
Annual Financial 

Plan 


FY 2012-2013 


Overview 
FY 2013-2014 

FY 2014-2015 




Town of Blythewood 

Annual Financial Plan 


FY 2012-2013 


Table of Contents 


Tab 1 - Executive Overview 

Mayor's Transmittal Letter ............... ........ ......................... .............................................. ....... ..... 5 

Town Leadership ..........................................................................................................................6 

Organizational Chart ............. ....... ... ..... .......................................... ... .................................. ......... 7 

Budget Process ................................................................................. ............................................ 8 

Historic Quick View ................ ... ............................................... ....... ...................... .... ............... 11 

Demographic Profile ......................... ... ................................................................... .. ................. 12 


Tab 2 - Budget Summary - All Funds 

Administrator's Transmittal Letter ............................................................................................. 15 

Budget Ordinance ......................... ............... ............................... .... ............................................ 20 

Summary Statement of Revenues, Expenditures and Other Financial Sources and Uses ..........22 

Summary of All Funds- Changes in Fund Balances .............. ...... .................................. .... ........ 23 


Tab 3 - Governmental Funds 

General Fund- Revenues ............................................................ ................................................ 26 

General Fund- Expenditures ........................................................................................... ... ......... 27 

Capital Improvements Plan .......... .... ............................................................................... ........... 29 

Special Funds- Revenues ....................................................... .. ..................................................34 

Special Funds- Expenditures ......................................................................................................35 

Statement of Other Sources and Uses Including Fund Balances ................................................36 


Tab 4 - Performance Measures 

Strategic Plan .............................................................................................................................43 

General Elements- Status ...........................................................................................................44 

Tactical Plan ...............................................................................................................................45 

Tactical Performance Measures 


General Agreement .............................................................................................................46 

Planning and Development ............................................. .. ..................................................48 

Public Works ......................................................................................................................50 

Community Development ..... ............. ................ ................................................................ 52 

Capital Outlay ..................................................................................................................... 54 


Tab 5 - Appendix 

Contact Data 

Town Council .....................................................................................................................58 

Planning Commission ............ ..... ......................................................................... ...... ......... 59 

Board of Architectural Review ...........................................................................................60 

Zoning Appeals Board ........................................................................................................ 61 

Staff and Other Professionals ....... .............................. ......... ..... ...... .................................... 62 

Amplified Organizational Chart ...................................... ................................................... 63 

Abbreviations and Acronyms ................................................................................ ..... ........ 64 

Terms and Phrases .................................................................................................. ......... ... 65 


Financial Policies 

Forward ..............................................................................................................................69 

Chapter Index ....................... .......... ...................................................................... .......... .... 70 




Executive Overview 

FY 2012-2013 


Overview 
FY 2013-2014 

FY 2014-2015 




Executive Overview 

FY 2012-2013 


Mayor's Transmittal Letter ... .... ...... ............ .. ... .... 5 

Town Leadersh i p .................. ......... .... ............. .. ... .. 6 

Organizational Chart ........... ..... ............. ..... ...... 7 

Budget Process ................... .................. ............ 8 

Historic Quick View ....... ..... .. .. ...... .. ...... .. .. ..... 11 

Demographic Profile ..... ....... ...... ... ... .. ........... . 12 


The first section of the Annual Operating Financial Plan is provided as general 

background information about the town. This is an overview of which people are 

involved} description as to how the budget process works and a graphic 

representation of how a few} but important} leading indicators are trending. 
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Town of Blythewood 

J. l\Iichael Ross 

Mayor 


Dear Citizens of the TO\vn of Bly1hewood 

I am pleased to present to you The Town of Blythewood 20 13 Financial Plan. It is 
my first edition and I am proud of the diligent work put in to providing you a 
balanced budget. The budget is prepared each year with the support and input of our 
elected officials and the hard work of our departments to assure that the leanest 
budget possible is prepared while still delivering high quality services to the citizens 
of the Town. In addition to the tinancial data, I have found this document also 
provides an understanding of our operations, plans. goals, and achievements. 

The Town's mission is and has been to preserve and enhance the quality of life for 
our citizens. Every venture. enterprise and endeavor is focused on sustainability 
plinciples. low impact techniques and best-practices. and all are carefully analyzed 
and thoughtfully considered prior to implementation. 

In closing. I would like to thank the dedicated personnel of the T own, the employees. 
consultants and professional participants for their hard work in producing the 2013 
Financial Plan and the efforts required to give us an overview to the years ahead. 

Sincerely. 

J. Michael Ross 
Mayor 

171 Langford Road, P. O. Box 1004, Blythewood , SC 29016 

Phone 803 -754-0501 Fax 803 -754·0563 
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Budget Process 

The 2013 Annual Operating Budget was developed to ensure that all services to our 
citizens, businesses and visitors are maintained, while preserving our "AA minus" credit 
rating and the long-tenn financial health the Town of Blythewood has come to enjoy over 
the years. 

All municipal financial budgets, audits and reports are controlled by SC law, town 
ordinances, its Financial and Accounting Policy Manual and generally accepted 
accounting principles (GAAP). However, the annual budget of each municipality is a 
fiscal plan, created to best serve its unique circumstances. Therefore, each municipal 
budget process, document and presentation is unique. 

Appropriations and millage, if any, are authorized by specific ordinances and are in effect 
only for the fiscal year of the annual budget being funded and are approved by category 
at the sununarized use level. Accordingly, all appropriations and millage lapse at the end 
of the budget year. However, the Town does not have a millage for this fiscal year. 

In accordance with the state statutes, the town council is required to adopt an annual 
balanced budget ordinance. The Town's budget is organized by fund accounting 
principals and these funds are grouped into the larger category of the Goverrunental 
Funds, inclusive of the Special Revenue Funds, State and Local Accommodation and 
Hospitality Tax and the General Fund which currently includes the Capital Improvement 
Plan (CIP). 

The operating budgets included herein are prepared on the modified accrual basis of 
accounting. Within the budget document, all of the various funds are presented in a 
comparative manner. The General Fund is the Town's primary operating fund. It 
accounts for all financial resources of the Town except for those required to be accounted 
for in another fund. The State and Local Accommodation Tax Fund accounts for the 
revenues and restricted as to use expenditures of the taxes applied to and collected on the 
overnight rental of rooms and accommodation spaces within the Town. Also, the 
Hospitality Tax Fund accounts for the revenues and restricted as to use expenditures of 
the taxes applied to and collected on the sale of prepared food and drink. Lastly, the 
reader should note that the Town does not have any debt at this time nor do the current 
near term plans contemplate debt, but in an effort to be comprehensive the Town has 
added a Chapter 9 - Debt Policy, to its Financial and Accounting Manual, which is 
included in the appendix of this document on page 104. 

Annually the budget process begins in February with staff conducting a detailed review 
and analysis of each line item as to the reliability of the previous year's budget. Part and 
parcel of each analysis is the trending of actual-to-date values compared to the total 
anticipated. If problems are detected corrective measures are employed for the current 
fiscal year, and the projection formulas will be adjusted for the budget year being 
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prepared. The results are presented and discussed at the Annual Planning Retreat of 
Town Council, which was held in March 2012. 

It is customary for the Mayor and Town Council to review past goals, assess progress and 
tune the strategic plan for the upcoming years, as well as align priorities of previous 
years ' objectives. The financial impacts of these initiatives, realigrunents and altered 
project schedules are integrated into the budgeted expenditures. A realignment of 
personnel has taken place in response to the Mayor' s assessment that many businesses 
and citizens are economizing. A retrenchment strategy has been employed in preparation 
of this budget. 

Revenue estimates for the coming year have been conservatively approximated, as well 
as projecting known cost increases in expenditures. These integrations are entered into 
the budget templates and transmitted to the Mayor and Council for deliberation, 
discussion and modifications. 

Town Council will hold a series of budget workshops during May and June. The Public 
has the opportunity to comment on the budget during these workshops and at the formal 
Public Hearing and the two Town Council meetings required to adopt the budget. The 
ordinance for this fiscal year ' s appropriation is included in this document (page 20) for 
easy reference. 

The Annual Financial Plan for FY 2013 is balanced for all funds, sources and uses, and 
totals $ 1,670 (in thousands) with the tally by category as follows : 

General Fund: $1,198 
General Goverrunent $ 408 
Planning and Development 271 
Public Works 235 
Community Development 52 
Capital Outlay (CIP) 232 

Special Revenue Fund: $ 137 
State Accommodation Tax $ 32 
Local Accommodation Tax 65 
Hospitality Tax 40 

Net Other Sources and Uses: $ 335 

TOTAL $1,670 
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The budget process is intended to be more than a review of the funds, it is a presentation 
of the direction in which the Town is moving and how these efforts will be funded to 
meet the needs of the community and its citizens. Therefore, public involvement is 
solicited during this endeavor through publicly advertised meetings and the setting of the 
"budget calendar" at the outset of the process. Below is a chronological list of the 
meetings: 

Annual Budget Calendar 

Planning Retreat---Community Resource Bank 

Saturday, March 10,2012 


Town Council - Overview of Strategic & Tactical Plans & GIF Revenues 

Monday, April 9, 2012 


Town Council Meeting - Budget Work Item: Personnel Issues 

Monday April 30, 2012 


Planning Commission-Overview of Capital Improvements Plan 

Wednesday May 9, 2012 


Town Council- Special Revenue Funds and CIP 

Tuesday May 15,2012 


Town Council- General Fund Operating 

Tuesday June 12,2012 


Budget Council Meetings 

First Reading: Monday, May 28, 2012 

Public Hearing and Second Reading: Monday, June 25, 2012 
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Town of Blythewood 

Historic Flash View 


In the early 1850's, the Charlotte and South Carolina Railroad built a rail line connecting 
Columbia and Charlotte. This railroad was built atop a natural 
ridge dividing the Catawba and Broad River water shed basins. 

Because there was abundant water and wood in the area, a 
refueling stop was established at the 90-mile marker from 
Charlotte, and located directly in front of the current Town Hall. 
As a consequence, the seeds of the town were sown. A depot 
opened in 1873 when the area was named Doko. Legend has it 
that Doko is an Indian word ... meaning watering place. 

Principal commerce shipped in the early days was lumber, 
cordwood, shingles, pitch, tar turpentine, mineral spirits, 
sand and cotton. But more importantly, the railroad 
provided passenger transportation and brought in products 
necessary to sustain the community. 

In 1877 the areas name was changed from Doko to Blythewood at the recommendation of 
students at the Female Institute, a Christian school located just east of Sandy Level Church on 
property owned by the Bookhart family. 

On December 24, 1879, by an act of the SC General Assembly, the town was incorporated, with 
official boundaries of V4 mile radius from the depot. At this time the town was located in the 
lower part of Fairfield County, but in 1913 the community was annexed into Richland County. 

II 

In essence, Blythewood is an old railroad town that has grown 
up and developed into one of the most desirable places to live in 
the State. We are a great community with many civic-minded 
citizens. We value our historical assets and family traditions. 
More importantly, the Town has grown and continues to grow 
but maintains a blend of people who have lived in our 
community for generations along with newcomers, all who care 
deeply about our town. 
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T own of Blythewood 
Annual Budget FY '13 - Demographic Profile 

Historic Population 
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Tax Real 
Year Property 
2000 $ 2,890 
2004 4,050 
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1990: 
1.0 square !nile 

Historic Assessed Values 
(in thousands) 

State % Increase 
Personal Business Over 
Property Pers. Prop. Vehicles Total Prior Year 
$ 645 $ 319 $ 117 $ 3,971 Base 

419 149 430 
587 295 629 

1,765 515 863 

2000: 
3.3 square miles 

... . , ', . 1 . ~. • .... . ••. • • • t . ... . " •... 

5,048 27% 
14,036 178% 
15,484 10% 

Source: Richland C<lunfy Auditor 

2010: 
10.6 
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and Other Financial Sources and Uses ......................... 22 
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This section includes data and trends more specifically related to the Town's fiscal 

affairs. Primarily, the data presented for Fiscal Year '13, however the summary 

statement for all funds on page 22 offers comparative values of the previous 

three years. An analysis of the "fund balances" is also presented on page 23 to 

demonstrate the affects of intentional use of these funds balances periodically. 
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June 25, 2012 

The Honorable J. Michael Ross, Mayor 

Members of Town Council 

Town of Blythewood, South Carolina 

Greetings, 

We are pleased to present the approved Annual Operating Budget (Financial Plan) for Fiscal Year 

(FY) 2013 of the Town of Blythewood, South Carolina. The document that follows includes all funds, the 

Capital Improvements Plan (CIP) and a holistic overview of both revenues and expenditures of the 

various funds for FY '14 and FY'15. The budget herein was prepared with active support, participation 

and policy directives of the Mayor and Town Council. At the most recent planning retreat the seated 

council was introduced to the Performance Measures portion of the budget document in an exhaustive 

manner. The strategic and tactical elements were reviewed, modifications were made and new goals 

and objectives were added. These refinements are reflective in the planning tools provided on page 43 

of this resource publication. 

This 'efile' or book is organized to provide significant information about the Town's historical 

roots, trends of demographic data, summaries and comparatives of fiscal affairs as presented in the 

"Budget Summary" with more detailed information as presented in the Governmental Fund section on 

page 25. 

The multi-year overview is a staple of the town's operating budget document but some new 

features have been added to enhance understanding of the process and specifics of the annual budget. 

A chapter dedicated to debt has been added to the Financial and Accounting Policy Manual included in 

the Appendix. It should be noted that the Town does not have any debt at this time, nor are there plans 

for General Obligation (G/O) debt in the near future. This chapter is provided to establish policy should 

future councils find such financing resources necessary. Currently, if the Town were to consider GIO 

financing the total bond issue could not exceed $1,239,000, which is 8% of the assessed value of the 

property within the town, (refer to the assessed value chart on page 12). 

Also, please note that a schedule of human resource has been added to the organizational chart 

and included in the appendix on page 63. These data points will allow for quick consideration of the 

administrations' approach to manning levels and how personnel functions are being employed. 

171 Langford Road, P.O. Box 1004, Blythewood, SC 29016 
Telephone 803-754-0501 Fax 803-754-0563 
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Budget Summary 

The town budgets within the Governmental Fund, which includes the General Fund (the Town's 

operating fund) and Special Revenue Funds, are balanced and based on the modified accrual basis of 

accounting. Under this method, revenues (income) are recognized in the period they become 

measureable and available to finance expenditures of the period and expenditures (expenses) are 

recorded when incurred. Also, the modified accrual method of accounting has some exceptions; such as 

the handling of encumbrances, which are treated as expenditures in the year they are encumbered. 

Also, grants are considered to be revenues when awarded, not when earned and lastly, sales and use 

taxes are considered to be revenues when received rather than when earned. On a final note, currently, 

the ClP expenditures continue to be a sub-section of the General Fund. 

