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BILL NO-A5 -2015
AN ORDINANCE

AMENDING THE CITY OF READING CODE OF ORDINANCES, CHAPTER 5
ADMINISTRATIVE CODE, SECTION 5-806 FISCAL PROVISIONS FOR CONSISTENCY
WITH THE PURCHASING POLICIES TO AND INCORPORATE REVISIONS
RECOMMENDED BY THE CITY’S ACT 47 COORDINATOR AS ATTACHED

Whereas the Council of the City of Reading hereby ordains as follows:
Section1.  Amending the City of Reading Code of Ordinances, Chapter 5 Administrative
Code, Section 5-806 Fiscal Provisions for consistency with the Purchasing Policies and to

incorporate revisions recommended by the City’s Act 47 Coordinator as attached.

Section 2.  This ordinance shall become effective ten (10) days after it adoption, in
accordance with Sections 219 & 221 of the City of Reading Home Rule Charter.
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§5-806 Fiscal Provisions

A.  Fiscal year.

Editor's Note: Provisions of the Charter are set forth below:
§ 901. Fiscal year.

The fiscal year of the City shall be the calendar year. If not prohibited by law, the Council
may, by ordinance, adopt a different fiscal year, specifying an orderly procedure for financial
and budgetary controls in making such transition.

B. Administrative Services Director.

(D Bonding. The Administrative Services Director shall be bonded in such amount
as determined by the Administrative Code. He/She shall assist the Managing
Director in determining which personnel in the Administrative Services
Department shall be bonded.

(2)  Policies and procedures. The Administrative Services Director shall be
responsible for preparing policies and procedures as required by the
Administrative Code. These policies and procedures shall be available to the
public for inspection. Copies may be made for the public at a reasonable cost not
in excess of reproduction which may include both direct and indirect costs of
such reproduction.

(3)  Securities. The Administrative Services Department is authorized and
empowered on behalf of the City to establish and maintain accounts with those
banks and brokers as are necessary and convenient for the purchase and sale of
any and all forms of securities which are in accordance with the City's
investment policy as per Part D herein.

C.  Regulations concerning appropriations and transfers

(1)  The authorization and expenditure of all funds and preparation of department
budgets shall be in accordance with a policy adopted by the Council and a
financial procedure manual to be prepared and periodically reviewed and
updated by the Administrative Services Department. Expenditures shall be
executed in a uniform manner for every City Department.

(2)  The Administrative Services Director shall prepare and submit a monthly report
to the Mayor, the Managing Director, and Council. This monthly report shall




)

(4)

®)

include all revenues, expenditures, borrowing, and any use for each City
department and each City Fund account, and status reports comparing those

expendltures w1th the adopted budget as—well—as—aay@epaﬁmeﬂt—ﬁ}sﬁf-}eaﬁea-é

-------

éep&PH%eH%s—aﬁd—Vﬁthin-er—bebs\m@}ty—quds-&eeeum The report shall include
an estimate of the fiscal year end projections for both revenues and expenditures.
All reports shall also include the receipt or forecast of nonrecurring revenues.

for the purpose of this policy, nonrecurring revenues shall include land or asset
sales, use of fund balance, transfers from other funds that exceed ongoing and
sustainable levels, and transfers from other funds that exceed legal limits,
Nonrecurring revenues also include any revenue that is anticipated to be
received for only one year.

In addition to these monthly reports, the Managing Director shall also submit
quarterly financial reports as outlined in initiative FI04 of the City’s Act 47
Recovery Plan dated June 11, 2010.

In order to allow flexibility in the administration of the City's business,
departments may transfer money between line items within the department. A

majority of Council-in-respense-to-any-monthly-report; may place a limit on the

amount of additional-excess expenditure allowed for any program or line item.
This is not intended to-restrict unduly the Mayor's and/or Managing Director’s
ability to manage and administer the budget.

Justification for transferring, borrowing or any use of funds between
departments and/or City Fund accounts must be presented to and approved by
Council ordinance. The financial procedures manual will stipulate the following;
(a) Expenditure procedures.

(b) Justification procedures for transferring money between line items.

(c) Justification procedures for transferring money between departments.

(d) Administration of petty cash funds.

(e) Justification procedures for transferring, borrowing, or any use of money
between City Fund accounts.

Interfund Borrowing: The City will limit its use of interfund borrowing to
obtain cash from one fund type or reserve to fund activities of another fund type
or reserve, and will apply the following conditions to limit such borrowings:




(a) The borrowing deemed a lawful use of such funds;

(b) The Director of Administrative Services has determined that the funds to be
borrowed will not be needed by the lending fund during the lending period;

(©) The borrowing is for a temporary period with repayment scheduled during
the same fiscal year;

(d) Any borroiuing activity that cannot be repaid by the end of the fiscal year,
other than temporary lags in reimbursements, will be disclosed along with a
plan for replenishment within ten (10) calendar days of the transaction;

(e) No such borrowing shall cause the City to be in noncompliance with its
policy on structurally balanced budgets;

() No such borrowing shall cause the City to be in noncompliance with
applicable federal and/or state requirements or agreements; and

(®) For existing borrowings that are not in compliance with this policy, the City
shall adopt budgets and a plan to come into compliance by the end of 2015.

