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TOWN OF EAST HAMPTON CT
TOWN COUNCIL BY-LAWS

As adopted by Council on January 12, 2016

1. MEETING

1.1 ORGANIZATIONAL MEETING

Consistent with the Town Charter (sec 2.2) in November after the biannual election there will
be an organizational meeting or the purpose of choosing one member as a Chairman. The
Council can also choose a Vice Chairman to act as a substitute in the instance that the Chairman

is not available.

1.2 HOW TO DEVELOP THE AGENDA

i. The Town Manager, in consultation with the Council Chairperson, shall prepare the agenda.

ii. Unless altered by a two-thirds vote of the Council, the regular order of business shall be as

follows:

L X N U kE WDNPRE

N N e e
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Call to Order and Pledge of Allegiance

Adoption of Agenda

Approval of Minutes

Public Remarks

Presentations

Bids & Contracts
Resolutions/Ordinances/Policies/Proclamations
Continued Business

New Business

. Town Managers report

. Appointments

. Tax Refunds

. Public Remarks

. Communications, Correspondence & Announcements
. Adjournment



iii. Any two members of Council can add an item to the agenda of a regular meeting as long as
the addition is done within the following guidelines:

e Recommended addition is provided to the Town Managers office 5 calendar days prior
to the Council meeting.

e All associated information for the agenda item is provided 5 calendar days prior to the
Council meeting.

1.3 SPECIAL MEETINGS
1.3a SPECIAL MEETINGS (Policy adopted 11-12-13)

Special meetings may be called by the Town Council chairperson. Two members of the Town
Council may also request, through the chair, a special meeting if the subject matter demands
immediate attention and cannot be deferred to the next regular meeting. Proper notice must
be given for the special meeting. Only matters included in the notice may be voted upon and
enacted by the Council.

1.3b EMERGENCY SPECIAL MEETINGS

Emergency Special meetings may be called by the Council Chairperson or the Town Manager in
case of an emergency with at least two hours’ notice given to the Council members, without
complying with the posting of notice requirements, but a copy of the minutes of every such
Emergency Special Meeting shall be filed with the Town Clerk not later than 72 hours following
the holding of such meeting in accordance with the Freedom of Information Act, sec. 1-225 (d).

1.4a PUBLIC REMARKS

The Council recognizes the importance of the Public to have an opportunity to address their
local government. As a result all regular meetings will have a public comment section that will
allow any public the opportunity to speak.

In an effort to maintain order and provide everyone with an opportunity to speak the following
rules will be followed:

e The public should hold their comments until they are recognized by the Council
Chairperson.

e Comments shall be directed toward the Chairperson.

e Comments shall be made consistent with Decorum section 1.4b.

e Comments shall be limited to 3 minutes.



1.4b DECORUM

All meeting participants including Councilors, citizens and staff should confine their remarks to
the substance of the issue at hand. Participants should avoid discussing personalities and not
impugn the motive, character or integrity of any individual. The Town Council supports the right
of a resident to criticize its local government, but this should be done appropriately and
responsibly, with civility and discretion. All participants should address their remarks to the
Council Chairperson and maintain a civil tone. The rules of conduct shall apply to all written
correspondence.

Disorderly and disruptive conduct will be handled in accordance with Connecticut General
Statutes 53a-182 (Disorderly Conduct) and 53a-181a (Public Disturbance) while attempting to
ensure everyone’s rights to an open meeting in accordance with Freedom of Information Act,
C.G.S. Section 1-232.

1.3c RULES OF DEBATE

i. During discussion or debate, No Councilor shall speak unless recognized by the Council
Chairperson.

ii. Councilors shall confine their remarks in debate to the pending question.

iii. Any Councilor who knows in advance of a meeting that he/she wishes to obtain certain data
or have a question answered, or wishes specific figures or expenditures, or the like, should,
insofar as possible, inform the Town Manager in writing of the nature and details of the inquiry,
so that the Town Manager will have the opportunity to have the answer available at such
meeting.

iiii. Any member who realizes or anticipates that he/she has or will have a conflict of interest
with respect to a matter before the Council for consideration should announce his or her
intention to abstain from voting on the matter as soon as the conflict becomes apparent, and
should thereafter refrain from further discussion of or involvement in the matter.

2. SUBCOMMITTEES
2.1 STANDING SUBCOMMITTEES
There shall be the following standing committees:

e Appointments Committee- With the express purpose of interviewing and making a
recommendation for appointments to Boards, Commissions and Agencies that the Town
Council has Authority over.

e Personnel Committee- With the goal of reviewing and providing direction regarding the
collective bargaining process.



2.2 HOW TO DEVELOP A SPECIAL SUBCOMMITTEE
i. The Council may create or dissolve committees of the Council by resolution.

ii. The Council Chairperson shall appoint members of the Council to such committees and shall
designate the chair of each. The Council Chairperson may announce any adjustments in
membership or chairmanship at a regular Council meeting with such changes to be effective at
the next regular committee meeting.

iii. The Council Chair shall have a representative of a minority party on all subcommittees. In the
instance that this may not be feasible or the Council Chair deems it appropriate the Chair can
request a minority representation waiver from the Council of the whole.

iiii. All Councilors shall be ex-officio members of the committees to which they are not assigned,
but do not have the authority to make motions or to vote.

3. NEW BUSINESS

In accordance with the Town Council Second Reading Policy all new business will not be
identified as an action item but will strictly be for presentation purposes unless otherwise
identified by the Town Manager and approved by a majority vote of the Town Council. Action
will be taken on all new business items when they are moved to continued business.

4. BYLAWS ANNUAL REVIEW

Annually, by the end of January of each year, the Council will review the Town Council Bylaws
and make amendments and additions by a simple majority vote.

5. COMMUNICATION WITH ATTORNEY (Policy adopted 11-12-13)

To obtain legal information from Town Attorneys, a Town Council member must contact the
Town Council Chair or the Town Manager explaining their request.

All members of the council will be notified. The response from the Attorney will be emailed to
all council members.

Keeping in mind that Legal Fees are increasing, we expect a monthly accounting of them and
also expect a strong effort by the Town Manager and Town Council to reduce these costs.



ADDENDUM

(Includes all approved Council Policies)



EAST HAMPTON TOWN COUNCIL

2" Reading Policy Page 1 of 1

Purpose

Scope

Policy

Definitions

Procedure

In an effort to ensure the Town Council members of the Town of East
Hampton have ample time to review New Business and discuss it with their
constituents, the Town Council of East Hampton, Connecticut adopts a 2"
Reading Policy. The Town Council also recognizes that some New Business
may have an immediate nature and would allow waiver of this policy for
those occurrences in accordance with the procedures of the policy.

This Policy applies to all citizens, staff, organizations and entities who bring
business before the Town Council of East Hampton, Connecticut.

Action should be taken on items of New Business at the first meeting when it
is introduced only if it is of immediate nature and if the Town Council has
had sufficient materials and review time to feel comfortable in rendering a
decision. All other New Business items will be discussed and then appear for
decision at a subsequent Town Council meeting depending on priority
assigned to it. Items in the normal coarse of business tax refunds,
appointments, proclamations, approval of minutes, adjournment, executive
session and adoption of agendi are exempt from a second reading.

New Business - all matters brought before the Town Council for the first time
in an effort to gain a form of action through a vote of the Town Council.

Immediate Nature- requires a decision from the Town Council prior to their
next regularly scheduled meeting.

1. All business requiring a decision by the Town Council will be brought
to the Town Manager’s office 3 full business days prior to the
meeting.

2. Business being reviewed by Town Council for the first time will be
placed in the New Business section of the agenda. All previously
reviewed but not voted on items will be placed in ContinuedBusiness.

3. During a normal Town Council meeting all items within the New
Business section will be discussed and reviewed.

a. If anitem is seen to be of an immediate nature a motion is made to
exempt the item from the ond Reading Policy. The passage of the
motion by a majority would allow Town Council to make a
decision on New Business during the first reading.

b. If no immediate nature is present, then the item is carried forward
to the next meeting where it is placed in Continued Business.

c. All Continued Business is discussed for the second time at which
point it is now eligible for a deciding vote.