Below is a graphic summary of the General Fund revenues; a total of $1,183,000 is the budget 

revenues for FY 'B. State Shared revenues is by far the General Fund's largest revenue source (57% or 

$675,000) and includes those revenues that are authorized and collected by the state of South Carolina. 

They include the consolidated Insurance and Telecommunication Tax Collection Program, the Local 

Option Sales Tax and Aid to Subdivisions. Although, these revenues are trending up, about 2%, but not 

the double digit rate of growth as was the modus operandi prior to 2008, the good news is that they are 

not trending downward as is the case in many jurisdiction. All of other revenues are rather flat as you 

can see on page 26 of the Governmental Funds section. 

General Fund Revenues FY'13 

13% 

o State Shared Relo€nues 

Business License Fees 

57% o Franchise Fees 

o Other Relo€llues 

As revenues are budgeted at or near last year's levels, likewise the expenditure trends follow 

revenues . Additionally, the newly elected Mayor has implemented a "retrenchment strategy" for most 

categories of expenditure. Most noteworthy is the movement from employee to out-sourced 

professionals. Refer to the Organizational Chart on page 63 and study the Schedule of Human 

Resources, to see this paradigm shift. 

171 Langford Road, P.O. Box 1004, Blythewood, SC 29016 
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In addition to this tactic, the Mayor also spearheaded a Council effort to reduce the elected 

official's salary by 50%. The combination of these two initiatives has resulted in a considerable 

reduction in the cost of providing a government to the citizens of the town. Personnel cost have been 

budgeted at nearly a 20% reduction from the previous year. 

As growth continues, we feel that the Mayor and Council will be taking a more creative and 

entrepreneurial approach to balancing the revenues to expenditures formula. The Town hasn't any ad 

valorem taxes so much is being accomplished without this normal and customary governmental basis of 

revenue. These are certainly exciting times in Blythewood. 

Below is a graphic display of the FY '13 General Fund Expenditures; a total of $1,198,000 has 

been approved. General Government is the largest category of expenditure @ $408,000 or 34%. Over 

half of the General Government segment includes Mayor, Council and Administrator salaries and 

expenses and the legal fees . A new expenditure in this year's budget is $72,000 for rent of a new Town 

Hall space. This is a collective effort with Richland County, which will result in county office space in 

Town Hall and the Sheriffs Region Six division occupying the current Town Hall at Doko Meadows (the 

new town park). A chart is provided to display the dollar values for each category of General Fund 

expenditure. Please note that the Capital Outlay section is the CIP, which is a plan of adding assets to the 

Town of Blythewood. A complete review of each investment starts on page 29 and continues to page 33 

and is well worth the read. 

General Fund Expenditures FY'13 

23% 


o General Government 

Planning and 

Development 


o Public Works 

I0 Comrrunrty Development 

• Capital Outlay 
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There is one more addition to this document from last year, we have prepared a Budget 

Organizational Chart to display the relationship of the funds and the 'other financing sources and uses' 

which in combination is the budget for this fiscal year. 

FY 2013 Budget 

$1,670,000 

I 

General Fund 

$1 ,198,000 I 

I Gen Govtl 


I $408,000 


I Plan & Dev I 
I $271 ,000 

I Public Works I 

I $235,000 


I Comm Dev I 

I $52,000 


I Capital O/lay I 

I $232,000 


r : . J ." ,." '-!····!i "" 
~ lJ,~1f;ftl,,1 )'I} I. f":h1:r1~:~.~ 
1ft;Jt ~ ~. :"l'" .-.; '''~ ~ ~.·1..f;'·f"f. 
.....~}.: ~ i)). )I;ft ',. -:. ~5':_ _

I 
Special Funds 

I$137,000 

I SC Atax I 
I $32,000 

I Local Atax I 
I $65,000 

I Hosp Tax I 
I $40,000 

Base Payment to 

BFC Trustee 

r-------i General Fund 

$81,000 

f----------i SC Atax 

$0 

LocalAtax 

$78,000 

'--__~ Hosp Tax 

$176,000 
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From time to time, events may occur and projections may not be as accurate as calculated at the 

time of this preparation. In that event, a budget amendment may be a necessity. However, the town 

has administrative parameters that must occur prior to such action . Review the Financial and 

Accounting Policy Manual Chapter 4 on page 90 of the Appendix for a complete explanation. If an 

amendment is necessary then the Town must adopt an amendment to the Budget Ordinance, which 

requires two separate readings as well as a Public Hearing. 

Conclusion 

This Annual Operating Budget is an excellent opportun ity to appraise the Town's fiscal 

success. This fiscal year we still maintain a AA- rating from Standard and Poor's and 

accomplished the goals and objectives of the Mayor and Council at an acceptable level. Our 

budget decisions historically reflect our planning inputs and a conservative approach to funding 

sources. On behalf of all that assisted in the preparation of this document, a huge thank you to 

the Mayor and Council for your leadership, insight and vision for a better Blythewood! 

Respectfully, 

Kem R. Smith, CPA 

Town Accountant 

171 Langford Road, P.O. Box 1004, Blythewood, SC 29016 
Telephone 803-754-0501 Fax 803-754-0563 
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STATE OF SOUI'H CAROLINA 	 ORDINANCE NO. 2012 - 011 
ORDINANCE ADOPI1NG ANNUAL 

TOWN OF BLYTHEWOOD 	 CAPITAL AND OPERATINGI 

BUDGETS FOR THE FISCAL YEAR 
2012-2013 

WHEREAS, South Carolina ' Code Ann. Section 5-7-260 (3) provides that the 
municipal governing body shall adopt an annual budget by Ordinance; and, 

WHEREAS, the Mayor and Town Administrator have prepared estimates of 
revenue and expenditures for general government operations and capital 
expenditures for fiscal 2012-2013; and, 

WHEREAS, Council has considered the proposed estimates and approved same for 
adoption as the 2012-2013 budget; 

NOW, THEREFORE, BE IT ORDAINED by the Mayor and Town Council of the 
Town of Blythewood in Council duly assembled, this 25th day of June, 2012, that: 

SECTION 1. Adoption of Operating and Capital Budgets. 

The attached estimates of revenue and expenditures for operating and capital for 
fiscal year 2012-2013, Exhibits A and B attached hereto and made apart hereof by 
reference, are hereby adopted and shall constitute the approved budget for the 
next fiscal year. 

SECTION 2. Establishment of Ad Valorem Millage Rate. 

The ad valorem millage rate established by this Ordinance for all real and personal 
property within the Town is zero (0) mils. 

SECTION 3. 

Any funds received during fiscal year 2012-2013 from grants, State of South 
Carolina appropriations, local accommodations or hospitality fees or taxes, fee 
increases or appropriations of fund balance approved by Town Council shall 
increase the original budget appropriations and shall not require a supplemental 
Budget Ordinance. 
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SECTION 4. 

The undesignated general fund balance shall be maintained at a level sufficient to 
maintain approved level of financial resources to protect against a reduction and 
service levels or the raising of taxes and fees in the event of temporary revenue 
short falls or unpredicted one-time expenditures. As a financial goal, the general 
fund balance should equal at least four months of operating expenditures. 

Being enacted this 25th day of June, 2012 in Council duly asse 

~.A 

June 25, 2012 
SECOND READING 
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REVENUES: 

State Shared Revenue 


Hospitality and Accommodations Taxes 


Business Licenses 


Franchise Fees 


Other Revenue 


Interest Income 


TOTAL REVENUES All SOURCES 

EXPENDITURES: 

General Government 


Planning and Development 


Public Works 


Community Development 


Debt Service 


Capital Outlay 


Tourism 


TOTAL EXPENDITURES 

EXCESS (DEFICIENCY) OF REVENUES 

OVER (UNDER) EXPENDITURES 

OTHER FINANCING SOURCES (USES): 

Interfund Transfers Sources and (Uses) 

Base Payments to BFC Trustee 

Total Other Financing Sources and (Uses) 

NET CHANGE IN FUND BALANCES 

Intentional (Source) or Use of Fund Balances 

BALANCE BUDGET FOR FISCAL YEAR 

TOWN OF BLYTHEWOOD, SOUTH CAROLINA 

SUMMARY STATEMENT OF REVENUES, EXPENDITURES AND CHANGES IN FUND BALANCE OF ALL 


GOVERNMENTAL FUNDS (in thousands) 

FISCALYEAR 2013 


r-__________________________~M~a~jO;r~,u-n-d-s----------------------------_, 

local Accommodation Tax 
_ ...s .. 

FY -10 

Actual 

$ 561 

149 

145 

25 

16 

$ 896 

$ 568 

153 

156 

71 
17 

$ 965 

$ 

$ 

670 

170 

180 

118 

19 

1,157 

$ 675 

175 

180 

IS3 
o 

$ 1,183 

$ 

$ 

51 

51 

5 

$ 

50 

50 

$ 

$ 

54 

54 

$ 

$ 

55 

1 

56 

$ 

$ 

84 

9 

4 

97 

$ 

S 

89 

91 

$ 

S 

85 

87 

$ 

$ 

90 

2 

92 

$ 

$ 

255 

5 

260 

$ 

$ 

267 

3 

270 

S 

S 

265 

3 

268 

$ 

$ 

275 

5 

280 

$ 705 

214 

61 
7 

77 

7 

$ 1,071 

(175) 

26 

o 

26 

$ (149) 

149 

o 

$ 791 

94 

152 

23 

o 
155 

55 
$ 1,270 

(305) 

26 
(50) 

(24) 

$ (329) 

329 

o 

$ 

$ 

$ 

494 

250 

155 
17 

o 
256 

17 

1,189 

(32) 

28 
(60) 

(32) 

(64) 

64 

o 

$ 408 

271 

235 

52 

o 
232 

$ 1,198 

(15) 

30 

(81) 

(51) 

$ (66) 

66 

o 

S 

$ 

o 
o 

51 

(26) 

a 

(26) 

25 

(25) 

o 

$ 

S 

0 

0 

50 

(26) 

(26) 

24 

(24) 

o 

$ 

$ 

S 

S 

$ 

26 

28 

26 

(28) 

(15) 

(43) 

(17) 

17 

o 

$ 

$ 

$ 

32 

32 

24 

(30) 

(30) 

(6) 

6 

o 

$ 

$ 

180 

180 

(83) 

a 

o 

(83) 

83 

o 

$ 

$ 

88 

88 

3 

(30) 

(30) 

(27) 

27 

o 

s 

S 

$ 

~ 

47 

40 

(79) 

(79) 

(39) 

39 

o 

$ 

$ 

$ 

5 

15 

~ 

65 

27 

(78) 

(78) 

(51) 

51 

o 

$ 

$ 

$ 

186 

44 

230 

30 

a 

o 

30 

(30) 

o 

$ 

$ 

30 

30 

240 

(100) 

(100) 

140 

(140) 

o 

$ 

$ 

$ 

100 

10 

110 

158 

(111) 

(111) 

47 

(47) 

o 

$ 

$ 

40 

40 

240 

(176) 

(176) 

64 

(64) 

o 

FY - 13 Total 

Governmental Funds 

$ 	 730 

365 
175 

180 

153 

8 
o 

$ 1,611 

$ 

$ 

413 

271 

235 

67 

232 

117 

1,335 

276 

o 
(335) 

(335) 

$ (59) 

o 

em 
N 

N 


-c 

59 



Actual Fund Balance as of June 30, 2011 

Plus: Projected Revenues FY '12 

Less: Projected Expenditures FY'12 

Other Financing Sources (Uses) 

Projected Fund Balance as of June 30, 2012 

Plus: Budgeted Revenues FY '13 

Less: Budgeted Expenditures FY '13 

Other Financing Sources (Uses) 

Budget Fund Balance as of June 30,2013 

Town of Blythewood 

Summary of All Funds 


Changes in Fund Balance 

Fiscal Year 2013 

(in thousands) 


$4,904 $26 

$1,157 $54 

$1,189 $28 

($32) ($43) 

$4,840 $9 

$1,183 $56 

$1,198 $32 

($51 ) ($30) 

$4,774 $3 

$539 $1,059 

$87 $268 

$47 $110 

($79) ($111 ) 

$500 $1,106 

$92 $280 

$65 $40 

($78) ($176) 

$449 $1,170 
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Governmental Funds 

FY 2012-2013 


Overview 
FY 2013-2014 

FY 2014-2015 




Governmental Funds 

FY 2012-2013 


General Fund- Revenues ... ..... .. .. ........ ........ ..... .. .26 

General Fund- Expenditures .; ..... ........................ 27 

Capital Improvements Plan ........... .... ........ ........ .29 

Special Funds- Revenues ................................... .34 

Special Funds- Expenditures ..... ....... .. ...... .... .... . .35 

Statement of Other Sources and Uses Including 


Fund Balances .......... ........ ......... .... ............... .. .. 36 


This section provides the public detailed near-term historic values and the 

budgets of FY '13 with an overview of two future years for all funds within the 

Governmental Fund. For definitions and explanations of the funds, key words and 

phrases please visit the Abbreviations and Acronyms section starting on page 64. 

Note the addition of the Other Financial Sources and Uses statement on page 36. 

This report displays the value of inter-fund transfers and intentional use of Fund 

Balance for each fund for each reported year. 