Any actions taken to borrow money under these conditions must be separately
disclosed in the City’s periodic financial reports to City Council with an anticipated
repayment date, If the cumulative amount that one fund borrows from another fund(s)
during the calendar year is more than $500,000, any amount in excess of $500,000 must
be approved by Council. Similarly, if the cumulative amount borrowed from one fund
. by any other fund(s) during the calendar year is more than $500,000, any amount in
excess of $500,000 must be approved by Council,




(6)

)

(8)

Fund Transfers and Subsidies: The City may make permanent, annual transfers
from other City funds into the General Fund under the following conditions:

(@) Use a cost allocation method to allocate administrative and overhead costs
to other funds or programs receiving administrative services from the City. The
cost allocation method must be applied consistently across funds and years.
The cost allocated to each fund must be sustainable by those other funds, A
summary of cost allocation method for each allocated cost shall be maintained
in writing.

(b) There shall be an adopted schedule for transfers included in the annual
budget. Transfers that are not annual shall occur at least quarterly. The City
may also make transfers from enterprise funds according to the following
conditions:

(1) The transfer complies with all applicable federal and/or state
requirements and agreements.

(2) The transfer is based on an adopted calculation methodology applied
each year. This methodology may be based on percentage of revenues,
return on investment, percentage of net revenues, or other calculation
adopted by the City Council. The methodology should be adopted
consistently each year.

Requiring an amendment to the City's annual Budget Ordinance to authorize
any cumulative modification to any departmental overall budget or line item
exceeding $10,000 including fund transfers and subsidies. The request for a
budget amendment must be submitted to City Council with an agenda
memorandum explaining the justification for transfer and the proposed use for
the funds transferred, borrowed or used at least two weeks before the transfer is
required.

Requiring City Council approval, via ordinance, for the following:

(@)  Salary increases for Department Directors that were not approved in or
included in the budget for the fiscal year and fall outside the labor
contract for union employees. Please see Personnel Code Section 701 for
salary increases for other employees.

(b)  All expenditures not approved and listed in the operating or capital
budgets for the fiscal year prior to those expenditures occurring.




() All expenditures and allocations of $25;660 $10,000 or more from and to
any-and-allageney-funds and any and all line items falling in the

Departmental and Non-departmental area of the General Fund.

© Structurally Balanced Budget: The City’s objective is to achieve and
maintain a structurally balanced budget in all funds such that recurring
revenues fund recurring expenditures. Non-recurring revenues and budget
surpluses should replenish reserve levels, support outstanding liabilities
and pay for non-recurring expenditures, including capital projects, in that
order.

To that end, the Director of Administrative Services shall report to the
Managing Director and City Council on the inclusion of any non-
recurring revenues in each budget, forecast or actual report of financial
results. That report should include the amount and use of any non-
recurring revenues. For the purpose of this policy, non-recurring revenues
shall include land or asset sales, use of fund balance, transfers from other
funds that exceed ongoing and sustainable levels, and transfers from
other funds that exceed legal limits. Non-recurring revenues also include
any revenut that is anticipated to be received for only one year.

(10) Report on Policy Compliance: The elected City Auditor will report
quarterly to City Council on the City’s compliance with these policies.
This report shall be made available to the public.

Bank and investment accounts

(1)  The City of Reading City Council shall, annually, authorize all bank and
investment accounts opened and used by the City by resolution on or before the
last day of January of the new calendar year.

(2)  New bank and investment accounts shall only be opened under the signature of
the Director of Administrative Services, the City Auditor, Mayor or and the
Managing Director and shall be approved by Council resolution before any
funds are deposited.

Purchasing

(1)  Responsibility. The Administrative Services Director, in consultation with the
Managing Director, shall develop a purchasing policy and procedure for the
purchase of supplies and materials and the sale of personal and real property;




such policy and procedure under these fiscal provisions is made a part hereof
and marked "Exhibit A" and hereafter referred to as "Policy and Procedure."

(2)  Purchasing policy

(@)  The overall authority and responsibility for City purchasing is centralized
within as-aDivision-ofHinancein the Department of Administrative
Services.

(b)  The purchasing policy and procedure is applicable to all departments,
offices and agencies and shall include the service function of ordering and
buying goods and services. In addition, functions such as planning and
scheduling purchases, seeking competition, assuring the preparation of
proper specifications, and enforcing compliance with all purchasing
regulations and procedures shall be part of the purchasing policy and
procedure.

(3)  Purchasing Manager

(@)  The Purchasing Manager shall have the authority to:

[1] Purchase or contract for all materials, supplies, equipment and
contractual services for all City departments, offices and agencies
with the exception of:

[a] Books, subscriptions
[b]  Business meeting expenses
[c] Charitable contributions

[d] Dues

fe]  Items that can legitimately be purchased via the petty cash
process

[f] Postage

[g]  Tuition

[h]  Travel, meals, mileage




[2]

[3]

[4]

[i] Utility services

Review all requisitions for the purchase of materials, supplies, -
equipment and services not exempted from this regulation for
quality and cost.

[a]  The purchasing process will begin with the Department
Director’s formulation of specifications that identify and
describe the product or service to be purchased.

[b]  The Purchasing Manager will assure that the specifications
meet the Department’s needs, but do not call for features or
a level of quality not necessary for the item’s use.

[c] If there is a lack of agreement between the Purchasing
Manager and the Department Director concerning any
specifications, the Purchasing Manager will refer the matter
and all support documentation to the Administrative

Services Director ManagingDireetor for final determination.

Prepare, in cooperation with department directors, standard
written specifications for supplies and/or services not exempted by
this regulation especially those common to various City functions.