East Hampton Town Council Effective Date: 09/25/2012




REQUESTS TO CONSULT WITH A CONTRACTED TOWN ATTORNEY

To obtain legal information from Town Attorneys, a Town Council member must
contact the Town Council Chair or the Town Manager explaining their request.

All members of the council will be notified. The response from the Attorney will

be emailed to all council members.

Keeping in mind that Legal Fees are increasing, we expect a monthly accounting
of them and also expect a strong effort by the Town Manager and Town Council

to reduce these costs.

11-12-13




SPECIAL MEETINGS EH TOWN COUNCIL

Special meetings may be called by the Town Council chairperson. Two members
of the Town Council may also request, through the chair, a special meeting if the
subject matter demands immediate attention and cannot be deferred to the next
regular meeting. Proper notice must be given for the special meeting. Only
matters included in the notice may be voted upon and enacted by the Council.

11-12-13




—

Invelvement In Personnel Issues
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Keeping the
Couneil.

Info;'med

" EAST HAMPTDN TOWN COUNCIL

Page 1 of 1

The Town Mariager, as described in the Town Manager Job Description shall
have primary responsibility. for supervising and evaluating employees and
shall meet with approved labor union representatives to resolve personnel

- grievances and/ot complaints as necessary.

The Town Manager shall also dh'écﬂy negotiate with labor unions to propose
contracts which must be approved by the Town Council.

No Town Council member, shall attend or in any way be engaged in meetings
involving Town personnel matters.

The Town Manager shall, in Executive Session, keep the Town Council
informed of any personnel issue that may result in:

o Termination of an employee and/or
e Litigation.

Tn. addition, the Town Manager must seek appr oval from the Town. Councﬂ
for any pro posed new or revised labor contlact

——

East Hampton Town Council

' Effective Date: February 14, 2012
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SURVEY POLICY

Town of East Hampton

Approved by the Town Council: January 29, 2015

Purpose: The responsibility for oversight of the use of taxpayer dollars rests with the
Town Council. Furthermore, it is the job of the Town Council to set policy and direction
for the Town of East Hampton. The Town Council would like to ensure all actions and
efforts of the Town are consistent and focused in moving the Town in a consistent
direction.

Policy: All surveys developed by Boards, Commissions, Agencies and Town Staff must
be reviewed and approved by the Town Council to ensure that they conform with the

Town Council’'s Goals and Objectives. Furthermore, the method for dissemination must

also be approved by the Town Council in order to ensure fairness, impartiality and cost
effectiveness.

Procedure:
1. All surveys developed by any department, committee, commission, agency,

board or department must be forwarded in their final form to the Town Manager’s

office with a written request for council review. Satisfaction and comment
surveys are excluded.

2. The Town Manager’s office will ensure that the survey will be placed on the next

Council agenda and provide copies of the survey to the Council.

3. At the Council meeting, the Council will review the survey to ensure consistency
with Council goals and objectives and where applicable, send feedback and
recommendations for changes to the originating entity.

4. When the Council is comfortable with the content of the survey they will make a
motion to approve, amend or disapprove and vote. The vote will be recorded in
the meeting minutes of the Council.

5. If approved, the Council will then make a motion with a recommendation for
method of dissemination. The recommendation for method of dissemination will
direct the originating entity whom the target audience should be, how they are to
disseminate to that target audience and recommend. a funding source, if
necessary.




6. Once both actions above have been taken by the Council, they will be
communicated back to the originating entity by the Town Manager’s office and

the originating entity will administer the survey consistent with those actions.

Definitions:

Survey- Any tool used to collect target audience input on a project, idea, goal or other
issue.

Method for dissemination- to include but not limited to newspaper, internet and mailers.
Also includes active dissemination where there is assurance that every individual in the
target audience received a copy or passive dissemination where a copy is offered but is
not directly provided to each individual in the target audience.

Originating entity- refers to the Board, Commission, Agency, Department and/or
committee that is responsible for the authorship of the survey.

Target audience- a group of people identified for the administration of the survey. Could
include the entire Town or a group of participants in a program.




East Hampton Town Council -

East Hampton Alert Notification System

P

Purpose The Town of East Hampton Emergency Alert System “Ever Bridge” has the
P capability of calling East Hampton residents that have signed up for services or are
listed in the white pages. This policy has been developed in an effort to direct staff in

the use of this system.

- This Policy applies to all Town Staff, Officials and First Responders When the white pages
Scope ‘ ‘ are being used to alert the community.

Policy The East Hampton Alerts Notification System shall be implemented to notify the public
whenever an emergency is declared, status of a declared emergency, the location of essential

“resources and how they may be obtained.

All residents who have registered on the town emergency alert system, through the town
website (easthamptonct.org), and/or who are in the white page telephone 11st1ngs shall be
notified provided they have completed all available contact information.

Definitions Ever Bridge- The Emergency Alert system at the disposal of the Town of East Hampton.
This system allows the Town to disseminate information through phone numbers provided
by residents and the white pages.

. ,Emergency Situation- The following circumstances shall be considered an “emergency” for

~ the purpose of implementing the Alerts Notification System:

Tornado warnings;

Hurricanes;

Winter storms where essential services and utilities may be effected

Emergency evacuations;

Road closures for a period of two (2) hours or more during the day that will affect rush hour

traffic;

e  Other emergency situations identified by the Chief of the Fire Department or Chief of Police
and approved by the Director of Emergency Management Services and/or Town Manager.
(When the Town Manager or Emergency Management Director is unavailable the Council
Chair may authorize the use of the Emergency Alert system).

Procedure A 1o yge the Emergency Alert System, first, determine 1f the situation falls within the
Emergency Situation Categories. :

B. Contact the Emergency Management Director or Town Manager and provide the appropriate
information including:
i. Reason for emergency;
ii. Requests for any actions or precautionary measures;
iii. Where and how to seek help;
iv. How individuals with special needs may seek assistance
C. The Emergency Management Director or Town Manager will authonze the activation of the
Emergency Alert System, if appropriate. K
D. After the use of the Emergency Alert System the Emergency Management Director must
; provide a report identifying:
L i. The incident the system was used for;
: L ii. The information provided;

East Hampthn Town Council : ’ ‘ Effective Date: 10/23/2012

Pace 1 nf?.




' East Hampton Town Council

Fast Hampton Alert Notification System

iii. The number of residents called;

Procedure iv. The number of residents reached.
continued...
=
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East Hampton Town Council S - Effective Date: 10/23/2012°
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II.

1.

Town of East Hampton
Anti-Harassment Policy

Purpose

The Town of East Hampton (Town) is committed to providing and maintaining a work
environment in which everyone is treated fairly and with respect and dignity. The Town
strictly prohibits sexual harassment and harassment toward anyone, including, but not
limited to, legally recognized and protected classes based on race, religion, age, sex, marital
status, sexual orientation, gender identity or expression, genetic information, national
origin, ancestry, military service, veteran status, or disability except in the case of, bona
fide occupational qualification or business necessity. All Town officials and employees
are expected to comply with this policy. The principles and complaint procedures set forth
in this policy apply to sexual harassment and all other forms of harassment involving

agency employees.

The Town of East Hampton will not create or tolerate a hostile work environment or
harassment in any form. Management and elected officials will not use its authority to
harass employees, take or fail to take personnel action as a reprisal against an employee for
resisting or reporting any act of harassment, or tolerate any harassment, verbal or physical,
of an employee toward another employee. Anyone who engages in such conduct will be
subject to discipline up to and including immediate discharge. All supervisory staff
members are responsible for regularly reminding employees of this policy, and all are
responsible for seeing that our workplace is free of harassment.

A. Sexual Harassment
As the prevention of sexual harassment deserves special attention, some sections of
this policy focus directly on sexual harassment. The policy establishes a zero
tolerance standard for all forms of sexual harassment toward any employee or elected

official.