171 Langford Road, P.O. Box 1004, Blythewood, SC 29016 

Telephone 803-754-0501 Fax 803-754-0563 


www.townofblythewoodsc.gov 

pg. 2S 

http:www.townofblythewoodsc.gov
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Town of Blythewood 
FY 2012 - 2013 

General Fund Revenues 
(in thousands) 

09-10 10-11 11-12 12-13 13-14 
Actual Actual Projected Budget Overview Overview 

GENERAL FUND REVENUES 
State Shared Revenues 

· Insurance Tax Collection Program $ 206 $ 209 $ 247 $ 250 
· Telecommunication Tax Collection Program $ 33 $ 34 $ 40 $ 40 
· Local Option Sales Tax $ 286 $ 288 $ 344 $ 345 
· Aid to Subdivisions $ 36 $ 37 $ 39 $ 40 

Total State Shared Revenues $ 561 $ 568 $ 670 $ 675 $ 685 $ 700 

Fees 
· Building/Construction Fees 
· In Town Business License Fees 
· Out of Town Business License Fees 
· Utility Franchise Fees 

Total Fee Revenues 

$ 
$ 
$ 
$ 
$ 

14 
93 
27 

137 
271 

$ 
$ 
$ 
$ 
$ 

16 
106 

31 
156 
309 

$ 
$ 
$ 
$ 
$ 

18 
120 
35 

177 
350 

$ 
$ 
$ 
$ 
$ 

19 
122 
36 

178 
355 $ 375 390 

Other Revenues 
· Miscellaneous Revenue 
· Grant Revenues 
· Rental Income 

$ 

$ 

6 

4 

$ 

$ 

4 

5 

$ 

$ 

118 

19 

$ 
$ 
$ 

100 
24 
29 

Total Other Revenues $ 10 $ 9 $ 137 $ 153 $ 160 $ 165 

TOTAL GENERAL FUND REVENUES $ 842 $ 886 $ 1,157 $ 1,183 $ 1,220 $ 1,255 

Interfund Tranfers & 
Intentional Use of Fund Balance 

· Accommodation Tax to General Fund 
· Fund Balance Allocation 

$ 
$ 

32 
118 

$ 
$ 

35 
137 

$ 
$ 

30 
64 

$ 
$ 

30 
66 

Totallnterfund Revenues $ 150 $ 172 $ 94 $ 96 $ 85 $ 80 

TOTAL GENERAL FUNDS AVAILABLE $ 992 $ 1,058 $ 1,251 $ 1,279 $ 1,305 $ 1,335 

qtl 
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Town of Blythewood 

FY 2012-2013 


General Fund Expenditures 


(in thousands) 


r 
09-10 10-11 11-12 12-13 General Planning & Community Capital 13-14 14-15 
Actual Actual Projected Budget Govern Develop Public Works Develop Outlay Overview Overview 

EXPENDITURES 1 

Personnel 
Mayor Salary & Expenses $ 27 $ 27 $ 27 $ 16 $ 16 
Council Salary & Expenses $ 68 $ 68 $ 68 $ 40 $ 40 
Staff Salaries & Benefits $ 416 $ 451 $ 475 $ 400 $ 180 $ 94 $ 104 $ 22 
Mileage $ 5 $ 5 $ 6 $ 8 $ 8 
Training, Travel & Expense $ 12 $ 12 $ 12 $ 12 $ 12 

Total Personnel Cost $ 528 $ 563 $ 588 $ 476 $ 236 $ 114 $ 104 $ 22 $ 490 $ 500 

Operating 
Administrative 
Advertising $ 10 $ 9 $ 10 $ 5 $ 5 
Association Fees & Dues $ 3 $ 4 $ 4 $ 4 $ 2 $ 1 $ 1 
Audit & Accounting ('12 -Accounting) $ 32 $ 38 $ 30 $ 36 $ 36 
Audit Fees $ 12 $ 10 $ 10 
Ordinance Codification $ 5 $ 5 $ 5 $ 5 $ 5 
General Insurance $ 24 $ 25 $ 25 $ 25 $ 25 
Office Supplies, Postage, printing, etc. $ 19 $ 14 $ 15 $ 15 $ 5 $ 4 $ 2 $ 4 
Office Lease & CAM (net) $ - $ $ 72 $ 72 
Miscellaneous $ 2 $ 2 $ 5 $ 5 $ 5 

Total Administrative Cost $ 95 $ 97 $ 106 $ 177 $ 92 $ 52 $ 28 $ 5 

Legal & Professional Services 

Legal Services $ 60 $ 90 $ 72 $ 70 $ 70 
Planning & Development Services $ 45 $ 50 $ 40 $ 40 $ 40 
Municipal Court $ 2 $ 2 $ 2 $ 2 $ 2 
IT Out-sourced Services $ 17 $ 10 $ 10 $ 10 $ 10 
Professional Services $ 5 $ 5 $ 10 $ 20 $ 5 $ 5 $ 5 $ 5 I 

Total Legal & Profess.Services Cost $ 129 $ 157 $ 134 $ 142 $ 77 $ 55 $ 5 $ 5 r ., . _____1
'" 

'0 
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T own of Blythewood 

FY 2012-2013 


General Fund Expenditures 

(in thousands) 


09-10 
Actual 

10-11 
Actual 

11-12 
Projected 

12-13 
Budget 

General 
Govern 

Planning & 
Develop Public Works 

Community 
Develop 

Capital 
Outlay 

13-14 
Overview 

14-15 
Overview 

Promotions 

Community Promotions 

Town Signage 
Internet Expense 

$ 
$ 
$ 

15 

2 

8 

$ 
$ 
$ 

15 

3 
7 

$ 
$ 
$ 

10 

3 
7 

$ 
$ 
$ 

10 

3 

7 

$ 10 

$ 3 

$ 7 

Total Promotions Cost $ 25 $ 25 $ 20 $ 20 $ - $ - $ - $ 20 
Maintenance 

Town Hall Repair/Renovation 

Engineering 

Town Maintenance 

$ 
$ 
$ 

3 
14 

31 

$ 
$ 
$ 

2 

15 

30 

$ 
$ 
$ 

3 

15 

30 

$ 
$ 
$ 

3 

15 
30 

$ 3 

$ 15 

$ 30 
Total Maintenance Cost $ 48 $ 47 $ 48 $ 48 $ - $ - $ 48 $ 

Utilities 

Telephone 

Utilities 
$ 
$ 

11 

40 
$ 
$ 

11 

40 
$ 
$ 

11 

40 
$ 
$ 

10 

40 

$ 10 

$ 40 
Total Utilities Cost 

Total Operating Cost 
$ 
$ 

51 
348 

$ 
$ 

51 
377 

$ 
$ 

51 
359 

$ 
$ 

50 
437 

$ 
$ 

-
169 

$ 
$ 

-
107 

$ 
$ 

50 
131 

$ 
$ 30 $ 365 $ 375 

Special Initiatives 
#1 Marketing Plan Implementation 

#2 Economic Development 

#3 1-77 Corridor Project 

#4 Purchase Historic Property 

#5 Compo Long-Range Planning 
Capital Improvements Plan 

Total Special Initiatives & CIP Cost 

Total General Fund Expenditures 

$ 
$ 

$ 
$ 
$ 
$ 

80 
40 

30 
200 

350 

1,226 

$ 
$ 

$ 
$ 
$ 
$ 

20 

35 

30 
150 

235 

1,175 

$ 
$ 

$ 
$ 
$ 
$ 

20 

12 

15 
195 
242 

1,189 

$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 

9 
38 

6 
232 

285 

1,198 

$ 

$ 
$ 

3 

3 

408 

$ 
$ 

$ 

$ 
$ 

6 

38 

6 

50 

271 

$ 
$ 

-
235 

$ 
$ 

-
52 

$ 
$ 
$ 

232 

232 

232 

$ 
$ 

300 

1,155 

$ 
$ 

310 

1,185 

Other Financial Uses 
Base Payments to BFC Trustee $ - $ 50 $ 62 $ 82 $ 80

81 1 

Total Gross G/F Anticipated Outflows $ 1,226 $ 1,225 $ 1,251 $ 1,279 1,237 $ 1,265
I: 

"C 
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Project Category 
Project Name 

_H4@fiG·W41,j,,t§,'_ 

Total 
Cost 

Town of Blythewood 
Capital Improvements Plan (CIP) 

Project Summary (000 omitted) 
FY'11 FY 2013 FY 2015 

Budget Actual FY 2012 FY 2014 FY 2016 
FY 2017 

FY 2018 
FY 2019 

FY 2020 

Total General Government $166 $21 $11 $44 $20 $13 $68 $10 

Public Works 

Total Public Works $238 $108 $53 $75 $110 

Community Development 

Total Community Development $720 $55 $45 $30 $0 $75 $450 $60 $60 

Tourism 

Total Tourism $2,252 $16 $40 $168 $102 $182 $285 $0 $1,325 $0 $0 $150 

TOTAL CAPITAL OUTLAY $3,376 $200 $149 $317~ $195 $428 $460 $1,385 $0 $60 $150 

"'0 
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Town (. Alythewood 

Capital Improvements Plan (CIP) 


Project Component Details 

Project Category Ref Total FY 2011 FY 2013 FY 2015 FY 2017 FY 2019 
Project Name # ,
_€N,mm@.1i4i,j,,f§,I_ 

Cost FY 2012 FY 2014 FY 2016 FY 2018 FY 2020 

Adminstration: 
Technology Plan III $133,000 $16,000 $34,000 $10,750 $12,750 $59,500 

Municipal Court 4 $15,000 $5,000 $10,000 
Town Hall: 

Repairs 6 
New Facility III 

$20,000 
$9,250 

$10,000 
$9,250 

$10,000 

Parking lot-LID surface 10 $0 
Events Equipment: 

Tents & Portable Staging 12 $16,000 $16,000 
Total General GOvernment $19~,250 _ j 21,000 $44,000 1 $20,000 $12,750 $85,500 $10,000 $_0_ $0 $0 $0' 

Public Works 
Doko Meadows (Park): 

Planning/Financing 14 $100,000 $100,000 $60,000 
Civil Work 16 $0 

Doko Manor Furnishings m $50,000 
Railroad Clean-up ProjectII!J $30,000 

Phase Two 20 $0 
Blythewood Rec: 

Fields 22 $0 
Playground Facilities m $30,000 $30,000 

Paths & Trails: 
Historic Walk/Drive 28 $23,000 $8,000 $15,000 

Round Town (ROW) 30 $0 
Total Public Works ----,$-1--53-,0....;0:....;;0-....,.$-10-8-,0-0-0--$,.-7-5-,0-0-0----:-$1-1-0-,0-00---"""$0---""-$0---"""$-0---$..,...0---$..,...0---$..,...0--_---:$,-:-0 

Community Development 
T own Center District: 

Sidewalks 32 $145,000 $20,000 $15,000 $30,000 $40,000 $40,000 
Street trees 34 $70,000 $15,000 $15,000 $20,000 $20,000 

Plug-Ins 36 $65,000 $35,000 $30,000 
Wayfinding 38 $0 

Landscape & Lighting 40 $0 
Traffic Signage 41 $0 

At 'Risk' Historic Structures 42 $820,000 $0 $300,000 $450,000 70000 
Economic Development: $0 

48 ac on Community Rd 44 $0 $0 
Spec building @ Cresent Hill 46 $0 
Rental Space @ North Point 48 $0 

Total Community Development $1,100,000 $55,000 $30,000 $0 $300,000 $75,000 $450,000 $60,000 $70,000 $60,000 $0 
i2 
~ 



. -jTotal FY 2011 FY 2013 FY 2015 FY 2017 FY 2019 
Cost Ioc " .•,., I FY 2012 FY 2014 FY 2016 FY 2018 

_i.lil@,,_ 
Emergency Services: 

Fire Station 50 $225,000 $125,000 $100,000 
Sheriffs Substation 52 $1,200,000 $1,200,000 

Emergency Prep-Storage 54 $6,000 $6,000 

Public Works: 
$1,431,000 $6,000 $125,000 $100,000 $0 $1,200,000 $0 $0 $0 

Maintenance Facility 56 $475,000 $125,000 $350,000 
Equipment Plan 

Bio-swale drainage 
58 
60 

$0 
$0 

eCar work vehicles 62 $40,000 $40,000 

Transportation: 
$515,000 $0 $250,000 $0 $350,000 $0 $0 $0 $0 

ROW Reservation: 
Creech to Main 64 $0 

Bwood to McNulty 66 $100,000 $100,000 

1-77 Intersection: 
$100,000 $0 $0 $0 $0 $100,000 $0 $0 $0 $0 $0 

Exit 27 (N/B) Chng Signal Poles 68 
Exit 27 Landscape Proj-(match $) 1m) 
Bwood & Boney Rd - Signal Poles 98 

Landscape & signage m 
SIT Bridge Enhancement (match$) 72 

$0 
$60,000 

$100,000 
$321,000 
$62,500 

$0 $0 
$37,500 

$100,000 

$30,000 

$22,500 

$79,000 $82,000 $85,000 $67,500 $7,500 
$32,500 

LIT Bridge Rework 74 $0 

Street Projects: 
$543,500 $0 $167,500 $101,500 $82,000 $85,000 $67,500 $40,000 $0 $0 $0 

McNulty ROW 76 $10,000 $10,000 
Realignment of Langford 

Realignment of Comm Rd 
78 
80 

$0 
$0 

Complete St @ Neighborhood Cntr 
Place/Replace Lighting Fixtures 

Transit Prep: 

82 
84 

$375,000 
$0 

$100,000 $125,000 $150,000 

Depot retro fit 86 $0 
Park & Ride 88 $0 

$385,000 $10,000 $0 $0 $100,000 $0 $0 $125,000 $0 $0 $150,000 
-".".. -:"l,. ;;.:,.'. ~w jTotal Tourism $2,974,500 $16,000 $167,500 $101,500 . $557,000 .$285,000 $417,50,0 S{ 365,OOO $0 .$0_ $150,000 " 

FY GRAND TOTALS $4,420,750 $200,000 $316,500 $231,500 

"0 
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Town of Blythewood 

Capital Improvements Plan (CIP) 


PrniAt't Narratives 


PrniAr..t SummarY Links and Short 

New, Improved and replacement of IT (& Comm) capabilities 
SIT - Comm Resource Bank (?); UT - joint venture with Richland County 

Town Hall: 
Repairs Hoffman House foundation/Roof/Repaint 

New Facility New Town Center 
Town Hall Up-fit Convert and furnish Comm Resource Bank to a Town Hall 

Parking lot-UD surface Part of the Doko Meadows project - Hoffman House and Other facilities 
Events Equipment: 

Tents & Portable c:::+~... in... Event Sponsor NaminglMusic Synchronization/Laser Light Equipment,etc 

Blythewood Park: 
Planning/Financing Sources & Uses Statement 

Civil Work Land distrubance work for all phases of Park 
Doko Manor: Furnishings Provide the furnishings for Doko Manor 

Railroad Clean-up Project Gain leasehold and complete clean-up of railroad ROW 
Bwood walk around Trail & Path Part of the Doko Meadows project - Features to be constructed in 2010-11 

Phase Two Features to be constructed in out years 
Blythewood Rec: 

Partnership Contributions and/or construction of town owned fields 
Playground Facilities Leasehold arangement with playground vendor to have full complement of facilities 

Paths & Trails: 
Signage and electronic assisted 'historic tour' of our 15 features 
Securing ROW (where needed) to complete the 6 mile walking path around TCD 

Sidewalks 32 Schedule of sectional implementation of "complete streets" 
Street trees 34 Installation plan - aligned with complete streets schedule 

Plug-Ins 36 Plan to install "future" vehicles through-out TCD 
Wayfinding 38 Decorative poles and "id" of key, not so evident, facilities and points of interest 

At 'Risk' Historic Structures 42 Plan to acquire listed historic structure for preservation purposes 
Economic Development: 

42 ac on Community Rd 441 JP Plan to acquire or otherwise secure & implement the "employment zone" on Community Road 
"'0 Spec building @ Cresent Hill 46 EG/JP Plan to facilititate the development of this 'retail-commercial-medical' neighborhood 
qo Rental Space @ North Point 48 EP/JP Plan to 'partner' to construct a building as a facilitiation to existing industrial employers 
w 
N 



Fire Station 50 
Sheriffs Substation 52 

Emergency Prep-Storage 54 

Public Works: 
Maintenance Facility 56 

Equipment Plan 58 
Bio-swale drainage 60 
eCar work vehicles 62 

Extend Fire Sup along Boney Rd 94 
Transportation: 
ROW Reservation: 

Creech to Main 64 
Bwood to McNulty 66 

1-77 Intersection: 
Exit 27 (NIB) Chng Signal Poles 68 

Bwood &Boney Rd Signal Poles 98 
Landscape &signage 

SIT Bridge Enhancement (match$) 
Exit 27 Landscape Proj-(match $) • 

LIT Bridge Rework 74 

RR 80RR o. 
RRlJT O. 