Place orders for all supplies, materials, equipment, or services, not
exempted by this regulation, by the issuance of a purchase order.

[a]  Itis the general policy of the City to make awards to the
responsible vendor who meets the specifications for the
items or services to be purchased at the lowest cost. Factors
such as delivery time, quality, operating and maintenance
costs, service, etc., as well as initial price, should be
considered by the Purchasing Manager to determine the
lowest-cost vendor who meets the specifications.

[b]  When the Purchasing Manager or department director
deems that an award should be made to other than the
lowest-cost vendor or when the Purchasing Manager and
the department director fail to agree, the matter with all
supporting information shall be referred to the Purchasing

Committee Managing Direetor for final determination.




[5]

[6]

Dispose of surplus or unused material supplies or equipment after
they have been declared as surplus by the Department Director
wherein the materials, etc., are located and such declaration is
agreed to by the Purchasing Manager. In the event the Purchasing
Manager and the department director fail to agree on what
materials are surplus, the matter with all supporting information
shall be referred to the Managing Director for final determination.
Disposal shall be on an annual basis or more frequent basis as
needed and in accordance with the policy and procedure.

Enforce all purchasing regulations and procedures, and any such
purchases pursuant to this section shall be done in accordance with
the policy and procedure.

(b)  The Purchasing Manager has the following responsibilities:

[1]

[2]

[3]

[4]

[5]

[6]

[7]

Procure for the City the highest quality in commodities and
services that meet the user's needs at the lowest cost.

Purchase as many items as feasible in bulk to take full advantage of
discounts.

Keep informed of current development in the field of purchasing
including prices and market developments.

Keep accurate and up-to-date records of all verbal and written
solicitations and bids in a manner that they are available for public
inspections.

Provide assistance to any department director as required to draft
specifications.

Formulate and circulate for approval, modification or additions to
purchasing regulations and procedures as deemed necessary.

Contact Pennsylvania Department of Labor and Industry when the
invitation to quote/bid is formulated, if the Pennsylvania
Prevailing Wage Act, 43 P.S. § 165-1 et seq., is applicable.

(4} Emergency authority. In case of an emergency, purchase authority is delegated
to the individual department directors when the Purchasing Manager is

10
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unavailable, i.e., after normal working hours. Such purchase authority shall be
exercised in the manner set forth in the policy and procedure.

Department directors

(@)  The department directors have the authority to:

1

[2]

Determine the need for all materials, supplies, equipment and
service for his/her department.

Formulate specifications that are clear, concise and descriptive of
all the requirements for all intended purchases.

(b)  The department directors have the responsibility to:

[1

(2]

3]

[4]

5]

[6]

Investments

(1)

Furnish the Purchasing Manager with all necessary information to
assure that the purchase will be correct in all details.

Provide specifications that are clear and rated for the use intended.
Provide a justification when requesting a proprietary item.

Provide a list of suggested vendors. This will assist the Purchasing
Manager in locating the item, although it does not restrict the
Manager in looking elsewhere.

Notify Purchasing Manager when the material, supplies, or
equipment is delivered and if it is inferior in quality or
unsatisfactory.

Notify Purchasing Manager annually, by the date established by
the Purchasing Manager, of any surplus, obsolete or scrap
materials or equipment that exist in the department.

Responsibilities. The Administrative Services Director shall be responsible for
identifying money (except monies belonging to pension funds) to be invested,
understanding the options available and for what time period, communicating
this information to the Managing Director, implementing the decision, and
making regular reports regarding these actions to the Mayor, Managing Director

11
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3)

and Council. All investments shall comply with PA Act 72 as currently
constituted.

Types of investments. The Administrative Services Director shall invest in these

types:

(a) Any obligations of the United States government for one year or less.
(b) United States Treasury Bills.
(c) Short-term obligations of the United States government or its agencies.

(d) Savings accounts or time deposits of Pennsylvania institutions insured by the
Federal Deposit Insurance Corporation or the National Credit Union Share
Insurance Fund up to the amount covered by insurance with the remainder
covered by approved collateral pledged by the depository.

(e) Obligations of the United States, State of Pennsylvania, any political
subdivision of the state and any of their agencies or instrumentalities, backed
by their full faith credit.

(f) Prime commercial paper (unsecured promissory notes issued by any
industrial, common carrier, public utility or finance company or corporations
of $1,000,000,000,808 of assets or more) having no litigation pending or
threatened against the prime commercial paper, being not in default upon
any of its outstanding obligations, whose credit has been approved by the
national credit office, incorporated or its successor and the investments make
up 10% or less of the City's total portfolio.

(g) Certificates of deposit from institutions having their principal place of
business in the state and insured and collateralized as in Subsection F(2)(d)
above.

(h) Shares of investment companies properly registered investing only in the
investments in Subsection F(2)(a) through (g) above.

Combining investments. Investment monies may be combined to purchase
investment(s), provided such funds are accounted for separately in all respects
and earnings from investments that are separately and individually computed
and recorded and credited to the accounts from which the investment was
purchased. Investment monies can be combined to purchase investment(s)
pooled with other political subdivisions and municipal authorities in accordance

12




(1)

2

)

with P.L. 180 of July 12, 1972, 53 Pa.C.S.A. § 2301 et seq., provided there is
separate and equal computation, recording and distributions of earnings. All
investments shall comply with PA Act 72.

