement, an employee must complete the “Pre-approval for Tuition 
Reimbursement” and a “Request for Tuition Reimbursement” forms with required 
supporting documents.  See Section 5. 
 
1.9.3.3. Training reimbursement is generally available to only those 
employees who have successfully completed the employee’s designated 
probation period. The City Leadership Team shall review pre-approval requests 
for tuition reimbursement and either approve or disapprove the request. 
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1.9.3.4. Consideration of employee requests for tuition reimbursement is 
dependent upon budgetary constraints and the recommendation of that 
employee’s Department Head.  Time spent in attendance at these courses shall 
be considered the employee’s personal time and is not counted as time worked. 
 
1.9.3.5. It is the policy of the City to maximize comprehension, retention 
and transference of training provided by the City. 
 
1.9.3.6. No person will be denied training because of race, religion or 
creed, color, political affiliation, physical or mental disability, national origin, sex, 
veteran status, genetic information, citizenship, marital status, sexual 
orientation, domestic violence victim status, parent with court-imposed medical 
support order, or age.   

 
1.9.4 Tuition Assistance Plan 

 
1.9.4.1. The plan shall serve as both an employee incentive and employee 
retention plan.  The course or degree program must be approved prior to 
enrollment by the Department Head and the City Manager.  The employee must 
be full-time and not on probation other than transfer or promotion.  The subject 
matter of the course of study must be related to the employee’s current job or 
the course must be applicable as credit toward an approved certificate or degree 
requirement in a related field. 
 
1.9.4.2. Prior to budget preparation, the employee is responsible for 
notifying his/her Department head of his/her intent to participate in this 
program. 
 
1.9.4.3. Employee training history will be maintained as part of the 
personnel files. 

 
1.9.5. Reimbursement 

 
1.9.5.1. Upon completion of the approved course, receipt of tuition 
payment, and grade verification, the City will reimburse as follows until funds are 
exhausted. 
 
1.9.5.2. Reimbursement for courses (limited to 2 annually) taken at an 
accredited college, university, or vocational training institute shall be as follows. 

 
Grade Undergraduate Graduate/Post-Graduate 
A 80% of tuition only 80% of tuition only 
B 70% of tuition only 60% of tuition only 
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C 60% of tuition only 0% of tuition only 
D or lower 0% of tuition only 0% of tuition only 

  
1.9.5.3. Pre-Approval for Tuition Reimbursement Forms must be submitted 
and approved by the Department Head, Leadership Team, and City Manager 
prior to the beginning of the course.  Upon completion the employee shall 
submit the Request for Tuition Reimbursement Form.  It is upon completion and 
proof of grade submission for a course that reimbursement shall occur. 
 
1.9.5.4. Conferences/Seminars will be arranged and approved by following 
the process and procedures as outlined on the Travel Voucher Form.  The 
Travel Voucher Form must be completed and approved by the Department Head, 
or City Manager prior to attending.  Upon return and within 7 working days a 
reconciliation of the Travel Voucher Form must be completed and submitted 
for approval and processing. 

 
1.9.5.5. As a general rule, attendance at conferences/seminars out of state 
shall be limited to one annually.  The following exceptions may apply upon the 
approval of the City Manager. 

 
1.9.5.5.1. Travel will be by automobile rather than air (cost of 
airline ticket or mileage is reimbursed, whichever is less) 

1.9.5.5.2. Attendance is required as part of a job-related 
certification program 

1.9.5.5.3. A specific benefit would be derived by attending such 
as: 

1.9.5.5.3.1. Legislative updates  

1.9.5.5.3.2. New technology 

1.9.5.5.3.3. Improve a job-related skill 

 
1.9.5.6. Department Heads should identify conference/seminar costs during 
the budget preparation and stay within the budgeted amounts.  Conferences 
which are job required are reimbursed at 100%. 

 
1.9.6. Tuition Appropriation – The City Council will establish the amount of funding 

to be allocated for tuition reimbursement on a citywide basis.  The City Manager 
will allocate those funds between the various departments.  The funds may not 
be appropriated/transferred into other accounts.  Mid-year budget review will 
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monitor the use or intended use of remaining funds and the City Manager may 
authorize transfers into other departments, when appropriate. 
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1.10  Travel and Expense 
 

1.10.1. Purpose: The purpose of this policy is to establish the guidelines for officials 
and employees of the City of Ontario while traveling on “Official Business.”  This 
policy is applicable to all City officers and personnel. 

 
1.10.2. The primary responsibility for the authentication of the travel and all expenses 

incurred on individual expense accounts rests with Department Heads and the 
City Manager. 

 
1.10.2.1. Definitions 
 

1.10.2.1.1. For the purpose of this policy, the following shall 
apply: 
 
1.10.2.1.2. Approved City credit cards shall be those cards issued 
and approved through the City Manager as valid for the purpose of 
billing the City. 
 
1.10.2.1.3. Travel authorization and reimbursement forms are 
those approved by the City Manager, and Finance Department. 
 
1.10.2.1.4. Residence shall be the place in which the individual 
has an abode or dwelling place. 

 
1.10.3. Reimbursable Travel Expenses 

 
1.10.3.1. Reimbursable travel expenses are limited to those expenses 
authorized and essential to the transaction of official business of the City.  
Expenses incurred for the sole benefit of the City employee or official, such as 
any type of insurance, travel loan finance charges, personal credit card fees or 
dues, alcoholic beverages, extra meals, that portion of meal totals in excess of 
the per diem allowance, tips in excess of the 20% City established maximum, 
magazines and other like charges are prohibited from being paid for using a City 
credit card and shall not be reimbursed as travel expenses.   
 
1.10.3.2. Expenses for laundry service and dry cleaning shall not be 
considered a business expense.  Incidental accounts not directly concerned with 
travel (such as postage, small emergency supplies, etc.) may be allowed when 
necessary to the performance of official business while traveling.  These 
necessary incidental expenses shall be itemized on the Travel Voucher with 
receipts attached. 
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1.10.3.3. Reimbursements for items other than per diem paid for meals and 
incidentals will not be made without a valid receipt. 

 
1.10.4. Reimbursement When Leaving and Returning the Same Day 

 
1.10.4.1. Officials and employees will be allowed travel expenses when 
required to travel away from their official domicile on City business and returning 
the same day under the following situation.  When early departure or late arrival 
of approved travel was required to conduct City business, then the City will 
reimburse for meals and mileage for official use of a private motor vehicle.  The 
description of the travel must be indicated on the  purchase order along with 
applicable supporting documentation.  Reimbursements will be calculated using 
established per diem rates. A city vehicle must be used if available. If an 
employee chooses not to use a city car when one is available, they will be 
allowed the IRS mileage rate for medical purposes. 

 
1.10.5. Items Invoiced to the City – Items which are properly purchased and 

invoiced directly to the City of Ontario will not be included on an expense 
account and are not reimbursable under this policy. 

 
1.10.6. Prudent Person Rule – Employees and officials are expected to exercise the 

same care in incurring expenses, as a prudent person would exercise if traveling 
on personal business. 

 
1.10.7. Alcoholic Beverages – City Officials and employees shall not incur expenses 

for the purchase of alcoholic beverages for reimbursement as a travel expense 
or payment directly by the City through use of a City credit card or any other 
means of purchasing. 

 
1.10.8. Meals 

 
1.10.8.1. If a credit card is unavailable, reimbursement for meals will be on a 
per diem basis according to the Federal Per Diem Rates at www.gsa.gov. If 
meals are included in the conference fee they are excluded from reimbursement.  
Any expenses in excess of the daily amount established by the Federal Per Diem 
Rate based upon the location of travel must be approved by the Department 
Head and the City Manager.  In cases where the employee exceeds the per diem 
amount with a City credit card, the employee will be issued a warning and 
notified of the amount of reimbursement required and they will be required to 
issue a check for the amount payable to Visa.   
 
1.10.8.2. Meals that are part of an approved seminar, training session, or 
organization meeting held in the area will be reimbursed for the actual amount 
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with receipts required.  The reimbursement of meals will be at actual cost when 
receipts accompany the Expense Reimbursement Requests/Verification Form. 

 
1.10.9. Airfare, Bus, Rail Transportation, Private or City-Owned Vehicles & 

Rentals 
 

1.10.9.1. Travel may be accomplished by plane, train, bus, private or City-
owned vehicles, rented car, or taxi, whichever method serves the requirements 
of the City most economically and advantageously.  When an airport is within 
seventy (70) miles of the employee’s official domicile or residence, and 
transportation to and from the airport is provided by a family member or friend, 
the employee may be reimbursed for automobile mileage for up to two (2) round 
trips.  The routing of each trip for mileage computation shall be by the most 
common traveled route unless unusual circumstances warrant other less direct 
routes.  Reimbursements for mileage shall be calculated from the shorter of 
either the distance from the employees home or City Hall. Individuals on City 
business shall use competitive pricing for airfare, bus or rail transportation, and 
rentals.   
 
1.10.9.2. Air travel should be paid directly by the City and not charged on a 
personal credit card.  This practice should be followed to avoid financial gain by 
the employee through use of their position relative to frequent flier miles or 
other incentives offered by an employee’s personal credit card. 

 
1.10.10. Automobile Rental – Rental cars can only be used when taxis, buses or 

limousine services are impractical or for emergency transportation.  The reason 
for using rental cars should accompany expense forms.  Receipt is required.  The 
City can make reservations and some discounts are available.   

 
1.10.11. Privately-Owned Automobile Mileage Reimbursement 

 
1.10.11.1. For travel in privately owned automobiles, mileage allowance shall 
be at a rate equal to the IRS standard expense allowance for mileage 
reimbursement when a city vehicle is not available for use. If an employee 
chooses not to use a city car when one is available, they will be allowed the IRS 
mileage rate for medical purposes. 
 
1.10.11.2. Mileage figures listed on the Travel Voucher should be rounded to 
the nearest whole mile.  Other expenses such as toll charges for bridge and 
turnpike use and parking charges will be allowed.  When more than one (1) 
person travels in the same automobile, only the owner of the vehicle shall be 
allowed mileage.  Mileage reports must include information for when, where and 
what type City business was discussed. 
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1.10.11.3. Under no circumstances will an employee be allowed to purchase 
gasoline using the City’s tax-exempt fuel account and place it in a private 
vehicle.  This activity is considered a misuse of public funds. 

 
1.10.12. Travel in City-Owned Automobiles 

 
1.10.12.1. Expenses for gasoline, oil, storage, washing, greasing and other 
necessary services will be allowable as long as proper receipts are attached to 
the expense form and City purchasing cards are used.  In the event an employee 
is required to incur an expense for authorized travel in a City-owned vehicle, the 
City shall reimburse that employee for 100% of the costs shown on the receipts 
submitted for reimbursement upon authorization by the respective Department 
Head. 
 
1.10.12.2. No official or employee shall be allowed hotel expenses while in the 
City of his/her official domicile. 

 
1.10.13. Travel Voucher Form – The Travel Voucher Form is used for travel pre-

approval and in situations where an official or employee travels for city business. 
If a reimbursement of expenses is requested, the official or employee will submit 
the Travel Voucher and attach copies of all receipts for the period of travel 
within seven (7) days. If expenses are paid using a city credit card, a travel 
voucher form along with the receipts should be included with the credit card 
statement. 

 
1.10.14. Travel Advancement – The City will pay in advance the following costs: 

Please note: A travel packet including the Travel Voucher form, the 
meeting/conference program/itinerary, and a purchase order for the advanced 
costs listed below must be submitted to the Accounts Payable Department no 
later than 14 days prior to the event. 