B. Other Forms of Harassment

This policy is also applicable to the harassment of members of a legally protected
class and other harassment visited upon a Town employee or elected official, as such
behavior is not only unfair, but also may impede the Town’s service to the public.

Prohibited Conduct

The Town of East Hampton will not tolerate harassment as defined in this policy by anyone,
including any supervisor, co-worker, vendor, citizen, resident, client or customer, whether
in the workplace, at assignments outside the workplace, at Town sponsored (social)
functions or elsewhere.

Effective Date
This policy shall be effective immediately and shall remain in effect until revised or

rescinded.




Iv.

Definition
A. “Sexual Harassment” is a form of sex discrimination, prohibited by both state and

federal law (see C.G.S 46a-60(a)(8) and Title VII of the Civil Rights Act of 1964).
“Sexual harassment” means any unwelcome sexual advance, request for sexual favors,
or other verbal or physical conduct of a sexual nature where:

1.

2.

Submission to such conduct is made either explicitly or implicitly a term or

condition of a person’s employment;
Submission to or rejection of such conduct by an individual is used as the basis for

an employment decision affecting the person; or
Such conduct interferes with a person’s work performance or creates an
intimidating, hostile or offensive working environment.

The offender or the victim of harassment may be either a man or a woman. Also,
harassment can involve people of the same or the opposite sex.

B. “Harassment” is unwarranted and unwanted verbal or nonverbal conduct which
threatens, intimidates or unduly annoys or insults another person, where such conduct
has the purpose or effect of creating an offensive, intimidating, degrading or hostile
environment, or interferes with or adversely affects a person’s work performance.

Harassment does not include the conduct or actions of supervisors intended to provide
employee discipline, such as deficiency notices, performance evaluations, oral
warnings, reprimands or other supervisory actions intended to promote positive
performance and/or discourage negative behavior or performance.

Examples of Harassment

While it is not possible to list all circumstances that may constitute harassment, the
following are some examples or conduct which, if unwelcome, may constitute harassment
depending on the totality of the circumstances including the severity of the conduct and its

pervasiveness.

A. Sexual Harassment Examples

Unwanted sexual advances and explicit sexual proposals;

Demands for sexual favors in exchange for favorable treatment or continued
employment;

Suggestive comments, sexually oriented teasing or practical jokes;

Foul or obscene body language or gestures;

Display of printed or visual material that is foul, obscene or offensive;

Sending or viewing jokes, pictures or other information by email or the internet
where the information is sexually explicit, or where it ridicules a person’s
ethnicity, religion, sexual orientation or other unchangeable characteristics;
Physical contact, such as touching, patting, pinching or brushing against
another’s body.




B. Other Forms of Harassment Examples

e Jokes about ethnicity, religious beliefs or practices, accents or gender specific
traits;

e Repeated, unscheduled demands for attention and time regarding matters of a
non-urgent nature that interfere with an employee’s ability to perform his or her
routine job duties in a timely and effective manner;

e Any communication or action that is demeaning, rude or inflammatory or
otherwise incites anger, hurt, fear or embarrassment in the receiver of the
communication or action;

e Unwanted questions or comments pertaining to any aspect of an employee’s
person or personal life;

e Unwanted contact at an employee home or in public especially when an
employee is off duty. Examples of unwanted contact may include but are not
limited to: calling an employee at their personal cell phone or land line; emailing
an employee at their personal email address; and physically approaching and/or
berating employees about work matters when the employee is off duty.

VI.  Reporting Harassment
A. Victims of Harassment

If you believe that you are being harassed, you should clearly and promptly tell the
offender that you want him or her to stop the behavior. If for any reason you do not
wish to confront the offender directly or if confrontation does not successfully end the
harassment, you shall immediately report the harassment to any one of the following
people:

e  Your supervisor or manager; or

e  The Town Manager

Any employee or elected official who believes that he or she has been harassed in the
workplace in violation of this policy may also file a complaint with the Connecticut
Commission on Human Rights and Opportunities, Eastern Region Office, 100
Broadway, Norwich, CT 06360 (Telephone number 860-886-5703; TDD Number 860-
886-5707) and/or the Equal Employment Opportunity Commission, Boston Area
Office, One Congress Street, Boston, MA 02114 (Telephone number 617-565-2300;
TDD Number 617-565-3204). Connecticut law requires that a formal written
complaint be filed with the Commission on Human Rights and Opportunities within
180 days of the date when the alleged harassment occurred. Remedies for sexual
harassment include cease and desist orders, back pay, compensatory damages, hiring,
promotion or reinstatement.




VII.

VIIL

IX.

B. Employees or Elected Officials Who Witness Harassment
Any employee or elected official who witnesses harassment or becomes aware that
another employee or elected official has been subjected to prohibited harassment shall
immediately report the conduct to one of the individuals listed above.

C. Supervisors and Manager
Any supervisor or manager who receives a complaint about harassment, retaliation or
who believes that someone is engaging in conduct that may be prohibited must
immediately report it to the Town Manager. Ignoring such conduct is not acceptable
and may subject the supervisor or manager to disciplinary action.

No Retaliation

The Town strictly forbids retaliation against employees or elected official who report
harassment or who participate in internal or external investigations of harassment. The
Town will not engage in any such retaliation nor will it permit employees or elected
officials to do so. The Town will not tolerate retaliatory citizen behavior/actions towards
employees or elected officials whom have reported harassment or participated in a
harassment investigation. All employees or elected officials shall report all instances of
retaliation to one of the individuals listed in section VI.A of this policy.

Investigating Complaints

The Town’s policy is to take all complaints and reports of harassment seriously. All
complaints and reports will be investigated promptly, impartially and discreetly. Once a
complaint is received, an investigation will be undertaken immediately and all necessary
steps taken to resolve the problem. Employees or elected officials have a duty and are
obligated to participate in investigations when asked. Investigation of such matters will
usually entail conferring with involved parties and any named or apparent witnesses.
Where investigation confirms that harassment has occurred, the Town will promptly take
corrective action. Discipline up to and including discharge from Town service, banning
from Town facilities or property, or legal action may be implemented by the Town after
the respondent to a complaint has had a chance to present his side of the case, and to rebut
the claims made against him or her. In all cases, including those in which a harassment
complaint is made against someone who is not a town official or employee, every effort
will be made to ensure that the principles of due process of law are afforded to every
respondent. In this context, depending on the circumstances, due process includes, but is
not limited to, the right to sufficient notice of the claims against the respondent, the right
to counsel paid for by the respondent and the opportunity to rebut the allegations of the
complaint in the presence of a fair and impartial decision maker.

False Reports
Disciplinary action may be imposed if the Town determines that a false complaint was

made under this policy.

Adopted by Town Council: December 8, 2015




Purpose

In recognition that buildings, infrastructure, and major equipment are the physical foundation for providing
services to the residents of the Town of EAST HAMPTON, a multi-year Capital Improvement Program (CIP) is
prepared and reviewed annually. The purpose of the CIP is to budget for the acquisition, replacement or
renovation of major capital/fixed assets. These items are generally not of a recurring nature and not included in
the regular operating budget process. Careful planning during this process is critical to the procurement,
construction, and maintenance of capital assets to meet the needs and activities of the Town. The General Fund,
through the annual operating budget, is the primary funding source for the CIP and therefore plays an integral role
in the development of the program. Proper planning and funding will mitigate budget fluctuations year over year.

A comprehensive capital plan will help ensure the future financial discipline and funding stability of the Town
and systematically provide efficient delivery of public services to citizens and businesses.

Capital/Fixed Assets are categorized as follows:

* land

* LandImprovements

= Buildings and Improvements
= Machinery and Equipment

e Infrastructure

The following Capital/Fixed Asset items are to be included in the Town’s annual operating budget:
*  Fixed assets that cost less than $7,500 and are of a recurring nature and acquired each year.