G.  Signing checks

Documentation. The issuing and signing of all City checks shall be in accordance
with the following:

(a) The amount expressed in the request is allocated for in the department
budget.

(b) The person presenting the request shall provide evidence that the amount
due is for the payee in whose name it is drawn.

(c) Supplies, services or other consideration for payment has been processed by
purchasing regulations if required.

(d) Supplies, services or other consideration for payment has been verified that
they have been furnished or performed according to law or contract.

Check signatures

(a) The Administrative Services Director and the City Auditor shall sign all
checks drawn against the City Treasury. Facsimile signatures may be used.

(b) In the event of the absence of the Administrative Services Director, the Mayor
shall have the authority to sign checks in his/her place and stead.

(¢) In the event of the absence of the City Auditor, the auditing coordinator in
the office of the City Auditor or the City Solicitor shall have the authority to
sign checks in his/her place and stead.

(d) "Absence," as used in this section, is hereby defined as failure to be present in
Reading City Hall for a period of three consecutive full business days or
more for any reason including, but not limited to, vacation, illness, mental or
physical incapacity or death.

Limitations. No signed check shall be distributed, mailed, or released unless
there is sufficient money in the particular budget from which it is drawn, as well
as the checking account to cover it at the time the check has been issued.

13




Exception is made for payroll as it is subject to FLSA and Federal wage and
overtime regulations.

H.  Record of assets. The Administrative Services Director shall keep a complete record of
books and accounts under appropriate titles, to show separately and distinctly all of the assets,
property inventory, trusts, and indebtedness and all of the receipts and expenditures of the
various departments. He/she shall supervise and control the accounts of all of the
departments, and may require a written statement of all money or property of that
department.

L. Annual budget
(1)  Submission and adoption.
Section 902 of the Charter provides:
§ 902. Submission of Balanced Budget and Capital Program.
On ot before 90 days prior to the ensuing fiscal year the departments heads will
submit a proposed budget and capital program to the Managing Director. On or
before 90 days prior to the ensuing fiscal year the Mayor will submit to the City
Council a balanced budget, capital program, and an accompanying message. The
proposed balanced budget and capital program shall be in such form as the Mayor
deems desirable, unless otherwise required by Council.
(2)  Budget message
(@)  Section 903 of the Charter provides:

§ 903. Budget message.

The budget shall be accompanied by a message which shall include:

A An explanation of the expenditures and revenues in the proposed budget,
indicating and explaining major changes from the current year and the
prior year.

B. An outline of proposed programs and an explanation of new, expanded, or

abolished programs or functions.

C. A summary of the Cily’s debt position.
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D.  Such other material that will inform the Council and the public of
municipal goals.

(3)  Budget organization and content.

(@)  Section 904 of the Charter provides:

§ 904. Budget

The budget shall provide a complete financial plan of all City funds and activities
for the ensuing fiscal year in accordance with all generally accepted accounting
principles and, except as required by this Charter, shall be in such form as the
Mayor deems desirable or the Council may require. In organizing the budget, the
Mayor shall utilize the most feasible combination of expenditure classification by
fund, organization unit, program, purpose or activity, and object. The budget
shall contain, among other things, the following:

A. It shall begin with a general summary of its contents.

B. It shall show in detail all estimated income, indicating the existing and
proposed tax levies, as well as other assessments, fees and charges.

The estimated income shall mean the total of estimated revenue plus the
prior fiscal year’s fund balance. If a deficit exists, a plan to eliminate that

deficit must be included in the budget.

C. It shall show all proposed expenditures, including debt service, for the ensuing
fiscal year.

15




D. It shall show the number of proposed employees in every job classification and
the proposed salaries of all exempt employees beginning in 2009.
[Amended 1-26-2009 by Ord. No. 3-2009]

The budget shall include the position ordinance, defined in §5-212,
Ordinances, which shows the number of all proposed employees in every
job classification, as defined in § 70-201, Categories of employment,
highlighting changes and the proposed salaries of all exempt employees
beginning in 2009 (plain italic language required by Bill No. 3-2009 enacted
January 26, 2009, and approved by the Mayor January 27, 2009).
[Amended 10-26-2009 by Ord. No. 60-2009; 8-27-2012 by Ord. No. 86-
2012]

[a]  Insome cases, however, prudent succession management
may call for temporarily exceeding the position allowance in
a particular department. Some examples are:

[i] When there is a known planned retirement of an
individual in a highly technical position, smooth operations
would call for an extended period of knowledge transfer
that would require hiring the replacement individual prior
to the retirement.

[ii] In the case of extended apprenticeships or training
periods, such as police, it would make sense to consider the
historic rate of attrition when determining the ideal class
size. This would provide a more consistent number of
trained staff versus the current system which can produce
peaks and valleys.

[b]  Therefore, in order to manage the operations of the City
more effectively, City Council may, by ordinance, authorize
the Managing Director to exceed the position ordinance for
any department with the following conditions:

[i] No departmental position ordinance will be exceeded
for a period of time greater than six months.

[iif =~ The temporary addition of employees will not cause
the total wages of the City to exceed budgeted levels.
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[iii] The Managing Director will report to Council on all
planned hires which will exceed any position
ordinance and will report on the status of all such
hires on a regular basis.

[iv]  Atno time will the total number of City employees
exceed the total number of employees authorized
under position ordinances by more than 10
employees.

E. It shall be so arranged as to show comparative figures for actual and estimated
income and expenditures for the current fiscal year and actual income and
expenditures of the preceding four fiscal years.