 
1.10.14.1. Conference/Training Registration fees – Such payment will be 
made by city credit card or mailed directly to the organization, to take advantage 
of early registration discounts. This will be done through a purchase order 
attached to the Travel Voucher Form. A copy of the registration form describing 
the specific event must be attached to the purchase order.  
 
1.10.14.2.   Airfare – Airfare is normally reserved on-line through the internet 
and paid with a City credit card after travel approval has been received. 
 
1.10.14.3.   Lodging – Officials and employees are to stay in moderately priced 
(see item 5) establishments. Lodging reservations can be held with the use of a 
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City Credit Card. (See City Credit Card Policy). Upon receipt of an approved 
travel voucher form and supporting documents, a pre-authorization for a city 
credit card fwill be completed ahead of time. This pre-authorization form would 
allow use of a city credit card and the city official or employee would need to 
adhere to the City Credit Card Policy (See section 1.13). The lodging receipt is 
required to be kept and will be turned in with the travel voucher. 
 
1.10.14.4.   Meal allowance - An advance for the M&IE Allowance, which 
includes both meals and incidental expenses, will be permitted for meals not 
provided by the conference or training as indicated in section 1.10.3. above. A 
conference agenda shall be submitted with the advance travel reimbursement 
request showing what meals are provided and what meals are not. Only per 
diem rates as prescribed by the Federal Government for official travel will be 
provided for M&IE Allowance. Per diem rates by location are found at 
www.gsa.gov. 

 
1.10.15. Reimbursement for Non-Employee Expenses 

 
1.10.15.1. City employees and officials may be reimbursed for travel expenses 
incurred for other employees or non-employees provided the specific business 
reason necessary for doing so is indicated along with the names of those 
involved.  This is intended to be used for those common types of travel 
situations where it is normal and practical for one (1) individual to pay for an 
expense rather than be divided among all individuals.  Examples may be a 
restaurant bill or hotel charge for which a room was shared. 
 
1.10.15.2. Reimbursement for spouse expenses at an official business 
function requires a written justification pre-approved by the City Manager.  This 
reimbursement is limited to elected officials and department directors or those 
designated to represent them and must be for legitimate business reason where 
attendance of the spouse is required to represent the City.  City employees and 
officials may be reimbursed for expenses incurred by their spouses or other 
members of their families only as provided for concerning transportation to and 
from the airport and representing the City at an official business function. The 
employee shall pay the difference of any costs between the amount for the 
employee’s attendance and the amount for family to attend (e.g. such as an 
upgrade to a larger room or suite to accommodate more guests).  The City shall 
reimburse or pay for the cost of a single occupancy room rate.    

 
1.10.16. Telephone – Telephone, cellular service expenses shall be allowed only 

when necessary for the transaction of official business.  Copies of billing 
statements must be attached to the Expense Reimbursement 
Request/Verification Form. 

http://www.gsa.gov/
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1.10.17. Association Officer Expenses – Occasionally, members of associations 

are invited to serve in an official capacity in the association.  This type of 
undertaking requires the expenditure of time and money, but often the 
membership will reflect favorably on the City.  The City encourages this practice 
by reimbursing them for reasonable expenses incurred for travel, lodging, and 
meals as set forth herein.  At the same time, the City employee has the 
opportunity to gain peer recognition and, thus to enhance his or her 
development. 

 
1.10.18. Out of State Travel – All out of state travel, with the exception of 

Idaho, must be approved by the City Manager.  All other rules apply. 
 

1.10.19. Unusual Travel Expense 
 

1.10.19.1. The City Manager may approve unusual travel expenses not 
covered by this policy or modify procedures for the payment of travel expenses.  
The need for reimbursement of unusual travel expenses shall be made in writing 
to the City Manager with a copy to the Accounts Payable Clerk. 
 
1.10.19.2. The City will not reimburse for items purchased as souvenirs (i.e. 
pens, pencils, shirts, ball caps, and mugs). 
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1.11  Telephone and Cellular Phone  
 

1.11.1. Purpose: The purpose of this policy is to establish usage guidelines for 
telephone calls made within City Hall, from cellular phones provided to 
employees to conduct City business, and 800 number calls billed to the City.  
This policy is applicable to all City of Ontario employees, the Mayor and City 
Council. 

 
1.11.2. Call Placement 

 
1.11.2.1. City employees and officials should limit long-distance calls to 
those associated with performance of duties associated with their position. 
 
1.11.2.2. Personal telephone calls should be minimal and should not 
interrupt business with customers.  In the event an employee has an emergency 
need to utilize a City cell phone to make personal calls that result in additional 
charges to the City, their immediate supervisor must be notified and the City 
shall be reimbursed for all personal telephone tolls incurred. 

 
1.11.3. Cellular Phone Usage 

 
1.11.3.1. Cellular phone billings are set up with a basic monthly fee.  The 
equipment is provided to the employee for job-related duties and should be 
primarly limited to job-related telephone calls. A deminimus use of a city cell 
phone to contact family when travelling out of town is allowed.  
 
1.11.3.2. Vendor cell phone bills will list each individual call . 
1.11.3.3. In any situation in which abuse is found, disciplinary action may be 
taken as prescribed in the Employee Manual and cellular phone privileges may 
be revoked by the Department Head or City Manager. 
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1.12  Moving Expenses  
 

1.12.1. Purpose: The purpose of this policy is to establish the guidelines for payment of 
moving expenses.  This policy is applicable to all City Executive Staff. 

 
1.12.2. Situation - The City of Ontario hires individuals for Management vacancies 

based upon qualifications, not geographic location.  It is possible the new 
employee will be required to relocate to the area in order to perform his/her 
duties.  This move will directly benefit the City and, as such, the City should 
incur the cost.  The City may reimburse a new management employee, with the 
approval of the City Manager, up to $2,500 of valid moving costs on a 
reimbursement basis. The City Council at its discretion may choose to reimburse 
higher moving expenses. 

 
1.12.3. Early Separation following Moving Expense Reimbursement – If an 

employee chooses to separate service from the City prior to one year of service, 
the employee will reimburse the City 75% of said payment for moving expenses 
reimbursed, which amount may be deducted from the employee’s final pay 
check. 
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1.13  City Issued Credit Cards  
 

1.13.1. Purpose: The purpose of the credit card is principally to facilitate the acquisition 
of goods and services for the City where the vendor requires such use. Credit 
card purchases are intended to be small in scope, of a “non-capital” nature and 
are intended to complement existing purchasing processes.  The card is not to 
circumvent the internal control procedures or to replace the Purchase Order (PO) 
process.  The card is only used when a purchase order cannot be used or when 
there is a savings to the City. A purchase order must be generated for the credit 
card purchase along with the proper approvals.  CARDHOLDERS MUST COMPLY 
WITH ALL CITY PURCHASING POLICIES AND PROCEDURES.  All purchasing of 
budgeted capital items must have the proper approval of the appropriate 
Department Director or City Manager. 

1.13.2.  Cardholder Limits  

1.13.2.1. Only City employees may be Cardholders in accordance with this 
policy. 

1.13.2.2. A maximum dollar amount for each single purchase and a total for 
all purchases made with the credit card within a given monthly billing cycle has 
been provided to each Cardholder. The employee is responsible for the overage 
if the limit is exceeded. 
 

1.13.3. Use of Credit Card  

1.13.3.1 The credit card is to be used for authorized City purchases only. 

1.13.3.2. No person other than the Cardholder is authorized to use the card 
unless prior written authorization is obtained from the Department Head. 

1.13.3.3. Questions regarding credit card accounts and procedures should 
be directed to the Finance Director. 

1.13.3.4. The credit card may be used at any business establishment, which 
accepts credit cards for payment. 

1.13.3.5. Cardholder should exhaust all other methods of procurement 
before using the credit card (i.e., purchase orders or invoicing). 

1.13.3.6. The Cardholder must be able to justify that the use of the credit 
card was necessary and was for an official city business purpose. 

1.13.3.7. Cardholder shall take all necessary precautions to keep the card 
and card number in secure location. 
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1.13.3.8. Cardholder’s department is responsible for all charges incurred on 
the credit card including any annual service fees and finance charges. 
 
1.13.3.9. Copies of all necessary forms are enclosed within this section of 
the Financial Operations Guide. 
 

1.13.4. Telephone, Internet, and Facsimile Orders  

1.13.4.1. When placing a telephone/Internet/facsimile order, confirm that 
the vendor agrees to charge the card when shipment is made and not sooner. 
The receipt charge date should coincide with the shipping date. 

1.13.4.2. All telephone/Internet/facsimile orders must be recorded on the 
“Record of Credit Card Use” form when the transaction occurs. 

1.13.4.3. Request that the vendor send, via facsimile or e-mail, a copy of 
the invoice marked “Paid by credit card”. The original invoice is still necessary 
by the Finance Department for reconciliation purposes. 

1.13.4.4. Backorders are not allowed without approval by the City Manager. 

 
1.13.5. Documentation  

1.13.5.1. Documentation must be retained as a proof of purchase any time 
a purchase is made using the card. These documents are to be used to verify 
the purchases on the Monthly Statement of Account. 

1.13.5.2. All purchases are to be recorded on “Record of Credit Card Use” 
form. This form must be maintained as charges occur. 

1.13.5.3. If, for any reason, the Cardholder does not have documentation 
for a transaction, the Cardholder must attach a “Statement of Missing 
Documentation” form, which provides a description of the item, vendor’s name, 
reason for missing documentation, and the action that will be taken to insure 
proper documentation in the future. In addition, the Cardholder and the City 
Manager’s signature are required on the form. 

1.13.5.4. If receipts are related to travel, it is the Cardholder’s responsibility 
to photocopy the receipts to attach to their “Travel Requisition” form. The 
original must be forwarded to the Finance Department for reconciliation with 
Monthly Statement of Account. 

1.13.6. Card Restrictions  

1.13.6.1. The following uses of a Credit Card are prohibited: 
 



City of Ontario, Oregon 
Financial Policies 

 

44  
  

1.13.6.1.1. Cash advances. 

1.13.6.1.2. Personal purchases. A Cardholder may not charge any 
personal items on the City credit card. 

1.13.6.1.3. Gasoline purchases or vehicle repairs unless outside the 
service area and/or in an emergency. Documentation will 
be required. 

1.13.6.1.4. Alcoholic beverage purchases. 

1.13.6.2. Per Diem. Per Diem requests shall be processed through Accounts 
Payable prior to travel.  

1.13.6.3. Cardholders shall also comply with any applicable departmental 
restrictions on usage. 

1.13.6.4. A Cardholder may not violate any established procurement 
requirements, where it pertains to obtaining quotes, when using the City credit 
card. 

1.13.7. Reconciliation and Payment 

1.13.7.1. At the close of each billing cycle (month), a copy of your 
“Record of Credit Card Use” form is due to the Finance Department on the 15th 
of each month. 

1.13.7.2. Attach any additional documentation necessary, complete all forms 
fully and assure that all necessary signatures have been obtained. 

1.13.7.3. This form will be reconciled with both the receipts and the “Monthly 
Statement of Account” by the Finance Department . 

1.13.7.4. If unable to submit the required documentation by the due date, 
please contact the Finance Department as soon as possible. 

1.13.7.5. Payment will be made promptly and before the due date to avoid 
any service or finance charges. 

1.13.7.6. Any department not responding promptly to the request for 
information from the Finance Department or in any way delaying the timely 
monthly payment of the credit card account will be assessed the finance charges 
imposed by the issuing financial institution. 