General Fund capital purchases between $5,000 and $7,500 shall be budgeted for and separately presented in the
Town’s annual operating budget. A separate ORG code (i.e. department) will be established to track the
expenditures. Example: 01890110 (Town Manager) 01890211 (Police Department). Within each department there
will be an object code to identify the type of purchase (i.e. 5741 — Machinery & Equipment).

Definitions

1. The Capital improvement program is defined as a plan for capital expenditures over a multi-year period to
meet identified improvements in capital assets.

2. The Capital Budget is the first year of a five year plan for capital expenditures to be incurred over a given
fiscal year from funds appropriated through the annual budget process for projects scheduled in the same
year.

3. Capital Equipment is defined as any item that has an expected life of 3 (or more) years or more and a
purchase price in excess of $5,000. ltems costing less than $5,000 and lasting less than five (5) years are to be
purchased from material and supply accounts. The purchase price includes any costs of acquisition or
transportation of the item or other costs associated with the installation or placing it into service. The
expected life for a piece of equipment is that period of time for which it will be useful in carrying out
operations without major repair to its physical condition. Generally, capital equipment includes, but is not
limited to, furniture and fixtures, machinery and motor vehicles.

4. Capital Projects are the improvements that make up the capital budget. Each project has a specific
purpose, justification and cost. Projects propose physical improvements in different elements of the Town's
infrastructure. Improvements include but are not limited to: construction, reconstruction, rehabilitation,
modification, renovation, expansion, replacement, extension of streets, bridges, buildings, sidewalks,
playgrounds, lights and acquisition of land, buildings with associated relocation, demolition and
improvements such as landscaping, fencing and paving.

5. Sinking Fund is defined as an account composed of the accumulation of sums of money set aside
periodically to provide a definite amount for a specific purpose at a certain future date. Annual calculations
are equal and are calculated by dividing the total amount required by the number of years during which the
figure must accumulate.
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Criteria
The following Capital/Fixed Asset items are to be included for consideration in the Town’s Capital
Improvement Program (CIP):

* The acquisition of and improvements to assets that cost $7,500 or more and,

«  The Capital/Fixed Assets, or improvements, that have an anticipated life expectancy of five years or more.
Most non-recurring major expenditures are the result of the Town’s acquisition of capital items that form
the physical foundation for municipal services such as land, buildings, infrastructure improvements,
machinery and equipment. However, there can be major expenditures for non-capital items that can
be anticipated on a recurring and periodic basis and require significant funding. In addition to the above
items, the following proposed expenditures may be considered in the CIP, although they may not
constitute capital/fixed assets with useful lives of five years or more.

*  Property revaluation required by the Connecticut General Statutes

* Technology programs and systems

*  Sinking fund contributions

These items and other similar items that may require significant funding of $7,500 or more, and are not
anticipated to be acquired each year, may be appropriate to be included in the CIP process.

The annual road paving program can be anticipated on a recurring basis; however, it requires funding of
significantly more than $7,500 and should be included in the CIP process.

This CIP provides for a five-year plan of acquisition, renovation, replacement and construction of the items
included in the capital budget and includes a planning, budgetary and financing process.

Assets in excess of $7,500 not precluded from acquisition in the general fund or other special revenue fund.

CAPITAL IMPROVEMENT COMMITTEE

MEMBERSHIP

The Capital Improvement Committee shall be composed of two (2) members of the Town Council, two (2) members
of the Board of Finance and one (1) member of the Board of Education with minority representation. Committee
assignments shall be determined by the board chair. The Town Finance Director, Town Manager and Superintendent
of Schools shall be ex-officio Committee staff members without the right to vote.

ROLES & RESPONSIBILITIES

The Committee shall study proposed capital projects and improvements involving major non-recurring tangible
assets and projects which: 1) are purchased or undertaken at intervals of not less than five years; 2) have a useful life
of at least five years; and 3) cost over $7,500. All town departments, boards and committees, including the Board of
Education, shall, by September 1" of each year, give to the Town Manager who shall forward to the Committee
information concerning all anticipated projects requiring action during the ensuing five years. The Committee shall
consider the relative need, impact, timing and cost of these expenditures and the effect each will have on the
financial position of the town. No appropriation shall be voted for a capital improvement requested by a department,
board or commission unless the proposed capital improvement is considered by the Committee.

The Committee shall prepare an annual report recommending a Capital Improvement Budget for the next fiscal year,
and a Capital Improvement Program including recommended capital improvements for the following four fiscal years.
The report shall be submitted to the Board of Finance for its consideration and recommendation. The Board of
Finance shall submit its recommended Capital Budget to the Town Council for approval (see Exhibit A).

Such Capital Improvement Program, after its adoption, shall permit the expenditure on projects included therein of
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sums from departmental budgets for surveys, architectural or engineering advice, options or appraisals; but no such
expenditure shall be incurred on projects which have not been so approved by the town through the appropriation of
funds in the current year or in prior years, or for preliminary planning for projects to be undertaken more than five

years in the future.

The Committee's report and the Town Council’s recommended Capital Budget shall be published and made available
in a manner consistent with the distribution of the annual Town budget report. The Committee shall deposit its
original report with the Town Clerk.

CAPITALIMPROVEMENT PROGRAM TIMING/SCHEDULE

As part of the annual budget process, the CIP will be prepared, presented and acted upon in accordance with the
following schedule:

No later than September 1 Department, board or agency shall submit a
proposed five year CIP to the Town Manager
No later than October 1 Town Manager shall provide a five year planning

document to the Capital Improvement Committee
summarizing department proposals for capital
improvements, a recommendation of items to be
included in the CIP, project priorities for the following
fiscal year and proposed method/sources of funding
for all recommended projects.

On or about November 1 The Capital Improvement Committee shall receive,
review and recommend the 5 year CIP. The plan will
then be forwarded to the Board of Finance

On or about December 1 Board of Finance shall recommend CIP to Town Council
No later than January 1 Town Council adopts the CIP for the following fiscal year
Quarterly CIP meetings The Capital Improvement Planning Committee shall

meet at least quarterly to review and discuss current
and proposed capital projects.

The Town Manager will provide the Town Council periodic CIP status reports throughout the year and present
detailed project status reports or design plans on an as needed basis in accordance with the applicable project
schedule.

IDENTIFICATION OF NEEDS

Capital Improvement items are considered on the basis of need and value to the community. Annually, each
department, board or agency shall submit a proposed five year CIP to the Town Manager in accordance with
the CIP schedule. Requested items shall include acquisition of capital assets, new construction, major renovations
and improvements to municipal facilities, purchase of machinery and equipment and other items that satisfy
the CIP criteria. Capital improvement proposals received outside of the formal CIP process from departments,
citizens, agencies or organizations shall be forwarded to the Town Manager for review and recommendation to
the Capital Improvement Committee, Board of Education, Board of Finance and Town Council as

applicable.

Items that are to be included in the Capital Improvement Program include the following with an estimated cost of
$7,500 or more and have a useful life of not less than five years:

*  Purchase of Land and Development Rights
*  Construction of New Buildings
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» Land and Building Improvements and Renovations
*  Machineryand Equipment
* Infrastructure Improvements (streets, sewers, sidewalks, etc.)

*  Vehicles and Construction equipment
*  Feasibility Analysis/Design/Cost estimates and other professional services relative to anticipated major

projects
* In addition to the above items, the CIP may include certain recurring expenditures/projects that due to
their nature and anticipated cost are best appropriated through the CIP (e.g. revaluation or major

software acquisition)

All Capital Projects under consideration must be submitted on forms provided by the Finance Department and include

the following detail and descriptive information:
1) PROJECT TITLE: Enter the title best describing the project. Be concise, but as descriptive as possible.