F. It shall indicate proposed expenditures during the ensuing fiscal year, detailed
by offices, departments and agencies, in terms of their respective work
programs and the methods of financing such expenditures.

G. It shall indicate proposed capital expenditures during the ensuing fiscal year,
detailed by office, departments and agencies when practicable, and the
proposed method of financing each such capital expenditure. The Mayor will
include this separate capital program section in the annual budget and submit
to Council with appropriate supporting information as to the necessity for
such programs.

H. It shall indicate anticipated net surplus or deficit for the ensuing fiscal year of
each utility owned or operated by the City and the proposed method of its
disposition; subsidiary budgets for each such utility giving detailed income
and expenditure information shall be attached as appendices to the budget.

The total of proposed expenditures shall not exceed the total of estimated income.

Editor's Note: Section 901 of the Charter provides:
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§ 901. Fiscal year.

The fiscal year of the City shall be the calendar year. If not prohibited by law, the
Council may, by ordinance, adopt a different fiscal year, specifying an orderly
procedure for financial and budgetary controls in making such transition.
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(4)  Adoption.-
(@)  Section 905 of the Charter provides:
§ 905. City Council action on budget.

1. Notice and hearing. Council shall publish in one or more newspapers of
general circulation in the municipality the general summary of the budget
with a notice stating:

A. The times and places where copies of the budget message and
budget document are available for inspection by the public.

B. The time, place, and date, not less than 15 days or more than 30
days after such publication, for a public hearing on the budget.
The public hearing shall not be on the date of a regular Council
meeting.

C The proposed budget shall be available for public inspection at City
Hall and copies shall be available for the public at a reasonable fee
to be set by the Council.

(5)  Amendments.
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(a)

(b)

(c)

(d)

Section 905 of the Charter provides:
§ 905 (b) Amendment before adoption.

After the public hearing, the City Council may adopt the budget with or
without amendment. In amending the budget, it may add or increase programs
or amounts and may delete or decrease any programs or amounts, except
expenditures required by law or for debt service or for an estimated cash
deficit, provided that no amendment to the budget shall increase the authorized
expenditures to an amount greater than total estimated income and thereby
allowing for line item changes by the City Council.

If the amended budget increases, decreases, or readjusts funding requirements
by more than 5% or adds or deletes a program, the budget shall be returned to
the Mayor immediately for comment and resubmission to the Council within
three normal City workdays.

Council shall provide for another public hearing to be held within five days
after the Mayor has resubmitted the budget.

After the public hearing, the City Council may adopt the budget with or without
amendment. In amending the budget, it may add or increase programs or
amounts and may delete or decrease any programs or amounts, except
expenditures required by law or for debt service or for an estimated cash deficit,
provided that no amendment to the budget shall increase the authorized
expenditures to an amount greater than total estimated income and thereby
allowing for line item changes by the Council.

If the amended budget increases, decreases, or readjusts funding requirements by
more than 5%, or adds or deletes a program, the budget shall be returned to the
Mayor immediately for comment and resubmission to the Council within three
normal business days.

Three normal City work and/or business days ("normal business days"
shall mean weekdays and shall exclude Saturdays, Sundays and
holidays).

Council shall provide for another public hearing to be held within five regqular
business days after the Mayor has resubmitted the budget.
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(©)

7)

Five normal City work and/or business days ("'normal business days"
shall mean weekdays and shall exclude Saturdays, Sundays and
holidays).

Adoption.

(2)

(©)

Section 905 of the Charter states:

§ 905 (c) Adoption. Council must adopt an annual budget by no later than
December 15 of the fiscal year currently ending. If Council fails to adopt a budget
by December 15, then the Mayor’s original proposed balanced budget shall
become the official budget of the City for the ensuing fiscal year.

The Council must adopt an annual budget by no later than December 15
of the fiscal year currently ending. If Council fails to adopt an annual
budget by that date, the Mayor's original proposed balanced budget shall
become the official budget of the City for the ensuing fiscal year.

Within 30 days after the adoption of a budget ordinance, the
Administrative Services Director shall file a copy of the budget with the
appropriate state agency.

Revised budget.

(@)

Section 906 of the Charter provides:

§ 906. Revised budget. Notwithstanding any other provisions of this article,
when the fiscal year of the City is the calendar year, in any year following a
municipal election year the Council may, within 45 days after the start of the
fiscal year, revise the budget and tax levies adopted by the previous Council. The
procedures for adopting a revised budget shall be in accordance with §§ 905, 906,
with the time periods adjusted to 45 days after the start of the fiscal year.
Ordinances adopting a revised budget shall be effective as of the start of the fiscal
year and shall rescind and replace the budget ordinance of the previous Council.
It is the intent of this Charter that a new Council, in the year following a
municipal election, shall have the power to revise the budget and tax levies
adopted by the previous Council.
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(8)

(b) . Within 15 days after the adoption of an amended budget ordinance, the
Administrative Services Director shall file a copy with the appropriate
state agency.

Amendments after adoption.

(@)  Section 908 of the Charter provides:

§ 908. Amendments after adoption.
1. Emergency appropriations may be made by the Council to meet a public
emergency posing a sudden, clear and present danger to life or property.

Such appropriations may be made by emergency ordinance in accordance
with the provisions of § 220 of this Charter.
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2. Supplemental appropriations may be made.by the Council by ordinance upon
certification by the Mayor that there are available for appropriation
revenues in excess of those estimated in the budget.