1.13.8. Lost or Stolen Cards – Should any Cardholder lose, suspect of having lost, or 
have their credit card stolen, it is their responsibility to immediately notify the 
Card Issuer and the Finance Department of the loss. The following steps must 
be taken to report the loss: 
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1.13.8.1. Report the loss immediately to the Credit Card Issuer. They can be 
reached 24 hours a day, seven day a week. 

1.13.8.2. Notify the Finance Department immediately upon discovering that 
the card is missing. 

1.13.9. Termination / Resigning Employees  

1.13.9.1. All efforts will be made by the Finance Department to obtain the 
credit card, any receipts, “Record of Credit Card Use” forms and other related 
forms when a Cardholder employee is terminated or resigns. 

1.13.9.2. If the credit card cannot be collected, the Department Head or 
City Manager, as may be appropriate, will immediately insure the card is 
canceled. 

1.13.10. Policy Violations – Failure to follow this policy may result in loss of 
Cardholder privileges and may result in disciplinary action, including termination 
of employment as well as civil and/or criminal charges. 

 

Please reference the Credit Card Usage Authorization Form in Section 5 of this 
manual. 
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1.14  Credit Collections  
 

1.14.1. Purpose: The purpose of this policy is to outline the applicable fees for checks 
returned from the bank on accounts with insufficient funds.  This policy applies 
to Cash Collections by City of Ontario. 

 
1.14.2. When the City receives a check for goods or services, it is deposited into the 

City’s bank account.  Upon a check being returned from the bank due to 
insufficient funds, the party will be notified and informed to pay their balance 
and applicable fee(s). The following fee schedule will be followed: 

 
1.14.2.1. $10.00 – Party notified City of returned check prior to bank 
notifying City and paid balance due with cash, cashier’s check or money order 
 
1.14.2.2. $25.00 – Party notified, failed to pay balance due timely.  In the 
case of utility accounts, the returned check payment will be reversed and the fee 
charged directly to the customer’s account.  When the returned check is 
determined to be other than a utility payment, the department for which the 
check payment was posted will be notified, the payment reversed, and an 
invoice will be generated and submitted to the customer.  Unpaid invoices will be 
turned over for collection after 30 days. 

 
1.14.3. If the check in question concerns a service in process, it is the responsibility of 

the department to stop City services until the debt plus any required fees have 
been paid. 
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Section 2 – Financial Management and Internal Controls 
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Introduction 
 
This section has been developed to provide City staff involved with department financial 
systems and/or budget preparation with a conceptual framework of some of the basic 
concepts and processes that is involved with financial management and control.  This section 
is intended to give a brief description of the “universe” in which the budget process “lives”. 



City of Ontario, Oregon 
Financial Policies 

 

49  
  

 
2.1  Fund Accounting Theory 
 

2.1.1. Purpose: This section explains the basic concept of fund accounting.  It also 
describes the six types of funds that exist in Ontario City government. 

 
2.1.2. Fund Accounting 

 
2.1.2.1. Unlike most private enterprises, the City provides many services 
which, were they not provided by a government agency, would be considered 
monopolistic.  Therefore, many of the free market economic controls, such as 
price, no longer ensure that services are provided in the most effective and 
efficient manner possible.  Also, unlike most private enterprises, governments 
have the ability to raise revenues through taxes rather than through the 
exchange of goods or services.  Taxes are not usually applied strictly on the 
basis of the services received in exchange. 
 
2.1.2.2. These two basic differences between private enterprise and 
governments have led citizens (taxpayers) and other groups with particular 
interests in government to see “non-market-place” means of controlling the 
expenditures of government.  Legal and political constraints have been instituted 
which require governments to expend monies in certain restricted ways.  Certain 
resources, such as some Federal grants, are legally available only if they are 
used for specific programs, e.g., the Community Development Block Grant 
program.  The City is required to refund these resources if they have not been 
used within the specific conditions established by law or the grant agreement. 
 
2.1.2.3. In order to account for these resources and the related 
expenditures, an accounting theory based on a measurement unit called a fund 
was developed.  Instead of putting all the City’s resources together in one set of 
accounts and then trying to figure out what was related to what, the City’s 
resources are accounted for in separate sub-entities called funds. 
 
2.1.2.4. Each fund is a self-balancing set of accounts, which records all the 
activity concerning the assets, liabilities, equity, revenues, and expenditures 
needed to carry on a specific activity.  The separation of the City’s activities into 
funds allows the City to maintain the appropriate (required) controls over 
expenditures for each activity and to report on specific activities to interested 
citizens. 
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2.2  Fund Types:     
 

2.2.1. Purpose: All funds are classified into six (6) fund types.  These fund types, and 
the purpose of each: 

 
2.2.2. General Fund – To account for the administrative, police and fire protection, 

cemetery, parks, recreation, facilities, community development and technology 
functions of the City.  Principal sources of revenue consist of property taxes, 
franchise and occupancy taxes, licenses and permits, grants, interest earnings, 
and operating transfers from other funds.  Major expenditures are for personal 
services, materials and supplies, capital outlay and transfers to other funds. 

 
2.2.3. Special Revenue Funds – To account for the proceeds of specific revenue 

sources that are legally restricted to expenditures with specified purposes. The 
City has multiple special revenue funds. 

  
2.2.4. Capital Projects Fund – To account for resources designated to acquire and 

construct capital facilities primarily related to infrastructure, except for minor 
acquisitions financed from regular operating funds. 

 
2.2.5. Debt Service Fund – To account for the accumulation of resources for, and the 

payment of, general long-term debt principal and interest. 
 

2.2.6. Enterprise Funds – To account for operations (a) that are financed and 
operated in a manner similar to private business enterprises, where the intent of 
the governing body is that the costs (expenses including depreciation) of 
providing goods or services to the general public on a continuing basis be 
financed or recovered primarily through user determination of revenues earned, 
expenses incurred, and/or net income as appropriate for capital maintenance, 
public policy, management control, accountability, or other purposes. 

 
2.2.7.  Fiduciary Funds – To account for resources received and held by the City in a 

fiduciary capacity.  Disbursements from these funds are made in accordance 
with the trust or other agreements or conditions of the trust for the particular 
source of funds. 
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2.3 Chart of Accounts 
 

2.3.1. Purpose: This section explains a fundamental component of the City’s financial 
system, the Chart of Accounts. 

 
2.3.2. Definition – To make it possible to summarize financial information to the 

General Ledger, a coding system has been developed that identifies all of the 
City’s financial activity. 

 
2.3.3. The coding system establishes a General Ledger account number, which may be 

up to 12 digits long.  This coding system and the resulting numeric combinations 
are referred to as the City’s Chart of Accounts 

 
2.3.4. Account Code Structure – In General ledger terminology, the 12-digit account 

code is called the Accounting Control Key, or ACK for short.  The ACK is broken 
up into 3 parts, called Segments.  An example of an ACK showing the 3 
individual segments: 

 
001-004-614900 General Fund (001) – Administrative Overhead 

Department (004) – Office Supplies (614900) 
 

2.3.5. Each Segment of the ACK has been assigned a name, number, length, and value 
range, as illustrated on the following chart. 

 
Segment Name Length Segment Value 
Fund 3-characters 001-125 

 
Department 3-characters 002-170 

 
Account 6-characters 100050-899000 

 
2.3.6. The following describes the significance of the individual ACK segments. 

 
2.3.6.1. Fund – All financial activity in the City must be recorded in a Fund 
(FFF xxx xxxxxx). The City maintains approximately twenty (20) self-balancing 
funds on either a modified accrual or full accrual basis of accounting, depending 
on whether the fund is a Governmental, Proprietary, or Fiduciary. 

 
2.3.6.1.1. Examples of Governmental fund types are: 

2.3.6.1.1.1 General Funds 
2.3.6.1.1.2 Special Revenue Funds 
2.3.6.1.1.3 Debt Service Funds 
2.3.6.1.1.4 Capital Projects Funds 
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2.3.6.2. Examples of Proprietary fund types are: 

2.3.6.2.1. Enterprise Funds 
 

2.3.6.3. Examples of Fiduciary fund types are: 
2.3.6.3.1. Agency Funds 

 
2.3.7. Fund codes are created by the Finance Director. 

 
2.3.7.1. Department – The Segment of the ACK that represents the 
department/division that has budget responsibility for an expenditure (xxx DDD 
xxxxxx). Balance Sheet accounts and revenues use 000.  Department codes are 
created by the Finance Director. 

 
2.3.8. Account – All financial activity in the City must be recorded to an Account Code 

(xxx xxx AAAAAA).  The first digit of the account identifies the account group: 
 

2.3.8.1 1xxxxx Series Asset and Deferred Outflow Accounts 
 
2.3.8.2. 2xxxxx Series Liability and Deferred Inflow Accounts 
 
2.3.8.3. 3xxxxx Series Fund Balance (Equity/Retained Earnings) 

Accounts 
 
2.3.8.4. 4xxxxx Series Revenue Accounts 
 
2.3.8.5. 5xxxxx Payroll Related Expenditure Accounts 
 
2.3.8.6. 6xxxxx Material/Supply Expenditure Accounts 
 
2.3.8.7. 7xxxxx Capital Outlay Expenditure Accounts 
 
2.3.8.8. 800000-819999 Debt Service Expenditure Accounts 
 
2.3.8.9. 822000-849999 Transfer Expenditure Accounts 
 
2.3.8.10. 870000-879999 Operating Contingency Accounts 
 
2.3.8.11. 9xxxxx Unappropriated Ending Balance 
 

2.3.9 Account coding is created by the Finance Director. 
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2.4 Basis of Accounting/Budget Reporting 
 

2.4.1. Purpose: This section describes two financial concepts that drive the way in 
which the City’s finances are maintained and reported: “Basis of Accounting” and 
“Budget vs. GAAP Reporting”. 

 
2.4.2. Basis of Accounting – Cash vs. Accrual: The term “basis of accounting” 

refers to when revenues, expenses, expenditures - and the related assets and 
liabilities – are recognized in the accounts and reported in the financial 
statements.  Specifically, it relates to the timing of the measurements made.  
The following are the bases of accounting used by the City: 

 
2.4.2.1. Cash Basis – Transactions are recognized only when cash is 
received or disbursed. 
 
2.4.2.2. Accrual Basis – Transactions are recognized when the economic 
event occurs, regardless of whether or not cash is received or paid. 
 
2.4.2.3. Modified Accrual Basis – Expenditure transactions are 
recognized when incurred.  Revenues are recognized when they are both 
measurable and available to finance the expenditures of the current period. 

 
2.4.3. Governmental funds, including general, special revenue, debt service, and capital 

projects, use the modified accrual basis of accounting.  For a revenue to be 
recognized in a governmental fund, it must be “measurable” (the amount must 
be known or be reasonably estimated), and it must be “available” to finance the 
expenditures of the same fiscal period for which the revenue is recorded.  
“Available,” in this case, means collectible in the current period or soon enough 
thereafter to be used to pay liabilities of the current period.  For purposes of 
consistency, that time-frame shall be sixty (60) days which was set for property 
tax revenues and within a year for grants and other revenues. 

 
2.4.4. Proprietary funds, which encompass the enterprise funds, use the accrual basis 

of accounting.  These funds have an income measurement/capital maintenance 
focus.  The accrual basis of accounting is used by private enterprises as well. 