RR O. 
RRlJP O. 

MC/JP ~O 
MC/JP 1 

KP/JP • 
KP/JP 0 
KP/JP .0. 
KP/JP 0.8 

KP/JP ~0.8 
KP/JP 0 

"0 
qtl 

Depot retro fit 86 1 RW/JP .0.0 
Park & Ride 88 MC/JP D 0.5 

w 
w 

Upgrade existing and plan for 2nd &3rd fire station 
Partner with County in accommodating Region Six in Blythewood proper 
Fully develop the Emergency Plan and have facilities for these purposes 

Plan to relocate and improve the maintenance facilities 
Logical plan of replacement of town equipment 
Conversion of many 'traditional' drainage systems and plan for future 
Acquire and plan to replace and expand fleet 
Partner with Town of Winnsboro, to extend water lines to loop with BlytheCreek 

Allocate funds to acquire ROW as preserved 
IAdiacent owners "donate" to Town to acquire ROW as preserved 

Replace current span wire/steel pole configuration 
Duplicate 1-77 exit ramp signalization replacement 
Plan to improve all exits within the town area 
Implementation of the "cross-ability" plan 
Match split over 2 FY 
Co-ordination plan of implementation with SC DOT (very LIT) 

Provide for the acquiring of road bed (no ROW of record) 
First steps to implementation of the Town Center 
Engineer and negotiate the exchange of properties and installation 
M/P "nodes" that need public complete street features 
Implementation of "dark sky" features through-out the Town 

To accommodate 'first movers' of rail commuters 
Bwood is #4 in CMRTA with 3 sites in our corridor-1 near 

Immsanl Links and Short Titles 

Street Projects: 
McNulty ROW 76 

Realignment of Langford 78 
Realignment of Comm Rd 80 

Complete St @ Neighborhood Cnt 82 
Place/Replace Lighting Fixtures 84 

Transit Prep: 

MC/JP 80.0
MC/JP 0.0 
MC/JP 0.0 
MC/JP 0.0 

JP 0.0 



Town of Blythewood 

FY 2012-2013 


Special Funds Revenue 

(in thousands) 


FY'10 FY '11 FY '12 FY '13 13-14 14-15 

Actual Actual Projected Budget Overview Overview 


REVENUES 

IState Accommodation Tax Fund I 
Accommodation Tax - State $ 51 $ 50 $ 54 $ 55 
Interest Income $ 1 
Other Revenues 

Total Revenues State Accommo Tax $ 51 $ 50 $ 54 $ 56 $ 60 $ 62 

r ----- -------------- -------
.Local Accommodation Tax Fund 
Accommodation Tax - Local 
Interest Income 
Other Revenues 

Total Revenues Local Accommo Tax 

I 
$ 
$ 
$ 
$ 

84 
4 
9 

97 

$ 
$ 

$ 

89 
2 

91 

$ 
$ 

$ 

85 
2 

87 

$ 
$ 

$ 

90 
2 

92 $ 96 $ 100 

IHos~ltalitY faX Fund-
Hospitality Tax - Local 
Interest Income 
Other Revenues 

Total Revenues Hospitality Tax 

I 
$ 
$ 

$ 

255 
5 

260 

$ 
$ 

$ 

267 
3 

270 

$ 
$ 

$ 

265 
3 

268 

$ 
$ 

$ 

275 
5 

280 $ 295 $ 300 
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Town of Blythewood 

FY 2012-2013 


Special Funds Expenditure 

(in thousands) 


EXPENDITURES 

I State Accommodation Tax Fund 
General Fund Allocation 
Advertising & Promotion Allocation 
Tourism Related Activities 
Wireless Internet! Website Expenses 

Total Expenditures State Accommo Tax 
Base Payments to BFC Trustee 

ILocal Accommodation Tax Fund 
Advertising 
Wireless Internet / Website Expense 
Brochures / Printing / Supplies 
Special Initiative 1 - Park 
Special Initiative 2 - Promo 
Special Initiative - CIP - Lighting 
Special Initiative 3a - Construction/Debt Service 

Total Expenditures Local Accommo Tax 
Base Payments to BFC Trustee 

FY'10 FY'11 FY'12 FY'13 13-14 14-15 

Actual Actual Projected Budget Overview Overview 


I 
$ 26 $ 26 $ 28 

$ 2 
$ 26 $ 32 

$ 26 $ 26 $ 
$ - $ 

$ 

$ 180 $ 88 $ 

$ 180 $ 88 $ 
$ 30 $ 

IHos~itality Tax Fund 
Tourism/Marketing Administrator $ 30 
Special Initiative - CIP - Lighting $ 
Special Initiative 3b - Promo $ 44 $ 
Special Initiative 3c - Construction $ 186 

56 
15 

$ 

2 

$ 
$ 
$ 

45 $ 

32 $ 70 $ 

5 
10 

5 

45 

47 
79 

$ 
$ 

65 
78 

$ 
$ 

81 
82 

$ 
$ 

85 
80 

100 
10 $ 40 

Total Expenditures Hospitality Tax $ 230 $ 30 $ 110 $ 40 $ 55 $ 60 
Base Payments to BFC Trustee $ 100 $ 111 $ 176 $ 174 $ 172 

qtl 
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Revenues Over (Under) Expenditures 

OTHER FINANCING SOURCES (USES): 

Interfund Transfers Sources and (Uses) 

Base Payments to BFC Trustee 

Total Other Financing Sources and (Uses) 

For Informational Purposes Only 

Total Revenues & Other Financing Sources 

Intentional (Source) or Use of Fund Balances 

To Balance Budget 

Balanced Budget 

TOWN OF BLYTHEWOOD, SOUTH CAROLINA 

STATEMENT OF OTHER SOURCES USES INCLUDING FUND BALANCES (in thousands) 


FISCAL YEAR 2013 


.-________________________~M~a~jo,[F~lu~n~d~s~------------------------~ 
FY·13 Net 


Government Fund 


Balance Affects 


FY -10 FY -10 


Actual Actual Actual Actual 


(175) (305) (32) (15) 51 so 26 24 (83) 3 40 27 30 240 158 240 

26 26 28 30 (26) (26) $ (28) $ (30) o 
o (50) (60) (81) 0 o $ (15) 0 (30) (79) (78) (100) (111) (176) (335) 

26 (24) (32) (51) (26) (26) (43) (30) (30) (79) (78) (100) (111) (176) (335) 

(149) (329) (64) (66) 25 24 (17) (6) (83) (27) (39) (51) 30 140 47 64 (59) 

149 329 64 66 (25) (24) 17 6 83 27 39 51 (30) (140) (47) (64) 59 

0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 

"0 
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Blythewood Facilities Corporation 

Bondholders 

& Proceeds "IN" 

Not For Profit 
BWood Fac. Corp. 
$5.5 million bond 

Construction Cost 
"OUT" 

BFe Installments= 

Principal & 


Interest on the 

Bonds 


"C 
OQ 

W 
-...J 

Park Asset to Town via: 

Installment Financing Plan 


Contract (IFP) 

Thus: 

Each Fund has a line item budgeted 
to handle the transactions resulting 

in periodic transfers to BFC's 

Town of Blythewood 


H/A Tax General Fund ASSET ADDED 
Allo p 

Regions Bank - BFe Trustee 
A fund to account for the 'inflows' 
from Hospitality/Accommodations 

tax allocations and general fund 

proceeds, as well as the 'outflows' 


for IFP installment, principal & 

imerest, to retire the 


BFe bond 


Scheduled 

BFC - IFP 


Installments 


~ 




Town of Blythewood 

Blythewood Park -IFP with Blythewood Facilities Corp 


Installment Payment Schedule 
FY'11 - FY'36 

Date Principal Interest Payment Total Fiscal Year Total Pd 
Mar-11 $66,100 $66,100 $66,100 
Sep-11 $125,000 $101,688 $226,688 
Mar-12 $100,438 $100,438 $327,126 
Sep-12 $155,000 $100,438 $255,438 
Mar-13 $98,888 $98,888 $354,326 
Sep-13 $160,000 $98,888 $258,888 14 

Mar-14 $97,288 $97,288 $356,176 14 

Sep-14 $160,000 $97,288 $257,288 15 

Mar-15 $95,888 $95,888 $353,176 15 

Sep-15 $165,000 $95,888 $260,888 16 

Mar-16 $94,238 $94,238 $355,126 16 

Sep-16 $170,000 $94,238 $264,238 17 

Mar-17 $92,325 $92,325 $356,563 17 

Sep-17 $170,000 $92,325 $262,325 18 

Mar-18 $90,200 $90,200 $352,525 18 

Sep-18 $1 75,000 $90,200 $265,200 19 

Mar-19 $87,794 $87,794 $352,994 19 

Sep-19 $180,000 $87,794 $267,794 20 

Mar-2O $85,094 $85,094 $352,888 20 

Sep-20 $1 85,000 $85,094 $270,094 21 

Mar-21 $82,088 $82,088 $352,182 21 

Sep-21 $190,000 $82,088 $272,088 22 

Mar-22 $78,525 $78,525 $350,613 22 

Sep-22 $200,000 $78,525 $278,525 23 

Mar-23 $74,775 $74,775 $353,300 23 

Sep-23 $205,000 $74,775 $279,775 24 

Mar-24 $70,675 $70,675 $350,450 24 

Sep-24 $215,000 $70,675 $285,675 25 

Mar-25 $66,375 $66,375 $352,050 25 
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Date Principal Interest Payment Total Fiscal Year Total FY Pd 
Sep-25 $225,000 $66,375 $291,375 26 

Mar-26 $61,875 $61 ,875 $353,250 26 

Sep-26 $230,000 $61,875 $291 ,875 27 

Mar-27 $56,988 $56,988 $348,863 27 

Sep-27 $240,000 $56,988 $296,988 28 

Mar-28 $51 ,888 $51 ,888 $348,876 28 

Sep-28 $250,000 $51 ,888 $301,888 29 

Mar-29 $46,575 $46,575 $348,463 29 

Sep-29 $265,000 $46,575 $31 1,575 30 

Mar-30 $40,944 $40,944 $352,519 30 

Sep-30 $275,000 $40,944 $315,944 31 

Mar-31 $35,100 $35,100 $351,044 31 

Sep-31 $285,000 $35,100 $320,1 00 32 

Mar-32 $28,688 $28,688 $348,788 32 

Sep-32 $300,000 $28,688 $328,688 33 

Mar-33 $21,938 $21,938 $350,626 33 

Sep-33 $310,000 $21 ,938 $331 ,938 34 

Mar-34 $14,963 $1 4,963 $346,901 34 

Sep-34 $325,000 $14,963 $339,963 35 

Mar-35 $7,650 $7,650 $347,613 35 

Sep-35 $340,000 $7,650 $347,650 $347,650 36 
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Town of Blythewood 

Installment Financing Plan - Worksheet 


Annual Budgets of FY 2012 & 2013 & 2014 


own 1 st installment 
Bondholder Psy!!!ent 
Available after 1 st pay 
Town 2nd Installment 
AvailaDi. Cft FY end 

Prep for Payment 
(net of prey balance) 
Town 3rd Installment 
Bondho~er Payment 
(net of prey balance) 
Pre" for Payment 
(net of prey balance) 
Town 4th Installment 

Odho lderPayment 
Available t& FY end 

Prep for Payment 
(net of prey balance) 
Town 7th Installment 
Bondho lder 'Payment 
(net of prey balance) 
Prep for Payment 
(net of prey balance) 
Town 8th Installment 
Bonaholder Payment 
Available @ FY end 

I 
Feb-11 
Mar-11 

May-11 

Sep-11 

Aug-11 
Sep-11 

Mar- 12 

Feb-12 
Mar-12 

Sep-12 

Aug-1 2 
Sep-12 

Mar-I,) 

Mar-13 

Sep-13 

Aug-13 
Sep-13 

Mar-14 

Mar-14 

! "4." I 
$100,000 $50,000 

$66, 100 $16,525 $15,864 
$33,900 $33,475 -$15,864 
$80,000 $0 $30,000 

$113,900 $33,475 $14,1 36 

• 
$227000 $56750 
$113,100 $23,275 
$120,000 $30,000 
$227,000 $56,750 

$6,900 $6,725 
$100000 $25000 
-$93,100 -$18,275 
$145,000 $30,000 
$100,000 $25,000 
$51,900 $11,725 

FY 20 
$256,000 $64000 
$204,100 $52,275 
$225,000 $56,250 
$256,000 $64,000 
$20,900 $3,975 
~99 , 000 $24 50 

-$78,100 -$19,525 
$110,000 $25,000 
$99,000 $24,750 
$31,900 $4,225 

FY 2014 
$260,000 $65,000 

-$228,100 -$60,775 
$250,000 $62,500 
$260,000 $65,000 

$21,900 $1,725 
$97,000 $24250 
$75,100 $18,775 
$90,000 $22,500 
$97,000 $24,250 
$1 4,900 $3,725 

$54.480 
$40,344 
$28,800 
$54,480 

-$11,544 
$24000 

-$35,544 
$65,000 
$24,000 
$29,456 

$61.440 
$31,984 
$54,000 
$61,440 
$22,016 
$23,760 

-$18,744 
$24,000 
$23,760 
$22,256 

$62.400 
-$40,1 44 
$60,000 
$62.400 
$19,856 
$23280 
$18,024 
$21,600 
$23,280 
$3,576 

Annual Budgets 
G/F ATX HTX 

$50,000 [J=Y"'1 c::J $50 $30 $100 

$1157(0 

$49,481 

$61,200 


$115,770 

$11 ,719 

$51000 


-$39,281 
$50,000 fEY ~1 D $60 $94 $1 11 
$51,000 
$10,719 

$130560 

$119,841 

$114,750 

$130,560 


-$5,091 

$50490 


-$39,831 
$61,000 (F:.Y'13_J $81 $78 $176 
$50,490 -~,6bo 
$5,419 

~132600 

-$127,181 
$127,500 
$132,600 

$319 
$49.470 
$38,301 
$45,900 [EY-'14 :OJ $85 $82 $174 
$49,470 -$97,000 

$7,599 

"0 
qtI 
.j::o. 
0 
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This section is designed to demonstrate what the Mayor and Council have set as 

achievable objectives and how those goals will be accomplished (an assessment is 

shown). 