3. Transfer of appropriations may be made in accordance with provision of the
Administrative Code.

Editor's Note: Section 220 of the Charter provides:
§ 220. Emergency ordinance.

An emergency ordinance may be adopted to meet a public emergency posing a
sudden, clear and present danger to life or property. An emergency ordinance
shall be introduced in the form and manner prescribed for ordinance generally,
except that it shall be plainly designated as an emergency ordinance and shall
describe in clear and specific terms the nature of the emergency. Every emergency
ordinance shall automatically stand repealed as of the 91st day following the date
on which it was adopted, but this shall not prevent reenactment of the ordinance
if the emergency still exists.

Transfer of appropriations may be made in accordance with the provision
of the Administrative and Fiscal Codes in accordance with the provisions
of § 908 of the Charter.
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J. Capital Program
[Amended 10-22-2012 by Ord. No. 98-2012]

(1)  Definitions.

(@)

(b)

(©)

(d)

(e

Capital improvement program (CIP). A five-year plan that shall contain
eligible capital projects listed in order of priority for funding during the
five-year period.

Capital project. Any project funded or proposed to be funded by public
monies in part or whole to build, restore, retain, rehabilitate, purchase or
repurchase any equipment, property, facility, infrastructure, vehicle,
hardware for information technology, park facility, or building that is to
be used for the public benefit or is a public asset, and has minimum total
value of $50,000.

Capital program budget. An annual budget that shall identify the total
funding and source of funding for each capital project adopted in the
capital improvement plan that to be executed during the fiscal year.

Capital purchase. Any purchase of a vehicle or other motorized
equipment.

Capital expenditure. An allocation from the capital budget for an
approved capital project.

K. Capital priorities. Each year in the first week of May, the Mayor shall provide an
annual statement of CIP priorities to the Council and to the departments funded by the
CIP. The statement of priorities shall indicate substantive outcomes that the City is
seeking to achieve through projects funded through the CIP and operational goals.

(1)  Project and purchase proposals.
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(b)

Each year in the first week of June, the Administrative Services
Department (ASD) shall issue a formal request to each City department
for capital project proposals. The request shall be via a standard format
set by the ASD that includes an estimate of the aggregate size, in dollar
figures, of the proposed capital budget for the fiscal year.

Each capital project and purchase proposal shall be submitted to the ASD
by the first week of July and shall include the following:

[1]  For projects:

[a]

[b]

[e]
[d]

[e]
[£]

[s]
[h]

[i]

[j]
[k]

A description of the geographic location of each proposed
capital project. If a capital expenditure is for a general
Citywide project, the description shall list anticipated
locations, but note that the list may not be exhaustive;

An estimated timeline for the completion of the capital
project;

An estimated total budget for the capital project;

Any potential impact the capital project may have on the
City's operating budget;

The estimated useful life of the capital project;

For capital projects related to the general maintenance of
infrastructure, the total projected funds required to improve
or rehabilitate the infrastructure type citywide to an
acceptable state of function of repair;

The departmental priority for each capital project submitted;

A statement of whether the capital project will impact public
safety or public health;

A statement of whether the project is CDBG eligible;
A proposed source of financing;

A statement of whether the capital project is consistent with
the City Comprehensive Plan.
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(c)

(a)

(b)

[2] For purchases:
[a] A description of the proposed vehicle's use;

[b] A description of the condition of the vehicle being replaced
including mileage and age;

[c]  The inventory of vehicles used by the department with a
statement of primary purpose and frequency of use;

[d]  Anestimated total budget for the capital purchases.

Charter § 911 (b) (6) states that All Capital Projects must be included in
the Capital Program Budget.

(2)  Capital Inprovement Program Committee, the CIPC.

The Capital Improvement Program Committee (CIPC) shall advise the
Mayor and City Council on the selection and prioritization of all capital
projects and ensure that the CIP is properly administered. The
membership of the CIPC shall consist of the following nine seven
members:

[1] Director of Administrative Services;

[2] Director of Community Development;

[3] Director of Public Works;

[4] Chief of the Fire Department;

[5] Chief of the Police Department;

[6] City Auditor;

[7]1 One Member of City Council, appointed by the President of City
Council.

The Chair or assignee of the CIPC shall provide a complete listing of all
capital project proposals for the CIPC members to review and analyze
prior to the meeting on the proposed projects.




(¢ The Chair or assignee of the CIPC shall produce a report on the findings
of the committee.

(3)  Contents of the CIPC Report.
(a)  Each year the CIPC shall produce a report, as required by Section 911(d)
(1) of the Home Rule Charter, Preliminary feasibility study that details the

following:

[1] A clear general summary of its contents;

[32] Cost estimates and recommended time schedules for each
improvement of other capital expenditure;

[43] Method of financing, upon which each capital expenditure is to be
reliant;

[4]1  The annual cost of operating and maintaining the project to be
constructed or acquired.

[3]  The percentage of total funds to be allocated to capital purchases
versus capital projects.

Charter § 911 (b) (2) also requires a list of all capital improvements and
other capital expenditures which are proposed to be undertaken
during the five fiscal years next ensuing, with appropriate

supporting information as to the necessity for each;

(b)  Each capital project proposal shall be ranked by the CIPC according to the
following criteria:

[1}]  Projects that will resolve an imminent threat to public or employee
safety or health;

[2]  Achieve compliance with federal or state statutory mandates;
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4)

(5)

()

(d)

[3]  Reduce expenditures in the operating budget;

[4] Improve efficiency or effectiveness of service delivery;

[5] Comply with the City's Comprehensive Plan;

[6] Achieve community or economic revitalization;

[71  Any other criteria as determined by the Committee.