 
2.4.5. Financial Reporting - The city implements Governmental Accounting 

Standards Board (GASB) Statements as required.  
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2.5  General Ledger 
 

2.5.1. Purpose – This section describes the City’s General Ledger system and the 
ways in which a City employee can access information contained in this system 

 
2.5.1.1. The General ledger accounts for the financial activity of the City by 
fund and department.  All entry and posting generated through cash receipts 
system, accounts receivable, payroll and accounts payable during any given 
month is recorded in the general ledger transaction file.  Any adjustments that 
need to be made to the general ledger, i.e. interest earned, reclassifications, and 
other miscellaneous items are done through manual journal entries.  At the end 
of the month a tentative financial statement is printed and reviewed for any 
adjustments that are needed before final closing.  Each department head is 
given a copy of the financial statement pertaining to his/her department in order 
to monitor the financial activity and budget of that department. 

 
2.5.1.2. After the annual audit is completed and all adjusting entries are 
entered and posted, then the fiscal year is closed.  Documentation will be 
retained according to record retention regulations. 
 
2.5.1.3. Accessing the General Ledger System – Authorized employees may 
access account activity electronically.  The finance department  may be 
contacted for assistance or additional information. 
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2.6  Appropriation and Appropriation Control 
 

2.6.1. Purpose: This section defines the legal and administrative appropriation control, 
outlines the legal authority to expend City resources, and describes the types of 
adjustments and processes required to formulate these adjustments. 

 
2.6.2. Budget Resolution – The basic and initial authority to expend funds is the 

Budget Resolution passed by the City Council.  This Budget Resolution was 
based on Budget Committee recommendations following submissions from the 
Finance Director and City Manager. 

 
2.6.2.1. The Budget Resolution sets out the budget for the ensuing fiscal 
year by fund and department.  Department heads, in conjunction with the 
Finance Director, are responsible for their individual appropriations.  The Finance 
Director facilitates Special Revenue Funds, Capital Improvement Funds, the Debt 
Service Fund, Agency Funds and Other Financing Sources and Uses. 

 
2.6.3. Legal Appropriation Control – The Budget Resolution for the current fiscal 

year is at the fund/department level.  For example, within the General Fund 
budget there are specific appropriations for each department.  The amount 
appropriated to a specific department’s line items may change as a result of 
subsequent resolutions or ordinances (amended budgets).  The current 
appropriation as adjusted by resolution or ordinance will appear on the Monthly 
Revenue and Expense Reports.  Department spending must be held within the 
legally appropriated amount within each fund. 

 
2.6.4. Appropriation Transfer Policy 

 
2.6.4.1. Request for Appropriation Transfer – All appropriation transfers for 
the operating and capital budgets must be requested through the finance 
director. 
 
2.6.4.2. The finance director then will prepare a budget resolution for City 
Council approval. The resolution will be approved by the city manager and city 
recorder prior to submission to council. 

 
2.6.5. Adjustments to Budget After Approval 

 
2.6.5.1. Budget Resolution– A Budget Resolution to amend the budget is 
required to process an increase or decrease to an appropriation or to recognize 
unanticipated revenue. Typical Amended Budget items include: 
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2.6.5.1.1. Unanticipated grants received for specific programs 
or services; 

2.6.5.1.2. Transfer of existing appropriations from operating to 
capital projects; 

2.6.5.1.3. Beginning Working Capital and other adjustments 
from the previous fiscal year as a result of the 
previous year’s audit; 

2.6.5.1.4. Unanticipated increases in appropriations or revenues 
to a fund. 

2.6.5.2. Approval Process 
 

2.6.5.2.1. Departments must submit a budget amendment 
request to the Finance Director prior to a designated 
deadline.  The review process will begin one week 
prior to the report deadline set by the City Recorder. 

 
2.6.5.2.2. All requests will be reviewed by the City Manager and 

Finance Director prior to submittal to the City Council. 
 
2.6.5.2.3. In the event the amount of the proposed change 

requires that a Supplemental Budget be adopted, the 
Finance Director will ensure that all State regulations 
are followed.  Supplemental Budgets exceeding 10% 
of the fund balance will require advertising a public 
hearing before adoption by the City Council. 

 
2.6.5.2.4. All Budget Resolution items are reviewed and 

approved by the City Council. 
 
2.6.5.2.5. Appropriation amendments are reflected on revenue 

and expense reports for the month in which the City 
Council approved the action. 
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2.7  Appropriation (General Ledger) Reports 
 

2.7.1.  Purpose: This section outlines the reporting mechanism for monitoring the 
fiscal status of the approved budget. 

 
2.7.2. Financial Statement – After the month ends, a Financial Statement is 

generated which summarizes each revenue and expenditure account detailing 
budgeted amount, total collected or spent for the month and year-to-date, 
current year encumbrances and the percentage of total to budgeted dollars.  
Each department/division head receives a Financial Statement for that 
department’s activity, which serves as a tool for monitoring the department’s 
budget.  The City Council, City Manager, and Finance Director also review the 
monthly Financial Statement for unusual activity.  At any time during the month, 
an up-to-date Financial Statement may be generated upon request. 
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2.8  Financial Monitoring System 
 

2.8.1. Purpose: This section outlines the general financial monitoring responsibilities 
of principal City entities involved in the management and use of the City’s 
resources. 

 
2.8.2. City Manager - The City Manager is ultimately responsible for the 

implementation and management of the budget and for the proper use and 
preservation/protection of the City’s assets. 

 
2.8.3. Finance Department, Finance Director - The Finance Director is charged 

with the primary responsibility for monitoring the fiscal and program 
implementation of the approved budget.  The Finance Director will report 
monthly to the City Manager on various aspects of budget implementation and 
management.  In addition, the Finance Department will work closely with other 
departments to apprise them of their financial status and of any potential issues 
that may affect their budgets.  The Finance Department may review fiscal issues 
affecting any part of the City organization.  This activity supports the monitoring 
role and focuses on the protection of City assets and the legal, efficient, and 
effective use of City resources. 

 
2.8.4. Departments - Departments are responsible for monitoring and managing their 

resources to ensure that the legal and administrative appropriation to the 
department is not overspent and that all expenditures and uses of City resources 
are in conformity with City, State, and Federal ordinances, statutes, policies, and 
regulations. 

 
2.8.5. Legal Appropriation – Each department is responsible for ensuring that 

expenditures do not exceed the legal appropriation level for their department 
within each fund.  The legal appropriation level for operating requirements is at 
the fund/department level.  The legal appropriation for capital requirements is at 
the fund level.  Each department is responsible for ensuring that expenditures do 
not exceed their department’s portion of capital appropriation within the fund. 

 
2.8.6. Revenues - Departments are responsible for monitoring revenues that are 

collected as a result of programs administered by their departments.  If a 
significant change in the estimate for the current or future fiscal years results, 
the department must contact the Finance Director to advise of the change. 
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2.9  Grant Management System 
 

2.9.1. Purpose: This section provides direction to departments for using City financial 
systems for effective grant management. 

 
2.9.2. Preliminary Internal Review 

 
2.9.2.1. Application for a new grant includes a preliminary review by the 
Finance Director and City Manager.  The initiating department will request and 
coordinate input by submitting a memo to the City Manager and Finance Director 
specifying the following: 

 
2.9.2.1.1. The granting agency and catalog of Federal Domestic 

Assistance identifying number; 

2.9.2.1.2. The amount and purpose of the grant; 

2.9.2.1.3. The amount of City match required, including any 
related City expenses which would not be covered by 
the grant; 

2.9.2.1.4. The funding source for TOTAL City share (both the 
match and the ineligible expenses); 

2.9.2.1.5. Indication of whether the funding source is from the 
department’s exiting appropriation or whether a 
supplemental appropriation will be necessary; 

2.9.2.1.6. The Fiscal year in which the grant is anticipated to be 
received; 

2.9.2.1.7. Any insurance risks or requirements to be considered; 

2.9.2.1.8. An estimate of the total program/project cost, 
including any ongoing impact on operations; and 

2.9.2.1.9. Any other government agencies involved in the grant. 

 
2.9.2.2. The information will be reviewed and concerns or questions will be 
communicated to the initiating department within five working days.  If the 
decision is favorable, the department may proceed with the grant application.  
The information submitted will become a permanent part of the grant file.  If the 
Finance Director identifies issues, the department may be asked for more 
information to support the request. 



City of Ontario, Oregon 
Financial Policies 

 

60  
  

 
2.9.3. Acceptance Process 

 
2.9.3.1. Upon notice of grant award, the grantee department submits the 
contract to the City Manager’s Office for signature and Council action based on 
the dollar amount (if required).  The Department Head shall not be authorized to 
enter into grant contracts on the City’s behalf. 
 
2.9.3.2. If Council action is required, the grantee department prepares a 
grant resolution and submits it and the contract to the City Manager’s office. 
 
2.9.3.3. Grantee department sends copies to interested parties and all 
original documentation to Finance. 

 
2.9.4. Budget Process 

 
2.9.4.1. Request new grant, activity and revenue codes from Finance.  
These codes will be used to track grant revenues, expenditures, and City match. 
 
2.9.4.2. There are two options for budgeting grants: 

 
2.9.4.2.1. Budget only the amount of the grant and match 

expected to be spent in the current fiscal year, or 

2.9.4.2.2. Budget and encumber the entire amount of the grant 
and the match, regardless of the amount you intend 
to spend during the current year.  At the end of the 
fiscal year, the actual expenditure will be reconciled 
with the budgeted amount.  Any remaining 
encumbrance will be carried forward to the new fiscal 
year. 

 
2.9.5. Record Management Process – A complete set of records will be maintained 

in accordance with the Records Retention Policy of the City of Ontario and all 
applicable state and federal laws. 

 
2.9.6. Purchasing Process – Within the City of Ontario, the Finance Department has 

been given authority and responsibility for purchasing activity oversight.  
Detailed policy guidance is provided in  Section 1.8.  The key provisions for 
ensuring compliance with Federal and State grant requirements are summarized 
below: 

 
2.9.6.1. Make maximum, most economical use of available resources. 
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2.9.6.2. Provided maximum open and free competition in all purchasing 
transactions. 
 
2.9.6.3. Conduct purchasing procedures in accordance with the purchasing 
procedures  of the City of Ontario. 
 
2.9.6.4. Use purchasing methods, which meet Federal and State 
requirements. 
 
2.9.6.5. Conduct analysis of decisions to determine appropriateness of 
contract pricing or contract costs. 

 
2.9.6.6. Provide documentation to substantiate compliance with 
requirements (a) through (e). 

 
2.9.7. Accounting Process 

 
2.9.7.1. The City of Ontario general ledger system constitutes the official 
database for grant financial reporting. 

2.9.7.2. The grantee department is responsible for providing staffing 
resources to create the original supporting documentation for grant expenditures 
and to verify that these are correctly recorded in the City’s accounting system 
(e.g., time sheets, accounts payable). 
 
2.9.7.3. The Finance Department is responsible for maintaining the 
purchasing, payroll, accounts payable, accounts receivable, cash receipts system 
according to grantor standards. 

 
2.9.8. Cash Management Process 

 
2.9.8.1. Programs funded with grant revenues are not to rely on general 
City cash resources to meet cash flow shortfalls.  Grant draw downs are to be 
requested from the grantor agency as soon and as often as practical. 

 
2.9.8.2. The finance department may prepare or provide review for 
requests for grant draw downs on the grantor’s forms according to the decided 
upon schedule. 

 
2.9.8.2.1. Federal grant payments are requested by letter of credit to be 

disbursed by Federal funds wire. 
 

2.9.8.2.2. Checks for State and local grants are made payable to the City of 
Ontario and mailed to the City of Ontario, 444 SW 4th Street, 
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Ontario, Oregon 97914. 
 

2.9.8.2.3. Grant payments by Federal funds wire are directed to the 
contracted bank for credit to the City of Ontario’s general account. 

 
2.9.9. Program Compliance Process 

 
2.9.9.1. Successful grant management requires that the City be able to 
demonstrate that the service delivery and/or project requirements of the grant 
have been met. 