Strategy is paramount to identifying the most important values, directions & the 

plan for the town. Tactics is all about implementation and accomplishment. If 

not as planned, why not, and what will be done differently in the future to ensure 

that elements of the strategies are accomplished. 

171 Langford Road, P.O. Box 1004, Blythewood, SC 29016 

Telephone 803-754-0501 Fax 803-754-0563 


www.townofblythewoodsc.gov 
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PERFORMANCE ASSESSMENT MEASURES 
THE STRATEGIC PLAN 

The Town of Blythewood has as its Mission: To preserve and enhance the quality 
of life of the citizens of the Town. To accomplish the mission, the following values are 
at the apex of each decision made: Citizen diversity - treating all with respect, honesty 
and courtesy; Safe Community - creating safe public assets and neighborhoods; 
Quality Services - providing effective and efficient municipal services; 
Intergovernmental Partnerships - working together with other governments to sustain 
our region; Create Places - ensuring that the dynamics of how a physical place affects 
our quality of life continue to be paramount considerations. Therefore, the town has all 
of the planning framework; an up-to-date Comprehensive Plan, an award winning 
Master Plan and a multi-year Capital Improvements Plan, all of which undergirds and 
results in an implementation of several on-going projects in various stages of 
development. 

All of these efforts make up the skeletal infrastructure of our future town, but the 
vision is the heart and soul. The Mayor, particularly, and the Council , generally, 
continue to cast and refine this vision from which the town derives the objectives and 
goals, task and performance targets we strives to meet, in other words ... the metrics we 
assess and the dollars we appropriate. 

Mr. Carey F. Smith, City Manager (retired) of the City of Rock Hill is quoted as follows: 

"A proven fonnula for success is to plan appropriately, m accordingly and evaluate continuously." 

There is no need to reinvent this wheel; so the town has incorporated this mantra into 
this portion of the Financial Plan. The table format is again used to allow for a quick and 
easy identification of which stage of an implementation effort of a particular vision 
element of which we are currently engaged. A brief narrative of each column heading is 
provided below: 

Plan: (appropriately), once the aspired "outcome" has been established the work 
of creating the "next" steps begin, as well as, arranging for the right tools and 
establishing the best practices implementation guidelines follow shortly behind. 

Act: (accordingly), this stage of implementation involves the "employment" of all 
the tools and resources to bring to fruition the specific element of the plan in an efficient 
and effective manner. The balance of efficiency and effectiveness is huge, as too much 
or little of either has a tremendous impact on our success. 

Evaluate: (continuously), identifies the segment of implementation which 
ensures that the outcome meets the goals and objectives, or that the detailed tasks and 
the synergetic values are sufficiently additive so as to result in the envisioned outcome. 
This formula is applied to each incrementally essential element of the plan all of which 
are required to fulfill the vision. 
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Vision's Essential Element Intro Year Plan Act Evaluate Lead Aspirations 
lmunlcations: _. 

I-
Meet periodically with Richland County 2008 • Mayor meet often but not as 
representatives routinely as aspired 

Support the Greater Blythewood 2008 0 All 
Chamber of Commerce 

A quarterly published 2012 0 Mayor 
"Issues update" 

Attend HOA meetings 2008 • Mayor & Staff to contact media for story 
Council and put schedule on webpage 

Revamp Marketing Plan 2012 0 E. Garrison Assessment underway 

Implement WIFI plan 2009 0 J. Branham Assess current & expansion plans 

.... 
Commerce &Community: -

Town Park to provide a catalyst to 2008 0 P. Moscati Combination of several vision 
enhance "livability" & econ. development elements of the strategy 

Hosting events 2008 Mayor & 
various venues 0 Council Please refer to "performance 
cultural orientation 0 " metrics" of the Community 
small artstic pursuits 0 " Development function 
larger athletic events 9 " Groups have been forming to 
heritage based events 0 " accomplish these goals 

t.-..,Sustainability & Recycling Day 2008 (;) E. Garrison Have held an event each year, 
armers Market (Conducted by Others) 2012 Q P. Moscati Assess a "partnership" 

Establish an Internship Program 2012 0 J. Branham 

Increase Town's influence within the public 2012 0 R. Hovis 
utilities planning and installation of new 
services 

Realize a safe & secure community 2009 Q Mayor & Cultivating a closer relationship 
E. Garrison with the Sheriff and Fire Chief 

Economic Development Initiatives 2012 0 All 1st efforts by Branham & Garrison 

Explore Incubator Initiative 2012 0 E. Garrison 

- -Financial: - 0 'Maintain a self-imposed "restricted" Fund 2009 rsee financial poliCies and current All 
Balance of 30% of Prior FY Revenues Iyear Financial Statement 

In addition to the 'restriction' of Fund 2010 e All Refer to financial statement 
Balances to maintain an operating for "excess" - remainder is 
cash reserve of $200,000 available as "other financing source" 

Adopt a "retrenchment" approach to the 2012 0 Mayor & Budgets to be prepared accordingly 
Annual Financal Plan for FNears 13-15 Council 

- - -Facilities: 
Town Center Project 2012 0 All 

Town Hall Project 2012 0 Mayor 

0ther Governmental "partnering" projects 2012 0 All 
\ 
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PERFORMANCE ASSESSMENT MEASURES 

THE TACTICAL PLAN 


The following section of the financial plan is designed to detail a functional and 
focused allocation of resources on effective outcomes as well as an assessment of past 
performance and "budgeted" anticipation of various objectives and initiatives. The 
town's Strategic Plan and its on-going review and refining efforts provide the basis for 
the analysis, as well as prioritization, all of which increases the probability of success 
over a longer term. 

Currently, the following functional segments are provided and the data is 
summarized likewise. In the future, as the Town grows and staffing increases a far more 
distinct departmentalization naturally evolves, the budgetary values will similarly 
become more detailed. 

The five functional assessment divisions are: 

Divisions FY'13 Totall\Jo. of FY'11 
Total Budget EmQ/PT&OS % Achieved 

General Government $ 408,000 *5/2/4 90.0 
(* Elected Officials) 
Planning & Development 271,000 2/5 77.8 
Public Works 235,000 2/2 75.0 
Community Development 52,000 0/2.5 88.9 
Capital Outlay 232,000 0/0 100.0 

Total Amount $1,198,000 *5/6/13.5 84.2% 

The Town met 84.2% of its Performance Assessment Measures for FY '11. 
Although this reflects a respectable level of success, the Town, as all entities do, has 
room for improvement. The metrics also indicate that the vision and master plans 
developed are being rigorously pursued and that the goals are challenging. 

This portion of the FY '13 Financial Plan utilizes a tabled format and has 
incorporated a color-coded quick reference evaluator system. Within each table you will 
find a column entitled "FY '11 Snap Shot"; which the generic "green dot" indicates that 
the goals have been achieved as planned; a "yellow dot" grades the achievement as 
having met some of the goals but not as targeted; and lastly, a "red dot" indicates a 
planned goal or objective was missed in wholesale fashion. Fortunately, the Town does 
not have any "RED" evaluation assessment but should that occur in the future the same 
will be linked to an explanatory paragraph within the narrative of the specific functional 
division. 
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Performance Assessment 


Admin and 
Town Clerk 

Mayor and Council 

General 
Government 

Town Attorney 

Municipal Court External Auditor 

Mission: 


To serve the Town's citizenry as the entity tasked with formulating 

policies that anticipate growth, provide professional management and 

enhances the quality of life and preservation of the Blythewood culture. 

To direct the town's planning efforts, resource investments and 

regulatory oversight through strategic policies, goals and objectives, 

legislative decisions and 'fiscal methodologies. 


FY'10 FY'11 FY'12 FY'13 

Actual Actual Projected Budget 

Expenditures 705,000 791,000 494,000 408,000 

Elected Officials 5 5 5 5 

Personnel # 2 2 2 2 

PIT or OIS 3 4 4 4 

r 
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Tactical Goals 

& Objectives 

FY'11 

Actual 

FY'12 

Anticipated 

FY'13 

Planned 

2011 

Snap 

Shot 

Notes 

Establish the 
municipal court 

ocases 
All to be held w/in 

the town 
4 0 Working with Richland County 

to have a Magistrate's Court 

Execute IGA with 
local government 

71GA 21GA 
Review all 

91GAs 0 
Fire Inspection still uncertain 

and renewal is FY'14 

Execute all 
contracts and 

secure all permits 
for the Park-Ph 1 

Plans & 
Financial 

Plan 

80% completion of 
Phase 1 of the 

Park 
Completion 0 

Construction underway 
and working on PPP for 

additional buildings 

Complete the sale 
of the Comm Cntr 

Selected 
Market 
Agent 

Handle Water 
Issues/Extensions 

Close the 
sale 

0 

Contract Auditor for 
3 years 

Extend for 
2 years 

Contract complete 
CAFR Cert 

of 
Excellence 

Adopt audited 
Financial Statement 

by 
September 30th 

of each year 

Adopted 
Financials 

in 
Oct, 2011 

Missed targeted 
date by 30 days 
but prepared a 

CAFR vice Audit 

Full 
Compliance 

CAFR was awarded the 
GFOA Certificate of 

Excellence in Reporting 

Adopt only audited 
Fin/Statements w/ 
unqualified opinion 

Opinion 
was 

Unqualified 

Adopt Fin/State 
within the targeted 

parameters 

Full 
Compliance 

90% paperless filing 
& retrieval 

90+% 95% 99% 

Added building documents and 
iPad tech to Mayor and 

Councilmember's toolbox 

Agendas & Minutes 
online within 72 

hours 

90% 
complete 

100% 100% 
Realigned staff duties to 

accomplish 

Create "eAgenda" 
packets for Council 

Moved 
documents 

to the 
webpage 

Move more 
documents to the 

webpage 
100% 

Expanded to include not just 
Town Council but all Boards 

and Commissions 
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Performance Assessment 


Building Development 

Planning and Zoning 
Information 
Technology 

Planning and 
Development 

Economic 
Development 

Comp Plan 
Administration 

Finance & 
Accounting 

Mission: 

To provide professionalleading-edge planning of sustainable 
development and cultivate a culture of exemplary staff and outsourced 
professionals in day-to-day tactical best practices. To ensure skilled 
execution and honest evaluation of the tactics employed, the 
processes established and the budgets appropriated result in high 
quality, future oriented services to the citizens of the Town of 
Blythewood. 

FY'10 FY'11 FY'12 FY'13 

Actual Actual Projected Budget 

Expenditures 214,000 94,000 250,000 271,000 

Personnel # 2 2 2 2 

PIT or OIS 3 1/2 4 4 5 
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Tactical Goals 

& Objectives 

FY'11 

Actual 

FY'12 

Anticipated 

FY'13 

Planned 

2011 
Snap 
Shot 

Notes 

Establish TCD wi 
arch standards 

Planning 
Com issue 

Ordinance work 
adopted 

Signs for 
district 0 

Site locations have been 
reviewed & approved 

Create Official Map 
wi ROW 

Planning 
Com discuss 

Adoption Detailed to 
GIS map 0 

Join NFIP 
Create data 

for GIS 
Adoption 

Incorp into 
our 

"pictometry" 0 

Complete Board & 
Com training 
compliance 

100% 100% 100% 

Create Economic 
Development Data 
Packet Document 

Outline 
Completed 

Document 
completed Nov 

2011 

Publish & add 
to webpage 

Promote job 
creation & growth in 

tax base growth 

6,000 sq.ft. 
(cumulative) 
of lease a ndl 

or 
construction 

space 

8,000 sq.ft 
(cumulative) of 

lease or construct 
space, 2 new 
businesses 

13,000 sqft 
for Town Hall 

and other 
Governments 

More activity under the 
auspices of the TCD and 

the Master Plan 

Develop strategic 
alliances with 

regional/state Econ 
Dev leaders 

Included 
Econ Dev 
leaders in 
initiatives 

Organize and 
meet with 3 

regional state 
Econ Dev leaders 

Begin 1I41y 
mtgs. with 
Econ Dev 
leaders 

Working on D-1 modification 
effort jointly 

Promote positive 
business climate via 
proactive interaction 

wi Blythewood 
businesses 

Meet 50% of 
Businesses 

+ begin 
Blythewood 
Leadership 

Series 

Meet 100% + 
Blythewood 

Leadership Series 
each 

quarter 

Engage Town 
Center 

Concierge 

Added Municipal 
Improvement District 

consideration to scope of 
work 

1-77 Enhancement 
Projects 

Planned & 
grant 

awarded 
Exit 27 

Contracted Exit 27 

Completed MM 30 

Concept-Exit 24 

Install Exit 27 
& Contract 

Exit 24 
0 

,
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Performance Assessment 


r ... 
Asset 

Maintenance 
Permitting & 
Inspections 

Insurance 

Public Works 

Engineering & 
Intergovernmental 

Custody of 
Furniture & Equipment 

Mission: 

ro improve the health, safety and appearance of the Town as well as 
protection of its assets and conservation of our natural resources. In 
addition, provide support to all Town efforts by facilitating events, 
festivals and effective operations of same, with manpower, equipment 
and required skills. Serves as the Town's intergovernmental liaison with 
local, state and federal entities in an effort to fully comply with any 
regulatory requirements. 

FY'10 FY'11 FY'12 FY'13 

Actual Actual Projected Budget 

Expenditu res 61,000 152,000 155,000 235,000 

r-, Personnel # 3 3 1/2 4 2 

I PIT or OIS 1 1/2 ° 2 
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Tactical Goals 
& Objectives, 

FY'11 
Actual 

FY'12 
Anticipated 

FY'13 
Planned 

2011 
Snap 
Shot 

Notes 

Conduct 12 hrs of 
cross-training 

inspectors 

6 hours of 
cross training 

12 hours 
Increase the 
number of 

inspectors to 3 
0 More velocity to inspection 

schedule and plan reviews 

Increase BIO 
CRE hours from 

12 to 15 
12 planned 12 planned 15 hours 0 Due to new and alternative 

energy installations, etc. 