2) SUBMITTED BY: Enter the Department, and division, if applicable.
3) CONTACT PERSON: Enter the name and telephone number of the person who can best answer detailed questions
about this project.
4) PROJECT DESCRIPTION: Give a full, detailed description of the project. The description must contain enough
information to allow for a detailed project cost estimate. If costs are estimated to exceed $250,000 see “Estimated
Costs” on page 5. If the project is construction of a building, specify the following: size; use; type of building; utility
type; etc. If it is a street project, specify the following: length; width; whether it is new construction, reconstruction or
resurfacing; whether it involves new signals, sewers, and/or sidewalks; etc. Photos and other documentation should
also be submitted if they provide relevant information. Any project with insufficient information to develop a cost
estimate will not be considered.
5) PROJECT JUSTIFICATION: Support the need for this project. Some of the questions you might want to consider
below:

e Does the project meet established standards, codes or mandates?

e Does the project address a Town Council policy initiative or Board of Education goal?

e Does it address a health, fire, safety or security concern?

e Does it serve a segment of the community not currently served?

e Does it foster private investment? How much?

e Does it create jobs? How many? What type?

e Does it support economic development (i.e. tourism)?

e Does the project require additional staffing or operational increases (e.g. grant writer)?

e Does the project create any revenue?

e Do grant funds or other opportunities exist to offset costs?

¢ What will happen if the Town does not undertake this project?
Use the above and as a guide in submitting justifications.
6) PROJECT LOCATION AND SERVICE AREA: Give a brief description of the community impact the project will have as

well as the area it will serve.
7) SIGNATURE: The Department Director must sign the bottom of the form and date it. The signature indicates that

the director approves of the submission of the project and agrees with the information provided.

Estimated Costs

Costs shall be estimated for all items requested as part of the five-year Capital Improvement Program. Costs for
items requested in years two through five shall anticipate an escalation rate to be determined by the Town

Manager and Finance Director at the beginning of the CIP process.

The steps for major capital projects in the CIP, those estimated to exceed $250,000, may be required by the
Town Manager and will generally include the following:

A. Evaluation/feasibility phase, as necessary
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B. Preliminary design and cost estimating phase
C. Final Design and construction

Subject to the specifics of the project, funding for steps A and B may be combined in the initial request. Cost
estimates should include preliminary design fees, final design fees, architectural fees, construction management
fees, construction costs, acquisition costs, contingency, escalation, legal and financing fees, including short term
interest, and any other costs applicable to the project. The scope and estimated costs of in kind services shall
be identified and presented along with the initial cost estimates for the project.

Funding

The Town Council, as part of the annual operating and capital budget process, will review the capital
equipment and capital projects included in the CIP as recommended by the Board of Finance. The Town
Manager and Finance Director will develop a recommended financing plan, with options, based on total project
costs, cash flow, projected method(s) of financing the projects, Capital Reserve fund projections, mill rate and
debt service impact on future operating budgets. The Town Council shall review these projections when
developing project priorities and the recommended capital program for the following year. The goal is to
effectively balance the total of the annual Capital Reserve Transfer and Debt Service requirements to minimize
fluctuations in the mill rate in accordance with established guidelines set forth in this document.

An annual financing plan for the multi-year capital improvement plan is critical to the CIP process. Factors
to be considered shall include:

= Anticipated revenue and expenditure trends and the relationship to multi-year financial plans

= Cash flow projections of the amount and timing of the capital improvement projects

= Compliance with all established financial policies

= Legal constraints imposed by Town charter or State statute

*  Evaluation of various funding alternatives

= Reliability and stability of identified funding sources

* Evaluation of the affordability of the financing strategy, including debt ratios, future budgets and mill
rate.

The Capital Improvement Program shall generally be funded as follows:

A. Capital Reserve Fund — The Town will use the Capital Reserve Fund as the primary funding source for capital
projects to be funded on a pay as you go basis. The Capital Reserve Fund is primarily funded through an annual
appropriation from the General Fund.

Based on factors referenced herein the Town Council shall consider as a general guideline a
minimum annual appropriation and transfer to the Capital Reserve Fund in an amount equivalent to three
percent (3%) of the current adopted operating budget rounded to the next highest $5,000. In no event shall the
annual general fund contribution exceed 2 mills.

Annually the Board of Finance will review the General Fund unassigned fund balance, Capital Reserve
unassigned fund balance and other funding requirements and may recommend a transfer of additional funds
to the Capital Reserve Fund. The goal of the Town is to maintain an unassigned balance in the Capital
Reserve Fund of an amount equivalent to $1,000,000, except as needed to meet emergencies. The reserve
policy will be reviewed annually and adjusted accordingly as part of the CIP process. Factors to be considered
include evaluation of the projects in the multi- year plan, the method of financing and their effect on
projected mill rates.

B. Capital Initiatives Fund ~ This fund is primarily used to account for the construction and acquisition of major
capital assets. Bond proceeds are the major funding source for projects accounted for in the fund.
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C. Donations/Grants/Loans — Anticipated contributions from various organizations or groups towards certain
Capital Improvement projects, grants and loans will be used in financing the CIP to determine final estimated
net cost to the Town.

D. General Obligation Bonds — Projects that are anticipated to have a significant expenditure of funds should be
considered for referendum and funded through the issuance of general obligation bonds that shall be
authorized and issued in accordance with Connecticut statutes and the Town of East Hampton Charter.

Projects funded through the issuance of debt must be approved by the Board of Finance, Town Council and
Town Meeting. The Town Council may elect to have a project voted on at referendum in lieu of a Town

Meeting.

AMENDING THE CAPITAL IMPROVEMENT PROGRAM

Revisions to Approved CIP Projects:

Periodically there will be changes made to the approved CIP Projects that will require extra funding. This could arise
from unanticipated inflation, change from the original project description or bids that may push up the original cost
estimate. These additional funding requests will be handled as follows:

1- The Department or authorized entity responsible for the Project makes an initial determination that additional
funds are required for a specific purpose.

2- The Department Head submits a written request for additional funding to the Town Manager.

This request will include the original Finance Department CIP request form and will include detailed cost differences
in the original Project and the revised Project. :

3- This additional funding can be approved by the Town Manager providing the additional costs do not exceed the
greater of $7,500 or 10% of the original Project cost.

4- Should the Project Cost increase be more than $7,500 or 10% of the original Project cost then the Project must go
back to the CIP Committee for their review and approval.

Funding New and Emergency CIP Projects:
Periodically there will be projects that arise suddenly or on an emergency basis. These projects may be recommended
by employees, citizens, and members of boards or commissions.

1- The Department responsible for the project makes an initial determination that funds are required for a
specific purpose.

2- The Department Head submits a written request for funds to the Town Manager. This written request is
completed on the Finance Department’s CIP Fund request form.

3- The Town Manager will make a recommendation to the CIP Committee. The Capital Improvement
Committee will then make a recommendation that is forwarded to the Board of Finance.

4- The Town Manager will prepare a report and resolution for approval from the Board of Finance, Town
Council, and Board of Education if needed. This report will be placed on the agenda of the next regular scheduled
meeting of the Board of Finance and Town Council, and Board of Education if needed. Emergency meetings will be
scheduled if necessary.

ACCOUNTING PROCEDURES

After all of the projects have been approved by Town Council the Finance Department will begin the process of
establishing accounts for the approved programs. All appropriations will be established based upon the approved
project cost and prepared by using the line item criteria established by the cost estimate forms. In addition, the

Finance Department will be responsible for the following:

1) Maintaining grant agreements;
2) Maintaining audit records;
3) Receiving and recording revenues;
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4) Distributing payments;

5) Reconciling the general ledger;

6) Reconciling bank statements and investments; and
7) Monitoring department performance.

The Department Director or Project Manager will be responsible for the following:

1) Creating monthly project status reports;

2) Creating and maintaining project timetables;

3) Explaining project changes and/or cost overruns;

4) Providing updates to the Town Council;

5) Presenting projects to committee and the Town Council;
6) Completing data detail for the Finance Department; and
7) Estimating costs and/or staffing requirements.