 
2.9.9.1.1. The grantee department is responsible for constantly 
monitoring performance to ensure that time schedules are being 
met, projected work units by time periods are being accomplished, 
and other performance goals are being achieved. 

2.9.9.1.2. The Finance Department will provide technical 
support to consult with departments on program compliance 
issues. 

 
2.9.10. Audit Process 

 
2.9.10.1. The audit of a grant includes program compliance as well as 
financial compliance testing.  The grant may be audited annually or at the end of 
the project or program.  State and local grants have the potential to be  audited 
by the particular agency involved.  Federal grants are required to follow Uniform 
Guidance regulations. 
 
2.9.10.2. Finance will assess the audit requirements for the grant and 
develop the plans for the audit with cooperation from the grantee department. 

 
2.9.10.2.1. For Federal grants, finance will schedule an audit 

under Uniform Guidance (if required) as part of the 
annual City comprehensive audit and keep the 
grantee department informed of the schedule. 

 
2.9.10.2.2. Finance will schedule all other audits with the 

granting agencies and keep the grantee department 
informed of the schedule. 

 
2.9.10.2.3. Finance and the grantee department are responsible 

for meeting auditor information needs for financial 
and compliance testing; in a timely manner. 
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2.10  Internal Control Violations 
 

2.10.1. Purpose: This section provides direction to the Finance Department for 
methods in enforcing the City’s internal control policies.  Employee adherence to 
established internal control policies is essential in maintaining an adequate 
internal control system that can enlist confidence from the public over the use of 
public funds and be utilized for independent audit purposes.  

 
2.10.2. Violations – General Guidelines 

 
2.10.2.1. Occasionally it is necessary for the Finance Department 
management, together with departmental management staff, to resort to 
corrective action when other actions are inappropriate, or where a particular 
employee fails to respond to informal guidance.  To provide a fair method of 
correcting, and when necessary, disciplining employees, the City will use 
progressive warning and discipline procedures. 

 
2.10.2.2. A warning shall be initiated for any proper reason for violations of 
the City’s established internal control procedures.  Progressive warning for 
violations include: first, Verbal Counseling, next, Written Warning, and finally, a 
request to the City Manager that a Violation be placed in the employee’s 
personnel file. 

 
2.10.3. Appeal of Violation Actions 

 
2.10.3.1. Any regular employee who has received a written warning or 
violation shall have the right to appeal to the City Manager.  Notice of the appeal 
must be filed not later than ten (10) days of the effective date of the action.  
The Notice of appeal shall include at least the following information: (a) a 
statement of the complaint and the facts upon which it is based; (b) the 
remedial action requested; (c) a statement of the reasons why the remedial 
action is appropriate; (d) a statement of any policies, procedures or law or rules 
which have not been adhered to or which should be followed.  The appeal shall 
be heard by the City Manager within twenty (20) days after receipt of the 
request.  The City Manager shall furnish the department head concerned with a 
copy of the notice of appeal in advance of the hearing. 
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Section 3 - Budgeting 
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3.1  Introduction 
 

3.1.1. This section has been developed to provide City staff involved with budget 
preparation with a conceptual framework in which to prepare the Executive 
Budget Recommendation.  Whenever possible, specific policies, procedures, and 
parameters have been outlined to enable the user to operationally develop a 
particular aspect of the budget.  There may be instances when an unusual 
situation that might affect a department is not addressed in this manual; in that 
case, the department should contact the Finance Director for specific instructions 
to address the situation. 

 



City of Ontario, Oregon 
Financial Policies 

 

66  
  

3.2  Budget Process Timeline 
 
3.2.1.  A budget calendar is prepared each year by the city manager and finance director and 
is approved by the City Council. This will give the general guidelines on the timing of the 
budget steps. 
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3.3  Department Responsibility 
 

3.3.1. Purpose: This section describes the responsibilities of departments related to 
the budget document, budget activities, and designation of a Budget 
Coordinator. 

 
3.3.2. Departments are responsible for the following materials for the budget 

document: 
 

3.3.2.1. Budget narrative including accomplishments and performance 
indicators. 

 
3.3.2.2. Financial Summary Requests:  Information regarding historical and 
current financial line item allocations will be provided to each department.  The 
information will be presented in such a format that the department will update 
the request column and then return the final document to the Finance Director. 

 
3.3.3. In addition to the preparation of budget document materials, departments 

participate in the following activities: 

3.3.3.1. Revenue projections 

3.3.3.2. Full-time employee (FTE) reconciliation 

3.3.3.3. Capital project and encumbrance reserve estimates 
 

3.3.4. Each Department Head will have the following responsibilities: 

3.3.4.1. Act as liaison between the department and the Finance Director 

3.3.4.2. Disseminate information from Finance within the department 

3.3.4.3. Attend Team Budget meetings 

3.3.4.4. Coordinate departmental budget activities and ensure that 
deadlines are met 

3.3.4.5. Review all budget materials for accuracy, content, and style 

3.3.5. Department information is confidential until released by the City Manager, or his 
designees. 
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3.4  Budget Review Process 
 

3.4.1. Purpose: This section describes the Budget Review Process. 
 

3.4.2. The framework for municipal budgeting is established by Oregon Local Budget 
Law as set forth in Chapter 294 of the Oregon Revised Statutes.  The law has 
four major objectives. 

 
3.4.2.1. It establishes standard procedures for preparing, presenting and 
administering the budgets of Oregon’s local government; 
 
3.4.2.2. It encourages citizen involvement in the preparation of the budget 
before its formal adoption. 
 
3.4.2.3. It provides a method of estimating revenues, expenditures and 
proposed taxes. 
 
3.4.2.4. It offers a way of outlining the programs and services provided by 
local governments and the fiscal policy used to carry them out. 

 
3.4.3. The City Council adopts an annual budget on the modified accrual basis of 

accounting for all governmental fund types.  The procedures outlined below are 
followed in establishing the allocation of resources and determination of 
expenditures. 

 
3.4.4. The Finance Director and the City Manager, with the assistance of the 

department heads, prepares a budget of estimated revenues and expenditures 
for the forthcoming year. The City Manager and Finance Director review the 
proposed revenues and expenditures with each department head.  After 
necessary revisions have been made, the City Manager and Finance Director, 
submits the budget to the budget committee. 

 
3.4.5. The Budget Committee then conducts budget work sessions with the City 

Manager, Finance Director and staff to make final revisions to the proposed 
budget.  Notice of the scheduled Budget Committee Meetings must be published 
twice, five to 30 days before the committee meeting.  Publications must be 
separated by at least five days.  Public Budget Committee meetings, 
commencing with the budget message, will be held until all fund budgets are 
recommended for approval. 

 
3.4.6. The budget is presented in an advertised budget hearing, as required by law, 

before the City Council by the Finance Director.  This usually occurs at a City 
Council meeting in June. The City Council is required to approve a budget for the 
subsequent year by June 30. 
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3.4.7. The city reviews the budget appropriations and actual financial requirements on 
a continual basis.  The City Council may, by adoption of a budget resolution or 
supplemental budget, make adjustments to revenues and expenditures during 
that time up to the limits allowed by State budget law. 

 
3.4.8. At the end of each budget period, all positive appropriated balances lapse 

expenditures are not carried forward unless budgeted to do so.  The level of 
budgetary controls, the level at which expenditures cannot legally exceed the 
appropriated amount, are established at the fund level.  Effective budgetary 
control is also aided in the general fund by establishing controls at the 
department level. 

 
3.4.9. During the budget year, the City Manager may transfer any unencumbered 

balance or portion thereof from the expenditure authorization of one account to 
another within expenditure type in the same fund. 
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3.5  Taxing Authority 
 

3.5.1. The Council shall levy and cause to be assessed and collected ad valorem 
property taxes. 

 
3.5.2. Each year the Finance Director shall present to the Council the following 

information for each tax rate to be levied: 
 

3.5.2.1. The estimated assessed valuation by category of real property in 
the city as entered in the tax book for the fiscal year kept which the tax is to be 
levied. 

3.5.2.2. The assessed valuation by category of real property in the City for 
the preceding taxable year. 

3.5.2.3. The amount of revenue required to be provided from the property 
tax as set forth in the annual budget adopted. 

3.5.2.4. The proposed tax rate to be set. 

3.5.3. The Finance Director shall forward the estimate to the County Clerk on or before 
July 15th of each year.  The Council shall also conduct at least one public hearing 
on the estimate and the proposed tax rate. 
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Section 4 – Operations/Customer Service 
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4.1  Introduction 
 

4.1.1. Financial operations are the link between the budgeting process and financial 
management.  This portion of the Financial Policies and Procedures Manual is 
intended to give a readily available resource of guidelines and processes that 
affect many daily, weekly, and monthly financial transactions. 

 
4.1.2. The wide range of specific circumstances and conditions, which may occur with 

respect to any given transaction prohibit an exhaustive list.  Nonetheless, this 
listing serves as a basis to assist you in financial processing and will be revised 
continually as policies change and circumstances require new guidelines. 
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4.2  Accounts Payable 
 

4.2.1. Purpose: The Purpose of this section is to describe the overall function of 
Accounts Payable.  This includes the outline of special account procedures 
related to authorizing expenditures, establishing and maintaining cut-off dates 
when submitting invoices for payment, processing Purchase Orders, creating and 
maintaining vendor files, processing invoices, entering accounts payable invoice 
data for payment, payments to employees, employee travel and mileage 
reimbursement checks, special run vendor checks and policies concerning 
releasing checks. 

 
4.2.1.1. Expenditure authorization – Expenditure authorization is 
established by the budget appropriation.  The City Manager and Department 
Heads, or their designees, execute the distribution of these funds by the coding 
of Purchase Orders and subsequent invoices. 

4.2.1.2. Invoice Payment Schedule – Invoices are scheduled for weekly 
payment. The cut-off dates are established by the City Manager with input from 
the Finance Department each calendar year. 

4.2.1.3. Purchase Orders – Purchase orders are initiated by the Department 
Head or their designee and processed by Accounts Payable.  Accounts Payable 
receives encumbered invoices and releases the data for additional check 
processing. 

4.2.1.4. Vendor Numbers – Vendor numbers are established for all 
individuals and organizations to receive payment through the City’s accounts 
payable.  These numbers are based on alpha and numeric order with addresses 
and social security numbers as supporting data. 

4.2.1.5. Establishing Invoices – All invoices should include distribution 
information if it varies from the regular process.  To be considered for payment 
the following forms will be accepted. 

4.2.1.5.1. Purchase order must be completed at the time of 
order by requester and accompanied by supporting 
data. 

4.2.1.5.2. An invoice provided by payee. 
 

4.2.1.6. Processing Invoices 

4.2.1.6.1. Accounts payable receives all invoices, statements, 
and credits.  The invoices are reviewed for accuracy 
and correct balances. 
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4.2.1.6.2. The invoices are distributed to authorized department 
heads for coding if no Purchase Order is on file. 

4.2.1.6.3. A vendor number is assigned to each invoice. 

4.2.1.6.4. Data is entered to create an edit list showing vendors 
and an explanation of the expense. 

4.2.1.6.5. Checks are generated and released after signatures 
are obtained on the checks.  

4.2.1.7. Payments to Employees – Employees may not authorize payments 
to themselves.  The employee’s department head or the City Manager must 
approve the expenditure. The mayor will approve City Manager payments. 