The CIPC shall also evaluate the five-year CIP and propose any changes
that are necessary to ensure that the plan is consistent with the City's
capital needs.

The CIPC Report shall be provided to the Mayor by no later than the first

week of September of each year, and the Chair of the Commitiee or
assignee shall draft the report.

Submission and approval.

(2)

(b)

(©)

The Mayor shall prepare and submit to the City Council a five-year
capital program no later than the final date for submission of the budget.
The capital program shall include a capital budget. The proposed five-
year capital program and budget shall be posted on the City's website for
public review on the date the budget is submitted to Council.

The Mayor, with the assistance of the Managing Director, Administrative
Services Director and the Director of Community Development and in
accordance with the provision of the Municipalities Planning Code (53
P.S. § 10209.1), the Managing Director shall be responsible for developing
administering the capital budget. The Mayor shall prepare and submit to
the City Council a five-year capital program no later than the final date
for submission of the budget.

The Council approval of capital projects in this preliminary feasibility
study will require a simple majority vote in order to move on to a final
approval and funding acceptance.

Final proposal and financing Charter §911 (d).

(a)

The final capital project proposal and financing shall include:
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[1] A clear general summary of its purpose and justification.

[2]  The cost estimates and time schedule for the capital project,
including the cost of the post-project-completion audit.

[3]  The method of financing and sources upon which this capital
project is reliant.

[4]  The annual cost of operating and maintaining the project to be
constructed or acquired.

{b)[5] This final capital project proposal will be published and made
available for the public to review (use notice and hearing notice,
Charter § 912). Capital project replaces capital program.

{©)16] The final Council approval of capital projects will require five votes
to approve.

(b) The contracts for capital projects shall be subject to the procurement
process established by the Charter and the Code.

(6)  City Council action on the capital improvement program (Charter § 912)

(a)  Notice and hearing. Council shall publish in one or more newspapers of general
circulation in the municipality the general summary of the capital program with
a notice stating:

{1]  The times and places where copies of the capital program message and
capital program document are available for inspection by the public.

[2]  The time, place, and date, not less than 15 days or more than 30 days after
such publication, for a public hearing on the capital program. The public
hearing shall not be on the date of a regular Council meeting or on
hearing date of the operating budget.

{31 The proposed capital program shall be available for public inspection at
City Hall and copies shall be available for the public at a reasonable fee to
be set by the Council.

(7)  Adoption. [Charter § 912(3)(b)] Council must adopt an annual capital program by no
later than December 15 of the fiscal year currently ending. If Council fails to adopt a
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(8)

capital program by December 15, then the Mayor's original capital program shall become
the official capital program of the City for the ensuing year.

Capital project execution. [Charter § 911 (d) (3), Capital project reporting.]

(@) Current projects. All capital projects in process must be reported on a quarterly
basts and provide an update on cost, completion date, and estimated revised
operating costs. This information is to be supplied by the Administrative Services
Director and the Project Manager to the City Council in such a form that it is
available to the public.

(b)  Quarterly report. The quarterly report on all capital projects approved for
the current budget year shall be distributed to Council by the last day of
each fiscal quarters. The report shall include the following:

[1] A clear general summary of its purpose and justification.
[2] A statement of each project’s status as of the date of the report.
[3] A statement of whether the project is 50% more or less completed.

[4]  The cost estimates and time schedule for each capital project,
including the cost of the post project completion audit.

[5]  The method of financing and sources upon which this capital
project is reliant.

[6]  The annual cost of operating and maintaining the project to be
constructed or acquired.

Also refer to Charter §911 (d)(3)(a)

Current projects. All Capital Projects in process must be reported on a
quarterly basis and provide an update on cost, completion date, and
estimated revised operating costs. This information is to be supplied by
the Finance Manager and the Project Manager to the City Council in such
a form that it is available to the public.

() Extended projects. If commencement of a capital project does not begin by

end of the fiscal year following the year in which final approval is
obtained, the project must go through § 911(d)(1) and (2) of and as
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required by the Charter § 911(d)(3), and Subsection K(1), (2) and (3) of this
section in the subsequent year.

(d)  Post-project-completion audit. (Charter § 934911(d)4)) Following
completion of the capital project, a complete and detailed audit must be published
and made available to the public. This post audit is to be completed by an
independent auditor appointed by the Council. The purpose of the post audit is to
confirm the estimates of costs and explain any deviation between actual and
estimated costs.

L. Annual Financial Report
(1)  Section 308 of the Charter provides:
§ 308. Powers and duties of the Mayor.
The Mayor shall have the following powers and duties:

(c) Inform City Council and the public each January of the financial and general
condition of the City.

(2)  The Mayor, with the assistance of the Managing Director, Administrative
Services Director and other appropriate department directors, shall:

(@  Inform Council and the public by the end of each January of the financial
and general condition of the City. This report shall be as complete as
possible but shall not be in the detail required under Subsection K(2)(b).

(b)  Report (under oath) to the Council and appropriate state agency, by the
end of each March, a comprehensive financial report in accordance with

the standards set forth by GASB and GAAP.