Approved by the Town Council: September 9, 2014
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EAST HAMPTON SPECIAL REVENUE FUNDS
POLICY on USE of SURPLUS FUNDS

Definition

Special Revenue Funds are one the four classifications of Non-major Governmental

Funds. These funds include:

WPCA Operating

Fund Funding Source Function Type
Septage Disposal Septage fees Accumulation of resources for 1
debt payment

Water System User fees Water operations 1

Public Safety Fees Police outside services 2

Culture & User Fees Recreation programs 3

Recreation

School Cafeteria Sale of lunches &  |Cafeteria operations 1
grants

Education Federal & State Education related programs 1
grants

Public Works Federal & State Public works projects 1
grants

Community Federal grants Town development programs 1

Development

Civic & Human Svs. |Federal & State Civic & human services & 1
grants capital related purposes

Beneficial Assessments Accumulation of resources for 1

Assessment debt payments

WPCA Joint Member town fees | Regional sewer facility 1

Facilities operations
User fees Sewer operations 1




Special Revenue funds are classified into three main types: (1) those whose source of
funds are grants, bequests, donation, gifts or whose sources are restricted by local, state
and federal guidelines, who are exempt from this Policy; (2) those whose funds are
generated from user fees which are subject to the provisions of this Policy; and those
whose funds are generated from user fees for which the user receives a direct benefit
(i.e. Recreational Parks Program).

Several of the Type (2) Special Revenue funds have accumulated excess or surplus
funds annually or over several years.

Policy

Departments subject to this Policy may request the use of excess funds to finance certain
proposed capital projects which will reduce dependence on appropriations from general
fund and lessen tax payer support. Such requests will be forthcoming by submission of
request and need to the Town Manager who shall make his/her recommendation to the
Board of Finance who shall make its recommendation to the Council for final approval.

On a quarterly basis, the Board of Finance shall review accumulated special revenue
fund unrestricted balances for those funds designated Type (2) and where any
unrestricted balance for a program exceeds 3.5% of the Police Patrol budget, shall
recommend that such balance be transferred to the Capital Reserve Fund identified or
reserved for future capital purposes relative to the source of the fund (i.e. police outside
services for Public Safety). The recommendation must be approved by the Town
Council before such transfer occurs.

Once transferred and deposited to the Capital Reserve Fund the Department must
comply with the Capital Reserve Fund Policy prior to any expenditure.

Approved by the Board of Finance: June 16, 2014
Approved by the Town Council: September 9, 2014
Amended by the Town Council: September 23, 2014
Amended by the Town Council: August 4, 2015




Town of East Hampton

General Fund Balance Policy

Updated for GASB 54 Fund Balance Reporting and Governmental Fund Type Definitions
Adopted by the Board of Finance on 7-18-2011

PURPOSE

To outline the policies and procedures adopted by the Board of Finance regarding provisions for identifying
and classifying fund balances in accordance with Government Accounting Standards Board Statement 54.

BACKGROUND

Government entities should maintain a prudent level of financial resources to protect against reducing service
levels or incurring debt because of temporary revenue shortfalls or unpredicted one-time expenditures. To
this end, the Board of Finance adopted a Fund Balance Policy on June 20, 2005.

Prior to the adoption of GASB 54 the fund balance is divided into three basic classifications for accounting and
tracking purposes: designations, reserves and unreserved/undesignated. The unreserved/undesignated fund
balance is the official title for what has previously been described as "fund balance" in the Town’s financial
reports and discussions. Reserves are legally restricted funds established for a future specific use and are not
available for general appropriation. Designations have been set-aside by the Town Council for a specific

purpose.

A positive fund balance serves three important functions:
1. Eliminates the need for short term borrowing to handle cash flow between the start of the fiscal year
and receipt of revenue from taxes;
2. Can be periodically used to lower taxes to smooth out major fluctuations in the property tax rates;
3. Serves as a contingency fund that enables the Town to respond to unanticipated emergencies or

opportunities.

Credit rating agencies determine the adequacy of the unreserved fund balance using a complex series of
financial evaluations. The size of the fund balance is an important, but not the only consideration in the
Town’s rating. Other important factors are the reliability of a government’s revenue sources, economic
conditions, community wealth factors, cash position, debt ratios, management performance, and fiscal
decisions made by the legislative body.

The Government Accounting Standards Board (GASB) issued Statement No. 54, Fund Balance Reporting and
Governmental Fund Type Definitions, to become effective for financial statements with periods beginning
after June 15, 2010 (Statement 54). Statement 54 is designed to improve financial reporting consistency
among governmental entities. Basically, a hierarchy has been established clarifying the constraints that govern
how a government entity can use amounts reported as fund balance. Statement 54 establishes the following
five new fund balance classifications: Non-spendable, Restricted, Committed, Assigned, and Unassigned. The
new fund balance classifications from most restrictive to no restrictions are as follows:




FUND BALANCE DEFINITIONS

e Fund Balance is the difference between the Town’s current assets (cash, short-term
investments, receivables) expected to be available to finance operations in the immediate
future and its current liabilities.

¢ Fund balance is initially characterized as being restricted and unrestricted. Unrestricted Fund
Balance is calculated as follows:

Total Fund Balance
Less: Nonspendable fund balance
Less: Restri

RESTRICTED FUND BALANCE CATEGORIES

* Nonspendable fund balance- Amounts that cannot be spent because they are (a) not in
spendable form (such as inventory, prepaid items, long term portions of notes receivables), or (b)
legally or contractually required to be maintained intact (such as the corpus of an endowment

fund).

e Restricted fund balance- Amounts constrained to specific purposes by their providers (such as
grantors, bondholders, and higher levels of government), through constitutional provisions, or by
enabling legislation and includes a legally enforceable requirement that the resources be used for
a particular purpose specified in the legislation.

UNRESTRICTED FUND BALANCE CATEGORIES

e Committed fund balance— Amounts constrained to specific purposes by the Town itself, using its
highest level of decision-making authority; to be reported as committed, amounts cannot be used
for any other purposes unless the government takes the same highest-level action to remove or
change the constraint.

The decision making authority for purposes of this policy can be any one of the following:

Decision making authority Formal Action To Be Taken
Town Council Adoption of Resolution
Electors Town Meeting or Referendum

Amounts cannot be used for any other purpose unless the constraint is changed in a similar manner.

e Assigned fund balance— Amounts the Town intends to use for a specific purpose; intent can be
expressed by the Town or by an official or body to which the Town delegates the authority.
Appropriations of existing fund balances to future budgets are considered assigned fund balance.
The Town shall not report an assignment that will result in a deficit in Unassigned fund balance.




Negative fund balances cannot be considered assigned. The expression of intent does not have to
be made prior to year end.

The body authorized to assign amounts to a specific purposes for purposes of this policy is the
Town Manager and Finance Director.

e Unassigned fund balance — Amounts that are available for any purpose; these amounts are
reported only in the general fund. In other governmental funds, if expenditures incurred exceeded
the amounts restricted, committed or assigned it may be necessary to report a negative
unassigned fund balance.

GOVERNMENTAL FUND TYPE DEFINITIONS

e General Fund - all funds not reported in another fund

¢ Special Revenue Funds — Used to account for and report the proceeds of specific revenue sources
that are restricted or committed to expenditures for specific purposes other than debt and capital
projects. Restricted or committed revenues is the foundation for a special revenue fund.

e Capital Project Funds — Used to account for and report financial resources that are restricted,
committed or assigned to expenditures for capital outlays, including the acquisition or
construction of capital facilities and other capital assets.

s Debt Service Funds —~ Used to account for and report financial resources that are restricted,
committed or assigned to expenditures for principal and interest, including resources being
accumulated for principal and interest maturing in future years.

e Permanent Funds — Used to account for and report resources that are restricted to the extent that
only earnings, and not principal, may be used for purposes that support the reporting
government’s programs — that is for the benefit of the government or its citizenry. Permanent
funds do NOT include private purpose trust funds.

TOWN SPENDING PRIORITIZATION POLICY:

The Town formally establishes and adopts the “default” spending policy, spending resources in the following
manner when available: restricted, committed, assigned, and unassigned. The default policy is meant to
prioritize the flow of resources from most restrictive to least restrictive for normal business activities.