4.2.1.8. Employee Travel – Employee’s may request funds in advance for 
travel using a “Travel Request Form” with payments being processed on the 
regular accounts payable cycles prior to departure.  Guidelines for travel 
advances are set forth in the current employee rules and regulations.  All funds 
must be requested in advance with a Travel Request Form and reimbursed upon 
return using an “Expense Reimbursement Request/Verification Form”; with 
documentation and receipts attached.  See Section 5. 

4.2.1.9. Emergency Vendor Checks – Checks that cannot be processed 
using the regular guidelines will be processed during a “special check run.”  
Special check runs must be approved by the Finance Director.   

4.2.1.10. Educational Assistance – All continuing education courses for which 
reimbursement will be considered must follow the procedures outlined within 
Section 1.9 Employee Development.   
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4.3  Purchasing/Procurement 
 

4.3.1. Please refer to Purchasing Policy for specific guidelines on purchasing.   
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4.4  Purchase Orders 
 

4.4.1. Purpose: The purpose of this section is to describe the responsibilities of the 
Purchase Orders for the City of Ontario. 

 
4.4.2. Purchase Orders 

 
4.4.2.1. The Accounts Payable Division is responsible for the automated 
recordkeeping portion of purchasing.   
 
4.4.2.2. The City utilizes pre-numbered ‘small’ purchase orders (8 ½ x 4) 
and authorizes all Department Heads to issue said purchase orders for amounts 
up to $1,000.  Department Supervisors are authorized to issue ‘small’ purchase 
orders for amounts up to $500.  Other department staff are not authorized to 
issue purchase orders unless the Department Head or Department Supervisor 
issue a memo to the Finance Department identifying an individual who is 
authorized to sign ‘small’ purchase orders for a specific amount.  In no case shall 
authority be granted in an amount that exceeds the Department Head or 
Supervisor authority. 
 
4.4.2.3. The City utilizes pre-numbered ‘large’ purchase orders (8 ½ x 11) 
and authorizes all Department Heads to request said purchase orders for 
amounts up to $4,999, when evidence of adherence to purchasing provisions are 
presented to the Accounts Payable Specialist or Finance Director.  Upon 
establishment of compliance with the City’s purchasing policies, the Department 
Head may sign the ‘large’ purchase order and procure the goods or services. 
 
4.4.2.4. ‘Large’ purchase orders for amounts of $5,000 or greater must be 
signed by both the Department Head and the City Manager following review for 
compliance to purchasing policies. 
  
4.4.2.5. As previously stated, Purchases in excess of $10,000 require bid 
documentation. The bid/contract document represents a liability to the City and 
to ensure the monies will be available for payment on a future date, the budget 
must be encumbered.  The Finance Department will encumber the monies upon 
request and proper signatures and the system will generate a purchase order as 
documentation.  The invoice will be receipted against the accounts payable 
invoice.  An invoice, exceeding a purchase order amount, must be approved by 
the initiating Department Head prior to being amended/ increased. 

 
4.4.3. Vendor Codes 
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4.4.3.1. Payment of invoices requires vendor information to be entered into 
the accounting system.  The Accounts Payable Division will assign vendor codes 
using six-digit alpha-numeric combination, enter vendor information, and 
maintain the vendor codes in a report format. 

 
4.4.4. Accounts Payable Processing 

 
4.4.4.1. Once the Accounts Payable Division determines the invoices to be 
paid and is responsible for entering the invoices in the accounting system.  The 
checks are then printed, signature(s) are obtained and checks are mailed. 
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4.5   Fixed Assets 
 

4.5.1. Fixed assets are maintained by the Finance Department using a perpetual 
inventory system.  The term “fixed asset” is used to describe land, buildings, 
vehicles, equipment, and other items used in providing services to the 
community.  It is important to track an entity’s fixed assets to help protect the 
items against theft, loss, or misuse.  The City will perform a physical inventory of 
its tangible capital assets, either simultaneously or on a rotating basis, so that all 
of the City’s tangible capital assets are physically accounted for, at least once 
every five years.  Each asset will be included in a detailed physical inventory 
report and will identify items that have been disposed of or transferred to a 
different location within the City. 

 
4.5.2. It is the department’s responsibility to notify the Finance Department upon 

transfer to another department or disposal. 
 
4.5.3. For financial statement purposes, the City capitalizes and reports any individual 

Fixed Asset over $5,000 in Governmental Activities and Business-Type Activities 
with an estimated useful life of at least one year following the date of 
acquisition.  The City will apply its threshold to individual items rather than to 
groups of similar items (e.g., desks and tables).  Infrastructure assets will be 
treated separately from other capital assets and the capitalization threshold will 
focus on new construction or extension of useful life of an existing infrastructure 
item. 
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4.6  Accounts Receivable 
 

4.6.1. This section describes the system used by the City of Ontario to bill outside 
organizations, businesses, and citizens for services provided by the City. 

 
4.6.1.1. Real Estate Taxes are calculated by the Malheur County Assessor’s 
Office and are billed and collected through the Malheur County Collector’s Office 
for the City of Ontario. 

4.6.1.2. All water and sewerage charges are billed and collected by the 
Utility Billing Clerk. 

4.6.1.3. All other services performed (including utility services, use of City 
facilities, contract agreements and grant draws) and reimbursements for the City 
of Ontario are billed by the Finance Department. 
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4.7  Cashier/Cash Receipts 
 

4.7.1. Purpose: This section describes the process to be followed by the cashier when 
receiving payments. 

 
4.7.2. Cash is received either over the counter at city hall, or via wire transfer to the 

City’s bank account.  In cases of counter activity, a customer receipt is prepared 
by the Cash Receipts Specialist on the computerized cash register, which enters 
the transaction into the system, and is reviewed by Accounts Receivable.  In 
cases of wire transfer to the City’s bank account, a customer receipt is prepared 
by the Finance Department on the computerized cash register, which enters the 
transaction into the system, and is reviewed by the Finance Director.  The 
computerized cash register also generates a cash receipts journal. 

 
4.7.3. The cash receipt journal is prepared automatically by the computerized cash 

register.  Therefore, as the cash is received into the register and a receipt is 
issued to the customer, the same information is used by the computer to 
prepare the cash receipts journal. 

 
4.7.4. Each afternoon by 4:00 p.m., a posting is made to the central account for that 

day’s activity.  This provides for daily balancing of cash received and receipts 
generated for the day.  Posting to the cash receipts journal is done each day a 
deposit is made.  This posting must balance to all daily central account posting 
done since the last cash receipt journal posting. 

 
4.7.5. Reports with the same posting information are generated each day and kept on 

file in the Finance Department. 
 
4.7.6. Each time a deposit is made, the Finance Department prepares a deposit 

summary sheet, which is a summary of the day’s receipts.  This sheet shows the 
amount deposited to each fund and total amount deposited into the bank 
account. 

 
4.7.4. After all posting is done, the Finance Department prepares a deposit slip, and a 

second Finance Department employee verifies the deposit. A member of the 
Finance Department then delivers the deposit.  After each deposit is made, the 
deposit receipt is compared to the amount recorded on the deposit summary 
sheet. 

 
4.7.5. Internal controls involving cash receipts include: 

 
4.7.5.1. Cash receipts are numbered by the computerized cash register. 
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4.7.5.2.  Authorized personnel must enter a password prior to processing a 
receipt. 

4.7.5.3. All void receipts are retained and noted for reason of void. 

4.7.5.4. All checks submitted to Finance for processing shall be endorsed 
with: 

 
FOR DEPOSIT ONLY 

BANK NAME 
CITY OF ONTARIO 
ACCOUNT NAME 
A/C (DEFINED) 

 
4.7.6. Internal controls involving month-end procedures include month-end balancing 

of the deposit summary sheets and bank statements are performed by the 
Finance Director and approved by the City Manager. 
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4.8  Payroll 
 

4.8.1.  Purpose: The purpose of this section is to describe the overall function of 
Payroll and to outline special procedures related to emergency payroll checks, 
copies of applicable personnel records, time sheet deadlines and signature 
requirements; and the City’s policies for holidays and leaves of absence.  Also 
provided is information on overtime pay and compensatory time. 

 
4.8.2. Payroll – Payroll pays all employees’ salaries and wages; prepares monthly, 

quarterly, and yearly reports on federal and state taxes; and issues W-2 tax 
forms to the government agencies and employees.  Payroll  also prepares for 
payment of all insurance billings, employee retirement funds, deferred 
compensation, and mutual funds.  Payroll processes garnishments, direct 
deposit, and general ledger account reconciliation for payroll-related accounts.  
Payroll maintains all time accrued for employees, merit increases, and other 
personnel action data. 

 
4.8.3. Special Payroll Procedures 

 
4.8.3.1. Emergency Payroll Checks – Payroll checks other than those issued 
on the regular paydays will be processed as necessary. 

 
4.8.3.1.1. All requests for emergency payroll checks must be 

submitted to Payroll at least 24 hours in advance of 
the time the check is needed 

4.8.3.1.2. The emergency processing is subject to approval by 
the City Manager or his/her designee. 

 
4.8.3.2. Copies of Forms – Payroll must have a copy of a new employee’s 
Social Security card or other paper verification included with the hire Personnel 
Action form (PAF) (See Section 5).  Employees are required to complete and sign 
a W-4 form and an I-9 form.   
 
4.8.3.3. Time Sheet Information – Employees are required to sign their 
timesheets. Supervisors review and countersign the time sheets of their 
employees. The deadline for turning in time sheets for payroll is 5:00 PM on the 
21st of each month.  If the 21st is on a weekend or holiday, timesheets are due 
on the following workday morning.  This deadline will only be changed thru 
notification by the Finance Department. 
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4.9  Treasury Management 
 

4.9.1. Purpose: This section describes the treasury functions and outlines specific 
procedures to cash and debt management that are established within the 
Finance Department. 

 
4.9.2. The Finance Director performs the primary function of treasury. 
 
4.9.3. Treasury functions include the following: 

 
4.9.3.1. Manage the City’s investments 

4.9.3.2. Oversee banking relations 

4.9.3.3. Issue, track and manage the City’s debt 

4.9.3.4. Track City’s contractual obligations relative to cash disbursement 

4.9.3.5. Monitor cash flow 
 

4.9.4. Specific Cash and Debt Management Procedures are as follows: 
 

4.9.4.1. Loans/Installment Purchases - Because all loans and installment 
purchases are considered the City’s debt, it is very important that Finance 
complete those transactions on behalf of the City.  Finance will maintain a copy 
of the agreement, payment schedule, and contact name.  Finance is also 
available to review terms of any loan or lease purchase agreement.  All 
payments will be processed through Finance. 
 
4.9.4.2. Credit Cards – Credit cards will be issued according to the City’s 
travel and training policy.  The use of these cards is primarily for convenience 
when traveling.  An expenditure that is inappropriate for use of City funds may 
not be made on a City credit card. 
 
4.9.4.3. Cashiering and Deposits – City offices that accept payments are 
limited to the Recreation Center and they must establish a system for timely 
deposit and recording of the funds.  Use of printed, pre-numbered receipt forms 
is required.  Turnover documentation providing appropriate account codes to 
credit the deposits should be sent to the Finance Department no later than two 
working days following the receipt.  This ensures accurate credit of the deposit 
to the General Ledger accounts and timely deposit of funds received. 
 
4.9.4.4. Bank Accounts – Bank accounts may only be opened  by the 
Finance Department, following approval by the City Manager and authorization 
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by the City Council.  No other employee or department of the City shall open a 
bank account in the City’s name using the City’s tax identification number. 
 