Implement a fire 
inspection 
program 

Not planned 
Planned for this 

FY Negotiate IGA NIA 
IGA may not be with 

Richland County 
Talking with Cities 

Establish review 
of commercial 

plans complete 
5 days 

Not required 
but practiced 

Obligated to 
frequent builders 

Self-impose as 
requirement 0 

Reduce 
completion of 

scheduled 
inspection - 24 

hours 

48 hours 
requirement 

24 hour plan and 
performance 

24 hours 0 
Met the 48 hours threshold 

inFY'11 

Continue to 
increase 

recycling efforts 
of citizenry 

One dump of 
bins per 
month 

Two dumps of bins 
per month 

Four dumps 
per month 

Exceeded tonnage goals 
and ranked as 2nd highest 

in Richland County 

Expand recycling 
to the business 

community 

Not planned , 
but 

implemented 

Not full 
implementation 

I nvestigate the 
barriers to full 

implementation 
& devise plan 

0 Work toward 100% 
participation 

Protect assets 
and extend useful 

life 

Conducted 
complete 
inventory 

Additional real 
property (via 

ROW) and Park 
completion 

Continue effort 
and outsource 
additional work 

Addition vehicles, more 
furniture and eqUipment 
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Performance Assessment 


Community 
Affairs 

Events 
Coordination 

Community 
Development 

Accommodation 
Tax Fund Admin 

Grant 
Administration 

Mission: 


To develop mutual understanding and support of the Town's efforts in 

service delivery and regulatory function between the community, both 

residential and business citizenry, and the Town's leadership. 


To accomplish this huge, but necessary undertaking, the effort includes: 

multi-media communicating of public information, careful and 
purposeful public relations, fostering community involvement 
opportunities, public-private partnerships, effective grant administration 
to "fill the gaps" in public projects, support events, festivals and the arts 
by skillful administration of the accommodation/hospitality resources 
and growth as envisioned in the Town's Master Plan. 

FY'10 

Actual 

FY'11 

Actual 

FY'12 

Projected 

FY'13 

Budget 

Expenditures 7,000 23,000 17,000 52,000 

Personnel # 1 2 2 0 

PIT or OIS 1 112 1/2 2 1/2 

.r
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Tactical Goals 

& Objectives 

FY'11 

Actual 

FY'12 

Anticipated 

FY'13 

Planned 

2011 
Snap 
Shot 

Notes 

Produce 1J41y 
e-newsletter 

6 issues 
Complete the 

Webpage 
redevelopment 

Enhance 
webpage & 
add mobile 

Maintain 6 news 
"pieces· on web 

More news, 
pics & financial 

data 

More but 
shorter 

Targeted 
audience 

pieces 

4 neighborhood 
meetings annually 

HOA'sby 
invitation 

Town host 
meeting in area 

Total of 4 0 Added as a strategic task of 
Mayor and Council 

Visit 100% of TCD 
businesses 

Used the 
Chamber 

events 
80% 100% 0 Adding Town Center 

Concierge 

Support & produce 
major 1 J41y event 

Bounty, 
*Beach Bash, 

*BalioonsJ 
BluesJBBQ 
*Chick-fil-a 

Classic 

Include Bike Race 
Diamond 

Invitational & 
Open Welcome 

Center 

Add 
Equestrian 
event and 
park venue 

May have 6 to 8 major 
in FY'13 

Support & produce 6 
minor events annually 

NNO; * 
*Bike Race, 
*Movie-Park; 
*Bow Ties & 
Blue Jeans; 

*BWood 
Rodeo 

Equifest 

Holiday events 
doubled and grew 

in number of 
participants & 

visitation 

Increased 
the number 
of venues 

and improve 
the planning. 

0 
Added Town Center 

Concierge and Events 
Coordinator + looking to 

support Welcome 
operations 

Expand town 
boundaries 1 mile 

Targets: to 1
77 

Exit 24, 
BWoodto 

Loner, 
Langford to 

Trading Post 

Targets: 
1-77 exit 22, 
Langford to 
Hardscrabble 

No longer an 
objective but 

petition 
received will 
be welcomed 

Mayor's retrenchment 
strategy has the town 

dealing more with what we 
have currently but we 

welcome the interested 
parties to join the Town 

Id & secure 4 grants for 
public projects or 

events 

Trail & Market 
Signage 

177 
Enhancement 

Identified 10 
Grants 

(4 is goal) 
4 grants 

Engaged a grant speCialists 
with various expertise to 
assist the town's efforts 

Support expansion of 
"the arts" as an 

economic & tourism 
benefit 

PIANO event 
&BHS 

Marching Band 
Championship 

Create a gallery 
event in the bank 

Create 
active 
gallery 
space • Support the Artist Guild & 

the BAG Shoppe 
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FY'10 FY'11 FY'12 FY'13 

Actual Actual Projected Budget 

Expenditures 7,000 155,000 256,000 232,000 

Personnel # 0 0 0 0 

PIT or OIS 0 0 0 0 

Performance Assessment 


" 


.".-..... , 

Planned Asset 
Management 

Acquisition 
Planning 

Capital 
Outlay 

Component 
Implementation 

Operational 
Impact 

Mission: 

To provide a long view of the additional assets required for the various 
functions of the Town. To assist the leadership in determining the 
operational impact that various acquisitions will have upon on-going 
budgets and financial resources. This is a new tactical category of Fiscal 
Year 2013 as the Capital Improvements Plan (CIP) expenditures were 
previously included in the General Government category. These 
performance assessment measures are being considered;:accuracy of 
planned acquisition dates and values, as well as assessment of 
operational impact indicator system. 

pg. S4 



~ 

--
2011 

Tactical Goals FY'11 FY'12 FY'13 
Snap Notes 

Anticipated& Objectives Actual Planned 
Shot 

First year CIP is maturing 
Make 90% Ensure that the schedule is an

Effectiveness of had some and being relied of planned 0 accurate estimation of
"pent-up upon by leadershipasset acquisition purchases executiondemand" and advisors 

Park was 2 projects Major impacts represent thePark remains the
only will beEffectiveness of the hiring of additional employeesonly impact project

acquisition evaluated:Operational Impact • Minor impacts are for utilityunderway but Exit 27 &with anIndicators cost or insurance premiumswithout a cost the Parkimpact 
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The final section of the Annual Financial Plan provides supplementary information 

to facilitate understanding of the plan presented in previous chapters. 

The first few pages include the Town's leadership and how to contact them, 

followed by the organizational chart with the enhanced schedule of personnel 

trends, abbreviations and acronyms list, glossary and the Financial & Accounting 

Policy Manual. 

171 Langford Road, P.O. Box 1004, Blythewood, SC 29016 

Telephone 803-754-0501 Fax 803-754-0563 


www.townofblythewoodsc.gov 
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Town Council 
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Town Council 

Mayor 

J. Michael Ross, R. Ph 
5 Dennis Ln 

Blythewood SC 

c) 803.606.9000 

Email Me 

01/2016 

Councilman 

Paul Moscati 

217 Lake Ashley Dr 


Blythewood SC 


h) 803.786.7746 


w) 803.256.1989 


c) 803.917.6257 


Email Me 


01/2014 


Councilman 

Jeffrey Branham 
244 Fair Ridge Ln 

Blythewood. SC 

c) 803.735.3385 

Email Ml 

01/2016 

Mayor Pro Tern 

Roger Hovis 
209 Maple Ridge Rd 


Blythewood SC 


c) 803.466.8219 


Email Mt. 


01/2016 


Councilman 

Edwin B. Garrison 
207 Lake Ashley Dr 


Blythewood SC 


h) 803.786.4979 


w) 803.781.3535 


c) 803.920.5934 


EmaIl Me 


01/2014 


Town Administrator 

John Perry 
Blythewood, SC 

w) 803.754.0501 

EmaH Me 

http://townofb/ythewoodsc.gov/town-rouncil.html[6/8/2012 3:03:45 PM] pg.S8 
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Planning Commission 
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PIcture Coming Soon 

Picture Coming Soon 

Chairman 

Mik. Switzer 

105 High POinte Or 


Blythewood SC 


C) 803 348.2236 


9/2012 


Marcus T.ylor 

119 Dawson Creek Rd 


Blythewood SC 


c) 803.960.8576 


9/2012 


Buddy PrIce 

42 Veranda Ln 

Blythewood SC 

h) 803 7350885 

9/2014 

Randy Humphries 

110 High POinte Or 


Blythewood. SC 


c) 803.566.7792 


Picture Coming Soon 

Vice-Ch.lrm.n 


Robert Capp.dona 


137 MIchael Rd 

Blythewood SC 

C) 803 719-3851 

9/2014 

".11 Me...." 

422 Sandfleld Rd 

Blythewood SC 

C) 603 5469223 

IJl 

9/2014 

.I.ck Davis 

311 Black Walnut Ln 


Blythewood, SC 


c) 757 593 6476 


9/2013 


Town Administrator 


John Perry 

Blythewood, SC 

w) 603.754.0501 
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Board of Architectural Review 

,\il[)ul HII'IIH'\ ()[Ill I Tilillg, I(} Do I f)olllg iluSllless i R,'Sldl'!1t Kl'so urces I C"'ll.lll tis 

Board of Architectural Review 
Chairperson 

Susan Sorg 
208 Lake Ashley Dr 


Blythewood SC 


En:.t -.M'" 

09/2011 


Gale Coston 
133 Locklier Road 


Blythewood, SC 


h) 803.754.5303 


c) 803.237.3906 


.Emr1il..M.e 

09/2011 


Curtis Brown 
457 Holly Berry Cir 


Blythewood, SC 


h) 803.691 -2019 


Emul Me 


Architectural Consultant 


Ralph Walden 
Ralph Walden & Assoc. 


Inc 


Blythewood SC 


803.333.9610 


:.m..uJ. 

Vice-Chair 

Michael Langston 
53 Veranda Ln 

Blythewood SC 

h) 803.445.1822 

c) 910.322.3309 

Ln:..J..\.L 
09/2011 

Cynthia Nord 
PO Box 989 


1501 Syrup Mill Rd 


Blythewood SC 


h) 803.735 -0778 


c) 803.730.3271 


E 11,;1 Mr 


09/2012 


David T Shanes 
201 Dawson Creek Rd 


Blythewood, SC 


h) 803.714-7831 


EmaIl I1t 


Town Administrator 


John Perry 
Blythewood, SC 

w) 803.754.0501 

.IDhil 1.. 
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Board of Zoning Appeals 
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Zoning Appeals Board 

Chairman 


(To be elected at next 


meeting) 


Ronald Friday 
115 Winding Oak Way 


Blythewood SC 


h) 803.714.7860 


c) 803.210.6103 


fD::..i1.A. 

09/2013 

Sabra Mazyck 
200 lake Ashley Dr 


Blythewood SC 


h) 803.786.6039 


fIIIalL.M:. 

9/2012 

Scot Jeffers 
223 WindlOQ Oak Way 

Blythewood SC 

h) 803.730.4663 Picture Coming Soon 
w) 803.454.1650 

f:.-........

09/2014 

Vice-Chairman 

Robert Massa 
105 Fair Ridge Rd 

Blythewood SC 

h) 803.754.7354 

c) 803.447 .9894 

Wll.t!:.. 

9/2014 

Pat Littlejohn 
6 High Pointe Ln 

Blythewood, SC 

h) 803.691.4666 

w) 803,254.0230 

c) 803.331. 7478 

~ 

09/2014 

Gary Newsome 
240 Fair Ridge Ln 

Blythewood, SC 

h) 803.586.3097 

fwaIl..lL 

9(2013 

Tom Utroska 
106 High Pointe Dr 

Blythewood SC 

h) 803 -714-1253 

fm:.JL....

09/2012 
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Employee 

Byork, Rebecca 

Chavous, Lillian 

Hasterock, Steve 

Keasler, Stacey 

Mazyck, Raymond 

Perry, John 

Raines, William 

Riley, Sharon (Lee) 

Roberts, Richard 

Blythewood Town Employees 
POSITION 


Town Clerk 

Administrative Assistant 

Maintenance Engineer 

Building Development 

Administrative Officer 


Administrative Assistant 

Town Administrator 

Maintenance Engineer 

Maintenance Engineer 

Building Inspector 

PHONE 


754·0501 


754·0501 


727·2587 


754·0501 


754·0501 


754·0501 


546·1070 


546·1020 


754·0501 


Email 

b~orkr@townofblvthewoodsc.gov 

chavousl@townofblvthewoodsc.gov 

keaslers@townofblvthewoodsc.gov 

maz~ckr@townofblvthewoodsc.gov 

~errvj@townofblvthewoodsc.gov 

robertsr@townofblvthewoodsc.gov 

I 

I 

I 

"0 
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Town of Blythewood 

Organizational Chart 


FY 2013 


1 

1 1 

Codes Enforcement 


Town Council 1 Permit Adminstration 

Boards & Commissions 2 Maintenance Coordination 

Assist Town Attorney Inspection Scheduling 


IT Assist 

Social Network 


Schedule of Human Resource Schedule of Human Resource Schedule of Human Resource Schedule of Human Resource 
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Town of Blythewood Budget 
Abbreviations & Acronyms 

Abbreviations: 

Ac - acre 
Al t -al tern ate 
A Tax - Accommodation Tax 
CAM - common area maintenance 
EMP - employee 
FY - fiscal year 
Imp - impact 
IT -Information Technology 
LIT - long term 
NIB - north bound 
Op -operating 
OIS - out-sourced (outstanding) 
Promo - promotions or promotional 
PIT - part time 
R&R - remove and replace (rest and relaxation) 
SIT - short term 
WiFi - Wireless Fidelity 

Acronyms: 

B2B - Business to Business 
BFC - Blythewood Facilities Corporation 
CIP - Capital Improvements Plan 
FEMA - Federal Emergency Management Administration 
GAAP-generally accepted accounting principles 
GBCofC - Greater Blythewood Chamber of Commerce 
GF - General Fund 
GFOA -Government Finance Officers Association 
GIS - Geographic Information System 
GIO - General Obligation Bonds 
HOA - home owners association 
HV AC - Heat, Ventilation and Air Conditioning 
IFP - Installment Financing Plan 
IRS - Internal Revenue Service 
LID - Low Impact Development 
MASC-Municipal Association of South Carolina 
NFIP - National Flood Insurance Program 
NFP - not for profit 
ROW - right of way 
SC - South Carolina 
TCD - Town Center District 
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Town of Blythewood 

Budget Work Papers 


Glossary of Terms and Phrases 


Fund: A fiscal and accounting entity that has a set of self-balancing accounts to record cash and 
other financial resources, together with all related liabilities and residual equities and balances, 
which are segregated for the purpose of carrying on specific activities or attaining certain 
objectives. 

General Fund: The principal operating fund of The Town that accounts for all financial 
resources not accounted for in other funds. 

Special Fund: A fund used to account for the proceeds of special revenue sources that are 
legally restricted to expenditures for specified purposes. 

Accommodations Tax Fund-State: to account for the collection of a percentage of gross 
revenues from business entities that offer room for rent. The entity is responsible for 
reporting gross rents, calculating the tax, and remitting it directly to the SC Department 
of Revenue. 