ASSIGNMENT DESIGNATION BY THE BOARD OF FINANCE:

The Board of Finance authorizes the Town Manager and the Director of Finance to express assignments on
behalf of the town to document the Town’s intent to use available resources for specific purposes. The
applicable assignments do not require formal Town approval. A change in assignment will be reported to the
Board of Finance at their next regularly scheduled meeting.




GUIDELINES
The appropriate level of unrestricted fund balance to be maintained in the general fund.

The Town strives to maintain an unrestricted general fund balance of not less than eight (8) percent nor
more than ten (10) percent of current year budgeted general fund operating expenditures.

Surplus:

If it is determined there is a surplus (an amount in excess of the upper limit of the unrestricted fund balance
range) a recommendation by the Board of Finance may be made to the Town Council that the excess be used
for the following purposes:

e To fund unforeseen expenditure requirements or unanticipated revenue fluctuations.

e Reduction or avoidance of debt. If there is short-term debt within the fund the surplus may be
applied to reduce or eliminate the debt if financial analysis proves this to be advantageous for the
Town. If a borrowing is scheduled, the surplus may be used to reduce the principal amount the
Town needs to obtain if financial analysis proves this to be advantageous for the Town. .

e Applied to a replacement program. Surplus funds may be used to supplement or enhance a capital
replacement program such as vehicle, personal computer, or heavy equipment replacement, or
any other capital replacement program initiated by the Town.

e One-time capital needs. Since a surplus does not represent a recurring source of revenue it should
not be used to fund a recurring expense; however, if a one-time capital expenditure has been
identified, the surplus may be appropriated for this use.

e To take advantage of opportunities that would have a positive economic impact for the Town of
East Hampton. This may include, but not limited to, land acquisition and land development rights.

e Tax, fee, or rate stabilization. Surplus funds may be designated for stabilization in order to avoid
raising taxes, fees, or rates related to the fund in subsequent years.

Shortfall:

If it is determined there is a shortfall (an amount below the lower limit of the unrestricted fund balance
range), the fund balance is to be rebuilt through the following mechanisms.

e An appropriation during the next annual budget process of at least 20% of the shortfall until the lower
limit has been reached. If this is financially infeasible, a written plan shall be forwarded by the Town
Manager to the Board of Finance for approval in order to restore the unrestricted fund balance to an
amount within the range within a reasonable time frame. This plan may require reduction of services,
increases in taxes, fees, or rates, or some combination thereof.

Adopted: Board of Finance 7-18-2011




Town of East Hampton, Connecticut

Debt Policy
INTRODUCTION

The purpose of a debt policy is to establish consistent parameters and guidance for the Board of Finance and Town
Council to make decisions on capital spending and issuance of debt as a means to fund them.

The Town recognizes the foundation of any well-managed debt program is a comprehensive debt policy. In
addition to the general parameters, this policy provides guidance to decision makers regarding the timing and
purposes for which debt may be issued, types and amounts of permissible debt financing, methods of sale that
may be used, and structural features that may be incorporated.

Finally, this debt policy is the Town's recognition of a binding commitment to full and timely repayment of all
debt as an intrinsic requirement for entry into the capital markets. The policy helps to ensure that the Town

maintains a sound debt position and that credit quality is protected.

In summary, the main advantages of a formal debt policy are as follows:

. Enhances the quality of decisions by imposing order and discipline, and
promoting consistency and continuity in decision making;

. Rationalizes the decision-making process;

. Identifies objectives for staff to implement;

. Demonstrates a commitment to long-term financial planning objectives; and

. Is regarded positively by the rating agencies in reviewing credit quality.

INTEGRATION OF CAPITAL-PLANNING AND DEBT FINANCING ACTIVITIES

Multi Year Capital Plan. The Town prepares a multi-year Capital Improvement Program for consideration and
adoption by the Board of Finance and Town Council as part of the Town's budget process. Annually, the capital
budget identifies revenue sources and expenditures for the current year and the next succeeding four fiscal
years. As part of the capital project planning process, the Town evaluates the financial impact of each proposed
project. The plan is updated annually.

Funding of the Capital Improvement Program. Whenever possible, the Town will first attempt to fund capital
projects with Local Capital Improvement Program (LoCIP) grants as part of its broader capital improvement plan. If
these grants are not available, the Town will use general revenues (pay-as-you go), reserve funds, excess surplus,
bond financing, or a combination thereof. The Town is guided by three principles in selecting a funding source for
capital improvements: equity, effectiveness and efficiency.

1 Fairness: Whenever appropriate the beneficiaries of a project or service will pay for it. For example, if
a project is a general function of government that benefits the entire community, such as a school, police station
or library, the project will be financed with general obligation bonds and repaid with general tax revenues. If,
however, the project benefits specific users, such as water and sewer facilities, the revenues will be derived
through user fees or charges and assessments. -

2 Effectiveness: In assessing a source or sources of revenue for the financing of projects the Town will
select one or more options that effectively pays the annual debt service costs. For example, funding a capital
project or the debt service on a project with a user fee or assessment, the Town should consider the term of the
assessments that will repay the financing.
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3 Efficiency: If grants or current revenues are not available to fund a project the Town will select a
financing technique consistent with acceptable risk factors and principals of equity and effectiveness. These
techniques currently consist of fixed-rate general obligation or revenue bonds issued by the Town.

Infrastructure Maintenance, Replacement and Renewal. The Town intends to set aside sufficient current
revenues to finance ongoing maintenance needs and to provide periodic replacement and renewal consistent
with its philosophy of keeping the Town's capital facilities and infrastructure systems in good repair and to
maximize a capital asset’s useful life. It is the Town’s goal to encourage plans for scheduling this maintenance.

DEBT AUTHORIZATION (TOWN CHARTER REQUIREMENTS)

Agency Comment
PL NNINGANDZONING Proposed pmJect ‘must be referred to the local Plannmg and Zonmg§

(BOARDOFFINANCE

' ADJOURNED TOWN MEETING - ~ Absentee ballots must be provided. C.G.S. SectiOns 9-135, 9-1(n), 9-369c.
REFERENDUM ~ - . : . ‘
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PURPOSES FOR WHICH DEBT MAY BE ISSUED

e The Town will consider financing major capital improvements with a total cost exceeding $100,000. Such costs
may include any planning, design and land acquisition costs for such improvements.

¢ The Town will consider issuing debt to finance projects that have been included in the Five-Year Capital
Improvement Program.

REFUNDING OF EXISTING DEBT

A refunding transaction is the issuance of new bonds to refund an outstanding bond issue(s). Most refundings
are performed primarily to take advantage of current interest rates that are lower than the rates on the
outstanding bonds and to realize budgetary savings. The Town may consider a refunding for three primary
reasons:

1 To reduce interest costs;

2 To achieve net present value savings (NPV) that exceed two (2%) percent of the debt service amount of the
refunded bonds; and

3 To eliminate bond covenants that may have become restrictive.

OBIJECTIVES OF ISSUING DEBT

e The Town will finance capital projects through the issuance of debt for the shortest period practical but will
not exceed the useful life of the asset.

¢ The Town will evaluate debt management options as part of its annual Five-Year Capital Improvement
Program process in order to prioritize future financing needs.

¢ The Town will attempt to minimize its reliance on long-term debt.

LEGAL LIMITATIONS

e  Connecticut General Statutes limit the amount of indebtedness the Town may have outstanding to seven
times the total annual tax collections including interest and lien fees plus the reimbursement for revenue loss
on tax relief programs.

TYPES OF DEBT PERMITTED TO BE ISSUED AND CRITERIA FOR ISSUANCE

TYPES

e Bond Anticipation Notes (BAN's)

e Tax Anticipation Notes (TAN's)

¢ General Obligation (GO) Bonds

e Revenue Bonds or Special Assessment Bonds
e Lease Purchase Financing

e Tax Increment Financing (TIF)
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CRITERIA
a. Short Term Debt

1 Bond Anticipation Notes: The Town may choose to issue Bond Anticipation Notes as a source of interim  funding
during a project’s construction phase. Such notes are generally issued for a one-year term and can be renewed for a
period not to exceed ten years, subject to mandatory pay downs beginning before the end of third year. . Before
issuing such notes, the Finance Director will contact the Town's Financial Advisor, for consultation.