4.9.4.5. Account Reconciliation – Monthly account reconciliation will be 
performed by the Finance Department, with copies of required information 
furnished to Finance within a timely manner.  Reconciliation will clearly show 
beginning balance, deposits made, checks written, outstanding checks, and any 
charges or unusual items.  The reconciliation must agree between the bank 
statement and the general ledger. 
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4.10  Front Desk 
 

4.10.1. Mail 
 

4.10.1.1. All outgoing mail is processed at the front desk.  Each department 
is responsible for the cost of its mail.  The postage meter tracks the number of 
pieces and the dollar amount by the department.   

 
4.10.2. Billing 

 
4.10.2.1. Each month a table is prepared for each department listing the 
amount owed for postage.  Adjustment to accounts for payment of postage are 
made at the close of each month. 

 
4.10.3. Petty Cash 

 
4.10.3.1. Petty cash can be obtained from the front desk upon authorization. 
The procedure to obtain petty cash is to fill out a petty cash slip, provided by the 
front desk, noting the date, amount, account coding, reason for request, and 
approval by authorized personnel.  The maximum limit is $20 per request. 
 
4.10.3.2. Request to draw more than $20 from Petty Cash can be made to 
the Finance Director and will be considered when funds allow. 
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4.11  Surplus Property Disposal 
 

4.11.1. Purpose: This section describes the methods for disposal of surplus personal 
property at the City of Ontario.  Disposal of the City’s surplus property is under 
the direction of the Finance Director.  As items were purchased with public 
funds, the Council must declare items to be surplus prior to disposal and said 
disposal.  In every instance, unless specifically authorized by the City Council, 
revenues from the sale of surplus items must be deposited into the City’s bank 
accounts.  The methods of disposal used are: 

 
4.11.2. Deminimus Valued Items – Non-capital material and supply Items that are 

normally used up during the normal course of business and have an individual 
value of less than $2,500, are exempted from the formal surplus disposal 
process.  These items can be thrown away, destroyed, or sold at a City yard sale 
without a declaration of surplus property. 

 
4.11.3. Unusable Equipment – The disposal of capital equipment that has only a 

salvage value that is less than $2,500, is exempted from the formal surplus 
disposal process.  These items can be sold for salvage value without a 
declaration of surplus property. 

 
4.11.4. Auction Sale of Property – Non-attached personal property may be sold at 

auction if the Finance Director determines that the auction contemplated will 
probably result in a higher return than if the property were sold by competitive 
written bid. 

 
4.11.5. Liquidation Sales of Personal Property – The Finance Director may approve 

a department to sell personal property through a commercially recognized third-
party liquidation if the Finance Director has determined that a liquidation sale 
will result in increased net revenue and the selection of the liquidator was 
conducted as a minimum, by the competitive Request for Proposal process. 

 
4.11.6. Fixed Price Sale of Property - The Finance Director may approve a 

department to sell personal property, including recyclable or reclaimed materials, 
without formal competitive bidding if the Finance Director has determined that 
this type of sale will result in increased net revenue and the City is in compliance 
with the following conditions: 

 
4.11.6.1. When the current market value per item is deemed to be less than 
$5,000, the Finance Director may establish or approve a Department Manager’s 
selling price, schedule and advertise a sale date, and sell to the first qualified 
buyer meeting the sales terms. 
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4.11.6.2. City employees may submit an offer meeting the sales terms for 
the personal property when no offers meeting sale terms have been received 
within 72 hours of the sale date. 

 
4.11.7. Sealed Competitive Bid for Property - When the current value per item is 

deemed to exceed $5,000, the personal property must be offered for competitive 
written bid and be advertised in accordance with state statutes or be offered for 
sale at public auction.  If no bids are received or if a determination is made that 
the market value of the property exceeds that offer of the highest responsible 
bidder, all bids may be rejected and the Finance Director or appropriate 
Department Head may negotiate a sale subject to the following conditions: 

 
4.11.7.1. An appraisal of the market value of the property is obtained and 
documented and the negotiated sale price meets or exceeds the market value; 
or 

4.11.7.2. The sale amount exceeds the highest bid received through the 
bidding or auction process. 

4.11.8. Donations of Property – The City Manager may transfer property, including 
recyclable or reclaimed materials, without remuneration or only nominal 
remuneration without competitive bids to the following activities: 

 
4.11.8.1. Another public agency; or 
 
4.11.8.2. Any sheltered workshop, work activity center, or group care home 
which operated under contract or agreement with, or grant from, any State 
agency and which is certified to receive Federal surplus property; or 
 
4.11.8.3. Any recognized non-profit activity, which is certified to receive 
Federal surplus property.  The Finance Director may donate or sell, without 
competitive bids, surplus property to recognized private non-profit social or 
health service activities, subject to the following conditions: 

 
4.11.8.3.1. A determination has been made that the property is 

not needed for other public purposes and that its 
economic value has been expended by the City; 

 
4.11.8.3.2. It will be transferred to the non-profit corporation for 

the express purposes of providing the public services 
the non-profit corporation provides; 

 
4.11.8.3.3. If the property has a current market value of $250 or 

more, the donation or sale shall: 
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4.11.8.3.4. Be approved by the City Manager; 
 
4.11.8.3.5. Be documented by the Finance Director to be clearly 

in the public interest; and 
 
4.11.8.3.6. Be determined by the City Manager and Finance 

Director that this is the most efficient and cost-
effective method for disposing of the property. 

 
4.11.8.4. The Finance Department shall maintain a record of all transfers, 
donations, or sales authorized by Subsections 1 and 2 of this section. 

 
4.11.9. Items of Specialized and Unique Use – Items of specialized and unique use, 

including but not limited to, uniforms, special clothing, and articles of personal 
apparel having individual current value of less than $100 per item (such as a pair 
of shoes) may be sold to City employees or retired or terminated employees for 
whose use they were purchased.  These items may be sold without bid and with 
a process deemed most efficient by the responsible Department Head. 

 
4.11.10.Trade-In of Property - Property may be traded in conjunction with acquisition 

of other items at the time competitive bids are solicited for those items.  Notice 
of the item traded in should be provided to Finance by the appropriate 
Supervisor or Department Head within seven (7) days of trade to remove from 
the asset list and discontinue insurance coverage. 
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Section 5 - Forms 
 



Resolution 2018-142: Update Financial Policies

RESOLUTION #2018-142
 

A RESOLUTION TO UPDATE THE FINANCIAL POLICIES AND PROCEDURES MANUAL

WHEREAS, On April 19, 2004 the City Council adopted Resolution No. 2004-11 which adopted the 
Financial Policies and Procedures Manual for the City of Ontario; and

WHEREAS, the credit card and travel sections have been updated since 2004 but there has been no 
full update of the financial policies; and

WHEREAS, there have been some major changes in the city departments and accounting rules since 
2004 resulting in a need to revisit the financial policies of the City of Ontario; and

WHEREAS, the City of Ontario desires to modify the financial policies and procedures with changes 
effective immediately.

NOW, THEREFORE, BE IT RESOLVED by the Ontario City Council, to adopt the attached revised City of 
Ontario Financial Policies and Procedures Manual.

EFFECTIVE DATE: Effective immediately upon passage.

PASSED AND ADOPTED by the Ontario City Council this ___ day of __________, 2018.
 

AYES:
 
NAYS:
 
ABSENT:

 
APPROVED by the Mayor this ___ day of ________, 2018.
 

ATTEST:

Ronald Verini, Mayor Tori Barnett, MMC, City Recorder



 
AGENDA REPORT
NEW BUSINESS

November 20, 2018
 

 

 

TO: Mayor and City Council
 

FROM: Adam J. Brown, City Manager
 

THROUGH: Adam J. Brown, City Manager
 

SUBJECT: BID AWARD: ONTARIO AQUATIC CENTER SPLASH PAD SITE WORK
 

DATE: November 6, 2018
 
 

 
PROPOSED MOTION:  
 

I MOVE THE CITY COUNCIL APPROVE THE BID FROM WARRINGTON CONSTRUCTION FOR THE SPLASH PAD SITE 
IMPROVEMENTS AT THE ONTARIO AQUATIC CENTER FOR UP TO $319,936.  
 

SUMMARY:
 

Public Works staff have secured a low bid for the Splash Pad Site Improvements at the Ontario 
Aquatic Center.  Staff would like to secure approval of the bid by the Council so the project can 
progress forward.    
 

BACKGROUND:
 

Several years ago a passionate group of volunteers got together to revive the Ontario Aquatic 
Center. Over time, they determined an outdoor splash pad was the most cost effective way to 
begin revitalizing the city's pool. 

The City of Ontario committed several year's transient occupancy tax collections toward the 
project until it had sufficient funds to award the splash features to Anderson Poolworks in 
January of 2018. After the council awarded the contract to Anderson Poolworks the Friends of 
the Aquatic Center began securing significant donations towards the remainder of the project.  
This past spring, the project was kicked off.  

The City Parks Master Plan was approved in time for the City to apply for the State Local 
Government Grant Program. In the spring, the city applied for the grant and received funding 
for up to $298,200 for restrooms and other splash pad elements, such as shade 
structures.  The restroom portion of the project was bid previously and awarded to Holcomb 
Construction for $154,720 after the State of Oregon officially announced the award of Grants 
in September of 2018.



 

CURRENT SITUATION:
 

The Site Work portion of the Splash Pad Project was bid separately from the restrooms. This 
part of the project ties together the bathroom piece with the pool features into one facility. 
Two bids were received.  The low bid came from Warrington Construction for $378,620.  The 
recommended motion includes a 10% contingency for budgeting purposes.  Bid results are 
attached.   
 

ANALYSIS:
 

 A. FINANCIAL The city currently has some donations and $298,200 in grant funding 
available for this project.  Combining both bid costs for the Restroom and Site 
Improvements projects, the total committed cost would be $533,340.  Allowing for 
the use of grant funding, the remaining balance is $235,140.

 

 B. TIMING Timing for awarding this project is critical. The goal is to have the Splash Pad 
open by June 1, 2019.  There is a very short window for work yet this fall, with the 
majority occurring next spring.  The more that can be completed this fall, the better 
off the contractor will be in the spring, especially as we never know what kind of snow 
year could occur. 

 

 C. POLICY/LEGAL The Council must award the bid as per city and state policy.
 

ALTERNATIVES:
 

1. Approve the low bid for the splash pad by Warrington Construction and allow the project to 
move forward. 
2. Do not approve the low bid. The result would be a significant hold up to the project.  
 

RECOMMENDATION:
 

Staff recommends the City Council approve the low bid for the OAC Splash Pad Site 
Improvement from Warrington at the cost of $378,620 plus approximately 10% contingency 
for a total budget amount of $417,000. 
 

ATTACHMENTS:
 

1. Warrington Bid
2. Holcomb Bid











 
AGENDA REPORT
PUBLIC HEARING

November 20, 2018
 

 

 

TO: Mayor and City Council
 

FROM: Tori Barnett, City Recorder
 

THROUGH: Adam J. Brown, City Manager
 

SUBJECT: RESOLUTION #2018-141: REVENUE BONDS (TRINITY HEALTH)
 

DATE: November 13, 2018
 
 

 
PROPOSED MOTION:  
 

I MOVE THE CITY COUNCIL APPROVE RESOLUTION #2018-141: A RESOLUTION OF THE CITY 
COUNCIL OF THE CITY OF ONTARIO, OREGON, CONCERNING REVENUE BONDS (TRINITY 
HEALTH CREDIT GROUP), SERIES 2019MI, ISSUED BY THE MICHIGAN FINANCE AUTHORITY. 
 