Accommodations Tax Fund-Local: to account for the collection of a percentage of 
gross revenues from business entities that offer room for rent. The entity is responsible 
for reporting gross rents, calculating the tax, and remitting it directly to the Town of 
Blythewood. 

Hospitality Tax Fund: This fund is used to account for the revenue collected from a 2% 
tax levied upon the sales of prepared meals and beverages within the Town of 
Blythewood and the restricted expenditures thereof. 

Debt Service Fund: This fund is used to account for the revenues collective from 
millage and from inter-fund transfers, to make the payments to bond-holders trust and to 
hold required reserves, and any excess funds collected for the retirement of the bonds in 
the fund balance. 

Revenues 

Major Categories: 

Taxes: an assessment of tax percentage to a certain value or transaction which results in 
an income to the authority affixing the levy 

Fees: charges levied by the Town on certain transactions and activities within the town. 
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Fund Balance Appropriation: the 'going concern' concept occasionally fmds revenues 
exceeding expenditures; creating a fund balance. The 'use' of this fund balance must be 
'appropriated' in the FY if it is intended to be expended. 

Detail Accounts: 

Insurance Tax Collection Program: centralizes the licensing procedures for insurance 
companies and standardizes the collection rates, dates and distributions to the town 
Telecommunication Tax Collection Program: centralizes the business license tax collection due 
municipalities from telecommunication companies 
Property Tax Program: although the town does not currently have an ad valorem tax, it has in 
the past and occasionally, a delinquent tax or a 'roll-back' tax is collected by the County 
Treasurer and same is remitted to the Town 
Local Option Sales Tax: a special-purpose tax implemented and levied at the city or county 
level. A local option sales tax is often used as a means of raising funds for specific local or area 
projects, such as improving area streets and roads, or refurbishing a community's downtown area 
State Aid to Subdivisions: SC share a portion of the taxes collected from multiple sources within 
the state, the allocation is population based 
Developments Permits & Plan Review Fees: the fees assessed upon developers to offset the 
expense of reviewing their plans and the potential adverse impacts their development may have 
upon the citizens of the Town of Blythewood 
Building Permit Fees: based upon the cost of the building project a schedule of fees is charged 
and collected 
In Town/Out ofTown Business License Fees: based upon a fee schedule businesses pay a 
' privilege fee' for doing business within the Town, it is based upon gross receipts 
Utility Franchise Fees: a fee is assessed against 'utility companies', both public and private that 
serve within the Town and utilized the right of ways within the town for the placement of poles, 
pipes and sundry other apparatus 
Community Center Rental Fees: rental and cleaning fees for use of the Community Center 
Accommodation Tax to General Fund: SC statues enable the first $25,000, and 5% of the 
remainder after deduction of the $25,000, of all accommodation tax collected, to be placed into 
the Town's General Fund to offset cost associated with "visitation" caused by the advertising and 
promotions required by the laws controlling expenditures 
Interest Income: all fund balances not required for current transactional purposes are invested in 
accordance with the Town's Investment Policy 
Miscellaneous Revenue: those revenues that are 'nonrecurring' and do not fit into an established 
category 
Sewer Capacity Unit Repayment: circa 1996 the Town invested with Wildwood Utilities, a 
private sewer collection and processing company, to facilitate the provision of sewer in the 
business district of the Town. In FY 2008, a portion was repaid. 
Hospitality Tax: a tax charged against gross receipt of businesses serving prepared 'foods & 
drinks' within the Town of Blythewood 
Accommodation Tax: a tax charged upon gross revenues from business entities that offer room 
for rent, the Town has both a local and SC accommodation tax in affect 
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Expenditures 

Major Categories 

Personnel: the full costs associated with compensating the Mayor and employees for 
their services, to include the costs of training, travel and similar expenses 

Operating: amounts paid to maintain the town hall, grounds, legal fees, promotions of 
the Town, utilities and other administrative cost 

Debt Service: the principal & interest payments required by note, bonds or other 

financing instruments 


Special Initiatives: those projects and objectives that require special handling 

Detail Accounts: 

Salaries: Regular wages and benefits an employee receives from an employer 
Benefits: A payment made or an entitlement available in accordance with a wage agreement, an 
insurance policy, or a public assistance program. 
Mileage: An allowance for travel expenses established at the current IRS rate per mile 
Training: the process of bringing a person to an agreed standard ofproficiency by practice and 
instruction 
Travel: To go from place to place as an employee or agent 
Lodging: Sleeping accommodations or a temporary residence 
Advertising: The activity of attracting public attention to a product, business or event, as by paid 
announcements in the print, broadcast, or electronic media 
Dues: A charge or fee for membership, as in an organization - MASC 
Audit: An examination of the Town's accounting records and books conducted by an outside 
professional in order to determine whether the entity is maintaining fund records according to 
generally accepted accounting principles 
Accounting The bookkeeping methods involved in making a financial record of transactions and 
in the preparation of statements concerning the assets, liabilities, and operating results. 
Allowances: the cost associated with employee benefits for a specific purpose (auto) 
Ordinance CodifICation: Quarterly fees charged by AmLegal to codify our ordinances, provide 
printed pages for our Code and 'host' our ordinances on line 
Insurance: Coverage by a contract binding a party to indemnify another against specified loss in 
return for premiums paid; General, Health & Liability. 
Office supplies: Office materials, supplies and provisions stored and dispensed when needed. 
Legal Services: the work performed by a lawyer for specific subjects/projects/fmancings 
Planning & Development Services: An out-sourced program, or method for the accomplishment 
of an objective, and the determination of the best techniques for applying a new device or 
process to meet these goals. 
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Detail Accounts (continued): 

Municipal Court: Richland County charges the town a small fee to provide our access to the 
Magistrate's Court 
Professional Services: Payment to outsourced experts, to assist in those tasks that exceed 
employee competency and skill-set 
Promotions: Advertising, marketing, branding, publicity, blog or newsletter (print or 'e') that 
promotes a plan, policy or event. 
Signage: The design or use of signs, infonnational plaques or symbols 
Internet & Webpage: fees and utility charges to maintain the current WiFi system and our 
webpage, including domain fees 
Repairs & renovations: To restore to sound condition after damage or injury; or to extend the 
life of an asset 
Engineering: The cost paid to professionals in the business of the application of scientific and 
mathematical principles to practical ends such as the design, manufacture, and operation of 
efficient and economical structures, machines, processes, and systems. 
Furniture & Fixtures: The movable articles in a room or a building that make it fit and efficient 
for working 
Town Maintenance: The work of keeping things in proper operating condition and the upkeep of 
appearances. 
Telephone: the cost paid to companies, so the town staff may make a telephone connection or 
transmit (a text message, for example) by telephone 
Utilities: A commodity or service, such as electricity, water, or sewer services, that is provided 
by both public and private utilities 
Mortgage: A loan payment secured by the collateral of some specified real estate property 
(Hoffman House) which obliges the Town to make a predetennined series of payments 
Note: A written promise to pay a specific sum of money on a certain date for fixed time. 
Transfer to Operating Reserve: the excess of revenues less expenditures 
Tourism RelatedActivities: cost of providing activities (event cost, labor & ads) that are 
planned to result in greater tourism and visitation to the Town 
Construction-Capital Improvements: the cost associated with building structures or adding on 
to physical assets of the Town, i.e. the Park features, streetscape assets, etc. 
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T own of Blythewood 

Financial and Accounting Policy Manual 


Forward 

This manual has been developed to provide basic guidance and to standardize operating 
procedures for transactions of a financial nature. The policies and procedures contained within 
this document are applicable to all Town departments, and special purpose entities that are under 
the jurisdiction of the Town Council and/or control of the Town Administrator. 

For the most part, the policies and procedures are a compilation of those already in existence 
and merely consolidated into one document for use as a ready reference by operating personnel 
in the performance of their day-to-day duties and responsibilities. 

To facilitate future revisions, this manual is structured with "lift-able chapters" that enables 
deletion and insertions of materials without necessitating a reprint of the whole. 

Suggestions for improving the practices and standards, (and the manual for that matter), are 
welcome and should be submitted to the Administrator's office for evaluation and incorporation. 
Only with your help and professional contributions will we be able to keep these practices current, 
relevant and meeting the needs of the Town. 

This manual was prepared in an effort to provide assistance to Town staff in the performance of 
their transactional duties. As the authors and responsible persons for reporting the finances of 
the Town, the Mayor and Town Administrator will be the interpreters ofthe policies and 
procedures contained in the manual. 

J. Michael Ross 

Mayor 
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Town of Blythewood 
Financial and Accounting Policy Manual 

Town of Blythewood 

Financial Policies 


Chapter Index 

Ch 1 Introduction to Financial Policies 
Ch 2 Accounting Policy 
Ch 3 Cash and Near Cash Controls 
Ch 4 Budget Preparation 
Ch 5 Investment Policy 
Ch 6 Travel and Subsi stence Allowance 
Ch 7 Chart of Accounts 
Ch 8 Capitalization Policy for Capital Assets 
Ch 9 Debt 
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Town of Blythewood 

Financial and Accounting Policy Manual 


Chapter One 

Introduction to Financial Policies 


The Town of Blythewood has developed a comprehensive set of financial policies that 
are consistent with the Town's goals and objectives. Specific attention has been given to 
make sure that these policies are both consistent and relationally sound. Financial 
policies are an integral part of the development of service, capital, and financial plans 
and the annual operating budget, as well as the annual audit report. Collectively, the 
integration of the financial policies and procedures provide the framework and 
foundation for decision-making and basis for the Town of Blythewood to continue its 
tradition of financial stability. 

The primary purpose of financial management policies is to provide guidelines for the 
Town Council to set direction and for staff to use in the execution process that will ensure 
that core services are maintained and the Council's vision for the community is achieved. 

In addition, sound financial policies provide a level of security for the community by 
ensuring residents that all dollars, regardless of source, are being used openly, legally, 
efficiently and effectively, and in a manner that provides the Town a level of insulation 
from financial crisis and economic disruption. These policies shall be reviewed, 
modified as appropriate, and reaffinned annually. 

General Financial Goals 

• 	 To manage the resources necessary to be a financially viable Town that can 
maintain an adequate level of municipal services. 

• 	 To maintain financial flexibility in order to be able to continually adapt to local 
and regional economic changes. 

• 	 To maintain our Standard & Poor's "AA minus" rating and enhance the sound 
fiscal condition of the Town. 

• 	 To effectively maintain and improve the Town's infrastructure. 

• 	 To prudently plan, coordinate, and implement responsible 

community development and growth. 
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Town of Blythewood 

Financial and Accounting Policy Manual 


Chapter Two 

Accounting Policy 


Financial Condition Statement -1 
The Town ofBlythewood will perform accounting functions that shall conform to the 
generally accepted accounting principles as applicable to governments. 

The diverse nature of governmental operations and the necessity of assuring legal 
compliance preclude recording all governmental financial transactions and balances in a 
single accounting entity. Therefore, from an accounting and fmancial management 
viewpoint, a governmental unit is a combination of several distinctly different fiscal and 
accounting entities, each having a separate set of accounts and functioning independently 
of each other. 

The Town will comply with prevailing federal, state, and local statutes and 
regulations. The Town will also conform to generally accepted accounting principles as 
promulgated by the Governmental Accounting Standards Board (GASB), the American 
Institute of Certified Public Accountants (AICPA), and the Government Finance Officers 
Association (GFOA). 

In general, it will be the policy of the Town to: 

1. 	 Prepare and present regular reports that analyze, evaluate, and forecast the 
Town's financial performance and economic conditions. This information 
will be made available to the public for their inspection. 

2. 	 With available resources, the Town will seek out and employ the assistance of 
qualified financial advisors and consultants in the management and 
administration of the Town's financial functions. 

3. 	 An independent audit will be performed annually. 
4. 	 The Town will issue annual financial reports in accordance with generally 

accepted accounting principles (GAAP) as outlined in the Governmental 
Accounting, Auditing and Financial Reporting (GAAFR) publication. 

The basis of accounting refers to the point at which revenues or 
expenditures/expenses are recognized in the accounts and reported in the financial 
statements. It relates to the timing of the measurements made regardless of the 
measurement focus applied. As in the basis of budgeting, accounting records for the 
Town of Blythewood governmental funds are maintained on a modified accrual basis 
with the revenues being recorded when available and measurable and expenditures being 
recorded when the services or goods are received and the liabilities are incurred. In 
contrast to the basis of budgeting, accounting records for proprietary funds (when the 
Town's activities warrant the creation of such a fund) are to be maintained on the accrual 
basis in which revenues are recognized when earned and expenses are recognized when 
incurred. 
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Town of Blythewood 

Financial and Accounting Policy Manual 


The Town of Blythewood's accounting system is organized and operated on a 
"fund" basis. Each accounting entity is accounted for in a separate "fund" which is 
defined as a fiscal accounting entity with a self-balancing set of accounts recording cash 
and other financial resources together with related liabilities and residual equities or 
balances, and changes therein. Two fund types defined in the "Description of Budgeted 
Funds is further defined below as well as the addition of Fiduciary Funds. 

Classification Fund Type 
Governmental Funds General 

Special Revenue 

Future - Debt Service 

Future - Capital Projects 

Future - Proprietary Funds (Enterprise) 

Future - Fiduciary Funds (Agency) 

Future - Expendable Trust 


Governmental Funds. These funds are, in essence, accounting segregations of 
financial resources. Expendable assets are assigned to the various governmental funds 
according to the purposes for which they mayor must be used; current liabilities are 
assigned to the fund from which they are to be paid; and the differences between 
governmental fund assets and liabilities (the fund equity) is referred to as "Fund 
Balance". The primary measurement focus is "flow of current financial resources." 
Increases in spend-able resources are reported in the operating statement as revenues or 
other financing sources, and decreases are reported as expenditures or other financing 
uses. 

Future - Proprietary Funds (Enterprise). These funds are sometimes referred 
to as "income determination," "non expendable," "enterprise funds" or "commercial type" 
funds and are used to account for a government's on-going organizations and activities 
which are similar to those often found in the private sector. All assets, liabilities, equities, 
revenues, expenses, and transfers relating to the government's business and quasi
business activities, where net income and capital maintenance are measured, are 
accounted for through proprietary funds. The generally accepted accounting principles 
here are those applicable to similar businesses in the private sector, and the measurement 
focus is the economic condition of the fund as a result of the events and transactions of 
the period. Events and transactions that improve the economic position of a proprietary 
fund are reported as revenues or gains in the operating statement. Those that diminish the 
economic position are reported as expenses or losses. 