2  Tax Anticipation Notes: The Town may choose to issue Tax Anticipation Notes to fund internal working capital
cash flow needs. Before issuing such notes, cash flow projections will be prepared by the appropriate Town
Departments and reviewed by the Finance Director. Tax Anticipation Notes should only be considered following
consultation with the Town’s Financial Advisor.

3 Leasing: Leasing is appropriate for procuring assets that are too expensive to fund with current receipts in any one
year, but with useful lives too short (less than ten years) to finance with long-term debt. Leasing will be considered for
assets that will be needed for only short periods of time, or which are subject to rapid technological obsolescence.

b. Long Term Debt

1 General Obligation (GO) Bonds: General obligation bonds are general obligations of the Town with a full faith and
credit pledge, payable from general ( property) taxes, subject to certain constitutional and statutory limitations.
Bonding should be used to finance capital improvements and long-term assets, or other costs associated with the
financing of a project, which has been determined to be beneficial to the citizens of the Town. Repayment sources may
include but are not limited to tax revenues, project revenue, Federal and State grants, and special assessments. The
Town will consider all repayment sources prior to the issuance of debt.

2 Revenue Bonds: The Town may also consider revenue or special assessment bonds. To enhance security when
issuing revenue bonds, the Town may issue “double-barreled” bonds which are secured both by a dedicated revenue
stream and by the general taxing powers the Town. The Town will strictly adhere to all provisions of the bond
resolution or trust indenture including but not limited to covenants, additional bond tests, and operation and
maintenance requirements. The Town, with the assistance of its Financial Advisor, will analyze the feasibility and cost
benefits prior to the issuance of such bonds.

3 Tax Increment Financing (TIF): The Town may sponsor conduit financings for physical projects in areas
designated for redevelopment, urban renewal, or municipal development that have a general public purpose and
are consistent with the Town’s overall service and policy objectives. Debt service on TIF bonds will be derived from

the incremental tax revenues generated as a result of economic growth in the TIF District. TIF Bonds are Special
Revenue Bonds; the Town will have no obligation for the repayment of these bonds.

Credit Enhancement: The Town shall seek to use credit enhancement (letters of credit, bond insurance, surety
bonds etc.) when such credit enhancement improves marketability and cost-effectiveness.

RESTRICTION/LIMITATIONS ON DEBT ISSUANCE

e  This policy prohibits the issuance of debt for current operations.
e  This policy prohibits the issuance of derivative securities.

e The Town will not issue Pension Obligation bonds.
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STRUCTURAL FEATURES OF DEBT

Overview: The Town plans long-term and short-term debt issuances to finance its capital improvement program
based on cash flow needs, sources of revenue, construction periods, available financing instruments and market

conditions.

When establishing the structure of a bond issue, a mill rate impact analysis will be performed. The analysis will
incorporate the current debt structure and project the costs of various financing options available to the Town.
Debt Repayment: Generally, borrowings by the Town should be of a duration that does not exceed the economic
life of the improvement and in no event exceed 20 years (30 years for school and sewer projects) in accordance
with Connecticut General Statutes. The Town will repay, a minimum of, 50% of the Town’s overall outstanding
debt within ten years.

CREDIT OBJECTIVES

Analysts at rating agencies, underwriting firms and institutional investors use debt ratios to analyze debt levels.
However, the Town recognizes that ratios are one of many factors that influence bond ratings. Commonly used
debt ratios of comparable sized Towns and with comparable ratings will provide one measure against which the
Town can assess its debt burden. Another method is to compare ourselves against ratios developed by rating
agencies, such as, Standard & Poor’s and Moody’s Investors Service. The analysis is not intended to determine the
Town’s total financial position or to project the rating level of the Town.

The Town will use the following debt ratios when reviewing the Town’s capacity to issue debt:

* DebtBurden indicator | "~ Standard&Poor's

Overlapping Debt

. There are no portions of the debt of other governmental entities that are payable in whole or in part by
the Town (e.g. Regional School District Debt) .
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METHOD OF SALE

Competitive Sale: The Town, as a matter of policy, will issue its debt obligations in a competitive sale when
deemed cost effective and advantageous to do so .

Negotiated Sale: There may be instances where it is determined by the Director of Finance and approved by the
Board of Finance that certain complexities of a bond financing or market conditions are such that it may be
beneficial to the Town to issue its debt obligations through a negotiated sale. Such determination may be made on
an issue-by-issue basis, for a series of issues, or for part or all of a specific financing program. Selection of the
underwriting team shall be made pursuant to selection procedures set forth in this debt policy under “Selection of
Consultants and Service Providers”.

Private Placement: When determined appropriate by the Finance Director and approved by the Board of
Finance, the Town may elect to sell its debt obligations through a private placement of limited public offering.
Selection of a placement agent shall be made pursuant to selection procedures developed by the Finance
Director.

DISCLOSURE

Rating Agencies: Full disclosure of the Town’s financial position, current operations, and local economy shall be
made to the rating agencies; an open line of communication should also be maintained with the agencies. Town
staff, with assistance of financial advisors, shall prepare the necessary materials and presentation to the rating
agencies. A credit rating will be sought from Standard & Poor’s and others as recommended by the Finance
Director in conjunction with the Town’s financial advisor.

POST ISSUANCE TAX & SECURITY LAW COMPLIANCE

The Finance Director will develop and implement written post-issuance compliance procedures that will enable the
Town to adequately safeguard against post-issuance violations that may result in the loss of the tax-exempt status
of their bonds.

Arbitrage: The Finance Director shall establish a system of record keeping and reporting to meet the bond gross
proceeds expenditure tests and the arbitrage rebate compliance requirement of the federal tax code. This effort
shall include tracking investment earnings on bond proceeds, calculating rebate payments in compliance with tax
law, and remitting any rebateable earnings to the federal government in a timely manner in order to preserve the
tax-exempt status of the Town’s outstanding debt issues. Additionally, general financial reporting and certification
requirements embodied in bond covenants shall be monitored to ensure that all covenants are complied with.

Continuing Disclosure: The Town is committed to continuing disclosure of financial and pertinent credit
information relevant to the Town’s outstanding securities and will abide by the Provisions of Securities and
Exchange Commission (SEC) Rule 15¢2-12 concerning primary and secondary market disclosure and its executed
Continuing Disclosure Agreements.
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SELECTION OF CONSULTANTS AND SERVICE PROVIDERS

The Town employs outside financial specialists to assist it in developing a bond issuance strategy preparing
bond documents and marketing bonds to investors. The key players in the Town’s financing transactions
include its financial representatives (the Finance Director and staff, among others), Bond Counsel and a
Financial Advisor. Other outside firms, such as those providing paying agent/registrar, trustee, credit
enhancement, auditing, or printing services, are retained as required.

The Town’s Finance Director shall be responsible for establishing a solicitation and selection process for
securing professional services that are required to develop and implement the Town’s debt program. Goals of
the solicitation and selection process shall include encouraging participation from qualified service providers,
both local and national, and securing services at competitive prices. The Finance Director shall periodically seek
requests for qualifications for bond counsel and financial advisory services based on need.

INVESTMENT OF PROCEEDS

The investment of idle funds must be in conformance with federal laws, state statutes, the Town Charter, and
internal policies and procedures.

SAFETY FIRST

Besides legality, the Town’s foremost investment objective will be safety of principal.

LIQUIDITY

The Town will maintain sufficient liquidity to meet project expenditure requirements.

REVIEW OF THIS POLICY

This policy shall be reviewed no later than a bi-annual basis and modified as necessary.

Approval:
APPROVED BY BOARD OF FINANCE: 12-17-2012
APPROVED BY TOWN COUNCIL: 04-09-13
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