SUMMARY:
 

The Michigan Finance Authority (“Authority”) has received a request from Trinity Health 
Corporation, a not-for-profit corporation organized and existing under the laws of the State of 
Indiana (“Borrower”), to issue hospital revenue bonds (the “Bonds”) in an amount not to 
exceed $1,500,000,000, pursuant to a plan of finance for various capital facilities, including an 
aggregate amount not to exceed $15,000,000 with respect to capital facilities located in the 
City of Ontario (the “City”), as more fully described below.  The proceeds of the Bonds will be 
loaned to Trinity Health Corporation, an Indiana nonprofit corporation, and used to finance or 
refinance the costs of acquisition, construction, furnishing and equipping of certain health care 
facilities (collectively, the “Project” (as described below)), and pay certain expenses incurred in 
connection with the issuance of the Bonds.  Trinity Health Corporation and its subsidiaries and 
affiliates, including Saint Alphonsus Medical Center, Inc. – Baker City, an Oregon nonprofit 
corporation (formerly known as St. Elizabeth Hospital) and Saint Alphonsus Medical Center, 
Inc. – Ontario, an Oregon nonprofit corporation (formerly known as Holy Rosary Medical 
Center), are collectively “Trinity Health.” 
 

BACKGROUND:
 

The “Project” consists of the financing or refinancing of not more than $15,000,000, relating to 
additions and improvements to and equipment for hospitals or other healthcare facilities 
owned and operated by Trinity Health at the following locations: (i) Saint Alphonsus Medical 
Center, Inc. – Baker City, located at 3325 Pocahontas Road, Baker City, Oregon and related 
properties, and (ii) Saint Alphonsus Medical Center, Inc. – Ontario, located at 351 SW 9th 



Street, Ontario, Oregon and related properties, including construction, renovation, equipment 
acquisition and miscellaneous capital expenditures related thereto. 
 

CURRENT SITUATION:
 

The City Council of the City of Ontario, Oregon (the “City Council”), as the applicable elected 
representatives of the governmental unit having jurisdiction over the area in which a portion 
of the Project is located (being Saint Alphonsus Medical Center in Ontario, Oregon), has been 
requested to approve, for purposes of Section 147(f) of the Code, the issuance of the Bonds by 
the Authority following a public hearing.

The City Council, having provided notice as contemplated by Section 147(f) of the Code, has 
conducted a public hearing regarding the issuance of the Bonds and has invited oral and 
written comments from the public.

Therefore, as the applicable elected representatives of the governmental unit having 
jurisdiction over the area in which a portion of the Project is located (being Saint Alphonsus 
Medical Center in Ontario, Oregon), and having held the public hearing following notice as 
described above, the City Council approves of the issuance of the Bonds by the Authority as 
required by Section 147(f) of the Code. 
 

ANALYSIS:
 

 A. FINANCIAL None to the city. The Bonds will be limited obligations of the Authority 
payable only from loan repayments to be made to the Authority and certain funds 
and accounts established by or pursuant to the bond indenture(s) under which the 
Bonds will be issued.  The Bonds will not be a general obligation of the City or the 
Authority and will not be a debt of the State of Oregon or any political subdivision of 
the State of Oregon.  The issuance of the Bonds will not obligate the State of Oregon 
or any political subdivision of the State of Oregon to levy or pledge any form of 
taxation for the Bonds or to make any appropriation for the payment of the Bonds.  
The hearing will provide a reasonable opportunity for expression of opinion, 
argument on the merits and introduction of documentary evidence pertaining to the 
proposed issuance of the Bonds.

 

 B. TIMING On December 11, 2018, the Authority is expected to adopt a Bond Resolution 
authorizing the issuance, sale and delivery of the Bonds; therefore, Trinity is 
requesting approval of the sale as quickly as possible. 

 

 C. POLICY/LEGAL Section 147(f) of the Internal Revenue Code of 1986, as amended 
(“Code”), requires that “qualified 501(c)(3) bonds” be approved by the applicable 
elected representatives of the governmental unit having jurisdiction over the area in 
which the Project is located.

 



ALTERNATIVES:
 

Council could deny approval of the proposed resolution for sale of the bonds; however, Trinity 
would continue making the request. 
 

RECOMMENDATION:
 

Staff recommends approval of Resolution #2018-141. 
 

ATTACHMENTS:
 

1. Reso #2018-141 Trinity Health 2019
2. TEFRA Notice - Ontario, Oregon - Trinity 2019
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RESOLUTION #2018-141

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF ONTARIO, OREGON
CONCERNING REVENUE BONDS (TRINITY HEALTH CREDIT GROUP), 

SERIES 2019MI, ISSUED BY THE MICHIGAN FINANCE AUTHORITY 

WHEREAS, the Michigan Finance Authority (the “Authority”) has received a request from Trinity 
Health Corporation, a not-for-profit corporation organized and existing under the laws 
of the State of Indiana (the “Borrower”), to issue its Hospital Revenue and Refunding 
Bonds (Trinity Health Credit Group), Series 2019MI (the “Bonds”) an amount not to 
exceed $1,500,000,000, pursuant to a plan of finance for various capital facilities, 
including an aggregate amount not to exceed $15,000,000 with respect to capital 
facilities located in the City of Ontario, Oregon, for the purpose of (1) refunding certain 
bonds, the proceeds of which were used to finance or refinance the costs of acquisition, 
construction, furnishing and equipping of certain health care facilities at the following 
addresses: 

Saint Alphonsus Medical Center, Inc. – Ontario 
(formerly known as Holy Rosary Medical Center)
351 S.W. Ninth Street
Ontario, Oregon 97914

Saint Alphonsus Medical Center, Inc. – Baker 
City (formerly known as St. Elizabeth Hospital) 
3325 Pocahontas Road
Baker City, Oregon 97814

and (2) pay certain expenses incurred in connection with the issuance of the Bonds 
(collectively, the “Project”).

WHEREAS, on December 11, 2018, the Authority is expected to adopt a Bond Resolution 
authorizing the issuance, sale and delivery of the Bonds. 

WHEREAS, among other things, Section 147(f) of the Internal Revenue Code of 1986, as amended 
(the “Code”), requires that “qualified 501(c)(3) bonds” be approved by the applicable 
elected representatives of the governmental unit having jurisdiction over the area in 
which the Project is located.

WHEREAS, the City Council of the City of Ontario, Oregon, as the applicable elected representatives 
of the governmental unit having jurisdiction over the area in which a portion of the 
Project is located (being Saint Alphonsus Medical Center in Ontario, Oregon), has been 
requested to approve, for purposes of Section 147(f) of the Code, the issuance of the 
Bonds by the Authority following a public hearing. The City Council, having provided 
notice as contemplated by Section 147(f) of the Code, has conducted a public hearing 
regarding the issuance of the Bonds and has invited oral and written comments from 
the public.
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NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF ONTARIO, OREGON:

Section 1. Public Hearing. As the applicable elected representatives of the governmental 
unit having jurisdiction over the area in which a portion of the Project is located (being Saint Alphonsus 
Medical Center in Ontario, Oregon), and having held the public hearing following notice as described 
above, the City Council approves of the issuance of the Bonds by the Authority as required by Section 
147(f) of the Code.

Section 2. Effective Date of Resolution. This Resolution shall take effect immediately upon 
its adoption by the City Council.

PASSED AND ADOPTED by the City Council of the City of Ontario this 20th day of November, 2018, by the 
following vote:

AYES: 

NAYES:

ABSENT:

APPROVED by the Mayor this 20th day of November, 2018.

CITY OF ONTARIO, OREGON

By: 
Ronald Verini, Mayor

 

ATTEST:

By: 
Tori Barnett, MMC, City Recorder
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NOTICE OF PUBLIC HEARING

NOTICE IS HEREBY GIVEN that the City of Ontario, Oregon (the “City”) will hold a 
public hearing at the Ontario City Council meeting on November 20, 2018, commencing at 
7:00p.m., for purposes of federal tax law with respect to the proposed issuance of one or more 
series of hospital revenue bonds (the “Bonds”) by the Michigan Finance Authority (the 
“Authority”)  in an amount not to exceed $1,500,000,000, pursuant to a plan of finance for 
various capital facilities, including an aggregate amount not to exceed $15,000,000 with respect 
to capital facilities located in the City, as more fully described below.  The proceeds of the Bonds 
will be loaned to Trinity Health Corporation, an Indiana nonprofit corporation, and used to 
finance or refinance the costs of acquisition, construction, furnishing and equipping of certain 
health care facilities (collectively, the “2019 Project” (as described below)), and pay certain 
expenses incurred in connection with the issuance of the Bonds.  Trinity Health Corporation and 
its subsidiaries and affiliates, including Saint Alphonsus Medical Center, Inc. – Baker City, an 
Oregon nonprofit corporation (formerly known as St. Elizabeth Hospital) and Saint Alphonsus 
Medical Center, Inc. – Ontario, an Oregon nonprofit corporation (formerly known as Holy 
Rosary Medical Center), are collectively “Trinity Health.”

The “2019 Project” consists of the financing or refinancing of not more than 
$[15,000,000], relating to additions and improvements to and equipment for hospitals or other 
healthcare facilities owned and operated by Trinity Health at the following locations: (i) Saint 
Alphonsus Medical Center, Inc. – Baker City, located at 3325 Pocahontas Road, Baker City, 
Oregon and related properties, and (ii) Saint Alphonsus Medical Center, Inc. – Ontario, located at 
351 SW 9th Street, Ontario, Oregon and related properties, including construction, renovation, 
equipment acquisition and miscellaneous capital expenditures related thereto. 

The public hearing is intended to comply with the public approval requirements of 
Section 147(f) of the Internal Revenue Code of 1986, as amended.

The hearing will be held in the Ontario City Hall at 444 SW Fourth Street, Ontario, 
Oregon 97914.  Interested persons wishing to express their views on the issuance of such Bonds 
or on the nature and location of the facilities proposed to be financed or refinanced will be given 
an opportunity to do so at the public hearing; however, each person must limit his/her oral 
remarks to a period no longer than five (5) minutes.  Written comments will be accepted by the 
City at 444 SW Fourth Street, Ontario, Oregon 97914, but must be received on or before 
[November __, 2018] to be presented at the hearing.

The Bonds will be limited obligations of the Authority payable only from loan 
repayments to be made to the Authority and certain funds and accounts established by or 
pursuant to the bond indenture(s) under which the Bonds will be issued.  The Bonds will not be a 
general obligation of the City or the Authority and will not be a debt of the State of Oregon or 
any political subdivision of the State of Oregon.  The issuance of the Bonds will not obligate the 
State of Oregon or any political subdivision of the State of Oregon to levy or pledge any form of 
taxation for the Bonds or to make any appropriation for the payment of the Bonds.  The hearing 
will provide a reasonable opportunity for expression of opinion, argument on the merits and 
introduction of documentary evidence pertaining to the proposed issuance of the Bonds.
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Dated:  November [5], 2018 

 CITY OF ONTARIO, OREGON



ELECTED ESSENTIALS 
WORKSHOPS

SEATING IS LIMITED – REGISTER NOW!
www.orcities.org

Dates and locations:
November 28 – McMinnville
November 29 – Tigard
November 30 – Hood River 
December 5 – Manzanita 
December 6 – Waldport
December 12 – Monroe 
December 12-13 – Hermiston 
(two evening sessions)

December 13 – Bandon
December 13 – Klamath Falls 
December 14 – Grants Pass 
January 10 – Sisters 
January 18 – Baker City 
January 23 – Keizer 

New to city government?  Need a refresher on  
government fundamentals?  

Plan now to attend one of 13 FREE trainings around the state.
Topics covered include:
•	 Public records and public meetings
•	 Ethics
•	 Roles and responsibilities of councilors, mayors, city managers and staff
•	 Achieving a high-functioning governing body
•	 Regional topics customized to each location
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