(¢)  Prepare, review and update as necessary procedures necessary to
implement this section, which shall include the following:

[1]  The format of the report (taking into consideration the maximum
standards of the GASB and the commonwealth).

[2]  Dissemination to the public.

[3] A descriptive and textual analysis of the state of the City, and the
City's finances.
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(d) ~ When anew Mayor has been elected, the Mayor leaving office must
submit as comprehensive a report as possible by December 31 of the final
year of his/her term. The new Mayor shall review this report by January
31 of the year he/she takes office and proposed comments and additions
to the report in preparing his/ her report pursuant to Subsection K(2)(a).

M.  Risk Management.

(1)  Responsibility. The Administrative Services Director shall collaborate with the
Managing Director in developing a risk management procedures manual.
Additionally, the Administrative Services Director is responsible for joint reports
to the Mayor, Managing Director and Council.

(2} Reports. Reports issued by the Administrative Services Director shall include the
following:

(a)  Status of insurance (including self-insurance, requests for proposals for
insurances which shall be considered professional services under this
code), competitive bidding procedures.

(b) Claims.
(c) Bonds.
(d) Other items under risk management.
N.  Contracts
(I)  Approval of contracts.
(@)  Section 915 of the Charter provides:

§ 915. Bidding process.

(a) Whenever the estimated cost of any construction, erection, installation,
completion, alteration, repair of, or addition to, any project subject to the
control of the City shall exceed $10,000, it shall be the duty of said City to
have such work performed pursuant to a contract awarded to the lowest
responsible bidder [subject to Subsection d)], after advertisement for bids.

Every such contract shall contain a provision obligating the contractor to
the prompt payment of all material furnished, labor supplied or
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H.

(b)

(c)

performed, rental for equipment employed, and services rendered by
public utilities in or in connection with the prosecution of the work,
whether or not the said material, labor, equipment or service enter into
and become component parts of the work or improvement contemplated.
Such provision shall be deemed to be included for the benefit of every
person, co-parinership, association or corporation who, as subcontractor
or otherwise, has furnished material, supplied or performed labor, rented
equipment or service in or in connection with the prosecution of the work
as aforesaid, and the inclusion thereof in any contract shall preclude the
filing by any such person, co-partnership, association or corporation of
any mechanics’ lien claim for such material, labor or rental of equipment.

The City may make contracts for carrying into execution the provisions of
the Code, ordinance and the laws of the State of Pennsylvania. Council
approval shall be required of all contracts with a value of $56,000 $35,000
and over, and all collective bargaining agreements. Any contracts for less
than-$50,000 $34,999,99 or less shall be entered into by the exeeutive
branch Mayor and Managing Director as itshall be determined without
requirement of approval by Council. All contracts or purchase not in

excess of $10,000 shall be by-nete-or-memerandum-signed approved by

the Mayor and the Managing Director.

Ethics Code §6 Prohibited Behaviors Letter H Awarding Contracts

Awarding Contracts

L

To the extent that it is not inconsistent with federal or state law: (i) a City
Employee, (i) a City Official, (iii) any Immediate Family of a City Employee or
City Official; or (iv) any for-profit business entity in which the City Employee,
City Official, or any Immediate Family has a Material Interest, shall not enter
into any Contract valued at Five Hundred Dollars ($500.00) or more with the
City or any City agency or instrumentality, unless the Contract has been
awarded through an open and public process, in accordance with Pennsylvania
law, including prior public notice and subsequent public disclosure of all
proposals considered and contracts awarded. In such a case, the City Official or
City Employee shall not have any supervisory or overall responsibility for the
implementation or administration of the Contract. Any Contract or subcontract
made in violation of this subsection may be subject to further penalties, pursuant
to the terms and provisions of the Pennsylvania Public Official and Employee
Ethics Act (65 Pa. C.S.A. §1101.1, et. seq.).

Prior to entering into or awarding any No-Bid Contract, the City Employee,
Official, agent or instrumentality entering into such No-Bid Contract on behalf
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of the City, must immediately provide the Board of Ethics with the following
information:

L.

1.

Iii.

.

The name and address of all contracting parties;
A draft copy of the contract to be entered into;

A report, in compliance with 25 P.S. §3260a (Section 1641 of the
Pennsylvania Election Code), as amended, which shall provide the
following:

a. An itemized list of all political contributions known to each
contracting party by virtue of the knowledge possessed by every
officer, director, associate, partner, limited partner, or individual
owner that has been made by:

1. Any officer, director, associate, partner, limited partner,

- individual owner or members of the immediate family of

the aforementioned parties when the contributions exceed

an aggregate of One Thousand Dollars ($1,000.00) by any
individual during the preceding year; or

2. Any employee or members of his or her immediate family
whose political contribution exceeded One Thousand
Dollars ($1,000.00) during the preceding year.

Any other information that the Board of Ethics may require.

In the event that the intended recipient of a City No-Bid Contract or any
officer, director, associate, partner, limited partner, individual owner,
member, employee, or Immediate Family of any of the aforementioned
parties has made a donation to a political committee of a City Employee,
City Official, agent or instrumentality, in excess of the contribution
limitations set forth in Section 1-199.22 during any of the preceding two
(2) calendar years from the date the draft copy of the proposed contract is
submitted to the Board of Ethics, then and in that event the City is
prohibited from awarding that No-Bid Contract to that intended party.

For purposes of this Section, the office that is considered to have ultimate

responsibility for the award of the Contract shall be as provided for by the
established purchasing policies of the City of Reading.
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