Future - Fiduciary Funds (Trust or Agency). These funds account for assets 
held by the Town in a trustee capacity or as an agent for other governmental units and for 
other funds. Each trust fund is accounted for as either a governmental or a proprietary 
fund. Fiduciary funds are not budgeted in the annual budget process. 
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Town of Blythewood 

Financial and Accounting Policy Manual 


Internal Control. In developing and maintaining the Town's accounting system, 
consideration is given to the adequacy of internal accounting controls. Internal 
accounting controls are designed to provide reasonable, but not absolute, assurance 
regarding the safeguarding of assets against loss from unauthorized use or disposition and 
the reliability of financial records for preparing financial statements and maintaining 
accountability for assets. 

The concept of reasonable assurance recognizes that the cost of a control should not 
exceed the benefits likely to be derived, and the evaluation of costs and benefits requires 
estimates and judgments by management. All internal control evaluations occur within 
the above framework. The Town's current internal accounting controls adequately 
safeguard assets and provide reasonable assurance of proper recording of financial 
transactions. 
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Town of Blythewood 

Financial and Accounting Policy Manual 


Chapter Three 

Cash and Near Cash Controls 


POLICY STATEMENT 

It shall be the responsibility of each employee to implement the necessary procedures to ensure 
that the provisions of tbis Manual are complied with as it relates to the control ofcash. Specific 

workflow structure and practices may vary, but cannot be conflicted with the standard practices 
herein. 

Basic Principles and Standards 

I. 	 Employee personal funds shall not be commingled with Town funds. 

2. 	 Deposits shall be made by an employee other than the cashier or the person 
issuing receipts. 

3. 	 Bank accounts shall be reconciled montbly by the person or firm charge by tbe 
Town Administrator. 

4. 	 Electronic payments (source or use) shall be recorded and reconciled as are 
other paper receipts and disbursements. 

5. 	 The duties of cashier and 'bookkeeper' shall be divided between two 
employees or contractors, neither of whom shall be permitted to have access to 
each otber's records, unless restricted by the number of personnel working in 
the department. The arrangements to accommodate the 'separation of duties' 
standard must be approved by the Mayor. 

6. 	 As required by law, different functions shall maintain and the employee 
assigned be held accountable for the financial records of their operation and 
prepare reports as required. 

7. 	 Departments may accept payments in the form of cash, personal checks, bank 
checks and drafts, express and post office money orders, cashier and traveler's 
checks, and wire transfers Other methods of payment, such as ACH wires, 
EFTs, debit/credit cards, are acceptable as approved by the Town 
Administrator. 

8. 	 When payment is received in more than one form (check, money order, and 
currency), only one receipt shall be issued for the total payment. A memo notation 
shall be made on the receipt indicating the different forms of payment and the 
corresponding amount. 

9. When a check or money order is received covering payments for account ofmore 
than one person, a separate receipt must be issued for each. 
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10. Nationally recognized traveler's checks may be accepted for payments subject to 
approval by the Town Administrator. Traveler's checks accepted, in excess of the 
amount due, shall be so noted on the receipt. 

11. Checks drawn against foreign banks, Mexican and Canadian banks included, 
should be discouraged, including those drawn on U.S. Dollars, however the Town 
Administrator may approve acceptance on a case-by-case basis. 

12. Restricted type endorsement stamps must be used on all checks and money orders 
as soon as received. The endorsement stamps shall read as follows: 

Pay To The Order Of Pay To The Order Of 

Town of Blythewood (Name of Bank) 

For Deposit Only For Deposit Only 

(Account Name) (Title of Account) 


(Number of Account) (Number of Account) 


SAFEGUARDING CASH 

The official in charge of the function shall ensure that all cash received is adequately safeguarded until 

deposited with the bank or the Town. 

I. 	 Large amounts of cash shall not be allowed to accumulate. It shall be determined by the Town 
Administrator and the responsible employee what amount of cash should be allowed to 
accumulate 

2. 	 All cash held on-site overnight shall be deposited in a locked file or safe, however it is 
preferred that all cash be deposited on the day of receipt. 

3. 	 Key location and safe combinations shall be restricted to as few employees as possible, 
preferably memorized. Where a written safe combination has to be maintained, it must be 
kept in a secure place. The Municipal Clerk is responsible to keep an updated record of safe 
combinations in the Mayor's office. 

4. 	 During business hours, cash must be kept in a cash box/drawer or cash box not accessible to 
unauthorized persons. Cash box/drawers or cash boxes must be closed when not in use. 
Individual employees shall be responsible for cash box/drawers assigned to them. 

5. 	 It is recommended that offices and/or desk be locked during nonworking hours and office 
door/desk keys are restricted to as few responsible employees as possible. 

6. 	 It is recommended that a record of office door/desk keys issued be maintained and the Town 
Administrator should ensure that office keys are returned by terminated or transferred 
employees. 
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GUIDELINES FOR HANDLING CASH 

Employees shall exercise extreme care when handling cash. Frequent losses of cash through careless 
handling of money are not only annoying and bothersome, may result in disciplinary action or 

tennination and may be a violation of the law. 

The following precautions shall be observed to guard against cash losses: 

I. 	 Keep the cash box/drawer neat and orderly and in balance at all times. 

2. 	 Arrange currency according to denominations in separate compartments. 

3. 	 Do not keep excess cash in the cash box/drawer. 

4. 	 When making change, first count out the coins to the nearest dollar, then count the bills. 

5. 	 Count the cash twice before paying out; once when removing it from the cash box/drawer, 
and again as it is given to the customer. 

6. 	 Never count currency directly into the cash box/drawer. Always place it on the desk, away 
from the customer's reach, and count. Do not put their money away until the exact change is 
verified. Then, place the customer's payment in the proper compartments of the cash 
box/drawer. Keeping the money in sight until the transaction is completed will avoid 
controversies that might arise as to the amount given by the customer. Also, always check for 
counterfeit money. 

7. 	 Always close the cash box/drawer after the completion of each transaction 

8. 	 Concentrate on each transaction. Do not pennit any distraction while handling money. lfthe 
transaction is interrupted for any reason, it should be started over. 

9. 	 lfthere should be distractions in the midst of the count, stop, return the money to the cash 
box/drawer, and then count again. When in doubt, always make a recount. 

10. 	 Always keep the cash box/drawer locked when left unattended. 

II. 	Be careful of new bills as they have a tendency to stick together. "Twist" the new money and if 
necessary, alternate a new bill with an old bill in the cash box/drawer. 

12. 	 Serial numbers of all $100 bills should be recorded on the receipt. 
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Accepting checks in payments for amounts due is a convenience. However, it can create costly 

problems and losses if bad checks are inadvertently accepted. Carelessness causes most ofthe losses 

because the person accepting the check fails to properly identify the person or accepts checks 

ind iscriminately. 

The best way to keep "Bad Check" losses to a minimum is to follow sound and sensible practices, and 

always use caution and common sense whenever accepting a check. Here are a few simple rules to 

follow when receiving payments in form of checks: 

DON'T-S 

Accept checks only for the exact amount accept a combination of identification 
of payment. documents which are offered too readily. 

Ask for more than one kind of identification. 	 Forget to note the address, phone number, 
You are safer with multiple id's. 	 and other pertinent data about the payer on 

the front of the check, as well as the serial 
number and expiration date of the 'id' used. 

Compare the person with the description Honor a check which is stale dated or 

On the 'id' as to age, nationality, color of postdated. 

hair, and take notice of a photograph. 


Make sure the check meets all Permit yourself to be flustered by a 

legal requirements. payer who is in a hurry. 


Have personal checks made out in Accept any third party checks. 

your presence, and made payable to the 

Town. 


Cash Funds 

POLICY STATEMENT 

The Town Administrator may establish petty cash funds for Town departments and other entities 
to facilitate their operations. Ordinarily, these funds are used for making change or petty cash 
expenditures. Funds shall be used only for the purpose authorized. 

ESTABLISHMENT 

Requests to establish petty cash funds shall be submitted to the Town Administrator. 

Upon approva1, the department shall submit a "Replenishment" form, in the amount of the fund, 
to the Administrator's office for processing. 
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CHANGE FUND 

An authorized Change Fund shall be used exclusively for making change in the conduct of 
official Town business. 

PETTY CASH FUND 

An authorized Petty Cash Fund shall be used by an employee for payment of services, expenses 
or charges incurred in the conduct of official Town business, subject to the following limitations: 

The Petty Cash Fund shan not be used for payment of any single item of expenditure in excess of 
$100. 

Regardless of the amount, no disbursement shall be made for employee travel expenses unless 
expressly authorized by the Town Administrator. 

An disbursements shall be covered by voucher, approved by a responsible employee, and signed 
by the person receiving the cash. The vouchers shall be typewritten or made out in permanent ink 
and amounts written out i.e., one dollar rather than $1.00. Expenditures in excess of one dollar 
($1.00) must have a receipt before reimbursement is made. The receipt shall be an original and 
signed by an authorized employee. 

Any time an employee is given a cash advance from the fund to make a petty cash purchase, an 
interim receipt shall be obtained. When the employee returns with the actual receipt, the interim 
receipt shall be replaced by the actual receipt. 

The custodian of the fund must be able, at all times, to account for the fund in the form of cash or 
vouchers on hand or a combination of both. 

Upon demand of the Town Administrator or the Mayor the custodian entrusted with the fund 
shall give an accounting of the fund. 

Any shortage in the fund shall be reported to the Town Administrator's. 

Cash shortages of more than $200 must also be reported by the Town Administrator to the 
Mayor. 

Overages in fund shall be deposited into the revenue account, Other Refunds and 
Reimbursements, by issuing a receipt and depositing the amount as is done for other collections. 

The Petty Cash Fund shall never be co-mingled with cash receipts or any other fund. 
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FUND REPLENISHMENT 

The fund shall be replenished as often as required, and prior to the end of each fiscal year. This 
will allow the recording of expenditures in the year in which they are incurred. The request for 
replenishment shall be made to the Town Administrator by preparing and sUbmitting a "Petty 
Cash Log and Replenishment Request Form" form. The paid vouchers must be segregated by 
type of expenditure, and the total of each expenditure code entered on the "Petty Cash Log and 
Replenishment Request Form" form. The paid vouchers must be attached to the claim. 

The Town Administrator shall process the claim for replenishment and issue a check to the 
custodian. Upon receipt of the check, the custodian must cash the check and replenish the fund. 

INCREASE, DECREASE, or DISCONTINUANCE 

When an increase in the fund is required, a request indicating the justification for the increase and 
the amount of the increase shall be submitted to the Town Administrator. 

A decrease in the fund or a discontinuance of the fund should be approved by the Mayor, via the 
Town Administrator's request. 

CASH OVERAGE 

All overages shall be deposited to the revenue account, Other Refunds and Reimbursements. A 
receipt shall be issued for the deposit. 

Cash Shortages and Missing or Stolen Money 

POLICY STATEMENT 

Each Town employee and entity under the jurisdiction of the Town Administrator shall report all 
cash shortages to the Town Administrator. Cash shortages of more than $200 must also be 
reported by the department to the Mayor, via the Town Administrator. Any missing or stolen 
monies, or bonds or securities, which are the result of burglary or robbery or if there is a 
suspicion that one has occurred, shall also be reported to the Richland County Sheriff's 
Department, via the Town Administrator. 

The Town Administrator and audit staff will review the circumstances concerning the shortage 
and upon verifying those circumstances, will decide, in collaboration with the Mayor, if relief 
from further action should be granted. If relief is not recommended, the matter will forwarded to 
the Mayor for final determination and action, in any, to be taken. 
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CASH SHORTAGES - $200 OR LESS 


Whenever a cash shortage is discovered, the employee shall make a thorough attempt to 

determine the reason for the shortage. The review shall be made by recounting the cash, 

reviewing all transactions for the period, checking the amounts of all checks and money orders to 

ensure that the receipts were written for the correct amounts. 


If the reason for the shortage cannot be determined and the loss is apparently due to cash handling 

error, the Town Administrator shall reimburse the shortage. 


CASH SHORTAGES - GREATER THAN $200 


If a shortage of more than $200 is incurred, then the department must request relief from liability 

from the Town Administrator. The department must send a memo explaining the circumstances 

of the loss to the Town Administrator. The Town Administrator and audit staff will review the 

circumstances surrounding the shortage and make recommendations to the Mayor. After an 

action plan is developed and the elements of correction are complete, the employee must request 

relief from liability to the Town Administrator and the Mayor. After receiving approval , the 

employee shall follow the approved procedures for completing the "Petty Cash Log and 

Replenishment Request Form" form. 


CASH SHORTAGES - DUE TO FRAUD 


Cash shortages of any amount which appear to be due to fraud or embezzlement shall be reported 

directly to the Town Administrator, the Mayor and the Richland County Sheriff's Department. 


The Administrator will do the following: 

Review the circumstances concerning each incident and verify the amount of the shortage(s). 

Advise the Mayor of the amount of the loss and if it is covered by insurance. 

Recommend to the Mayor whether or not the employee should be relieved from accountability for 

the amount of the loss, when the loss is not covered by insurance. In addition, the Town 

Administrator will provide assistance to the Sheriff's department should the fmdings of the initial 

investigation warrant further action. 


PROCEDURES FOR REPORTING LOSSES DUE TO BURGLARY OR ROBBERY 


Cash shortages of any amount which appear to be due to burglary or robbery shall be reported 

directly to the Town Administrator and the Sheriff's Department. From that point forward same 

shall be a "police matter" and assistance provided by all Town staff as requested. 


Procedures for replenishment shall be followed as presented previously. 


Receipts from affected collections 
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The employee concerned shall prepare a listing of all monies received and on hand, indicating the 
receipt number, name of payer, date, any reference number (if applicable), amount, method of 
payment, i.e., cash, check, money order, traveler's check, or other legal tender. Copies of this 
listing shall be provided: 

Town of Blythewood Town Administrator 
Richland County Sheriff's Department 
Town Mayor 

The listing is necessary to establish accountability as ofthe date of the loss. It will also be used to 
support claims to the insurance company or to obtain relief from liability. 
Immediately notifY the individuals whose checks, money orders, or traveler's checks are missing 
and request them to order "stop payments", request issuance of a new check, money order or 
traveler's check as a replacement. 

Immediately notify the individuals who paid by money orders or traveler's checks and request 
them to notify the institution where the money order or traveler's check was purchased. 

Employees using the book type Town Receipts shall make a listing of the receipt numbers, 
payer's name, and the amounts and then cancel the receipts. An explanation must be made on the 
next deposit number indicating the receipt numbers and the amount of the loss. 

Entities shall issue a new receipt for monies repaid by individuals whose check, money order or 
traveler's check was involved in the loss and stop payment was made. 

CHANGE FUND, PETTY CASH FUND or CASH DIFFERENCE FUND 

Submit separate "Petty Cash Log and Replenishment Request Form" forms to the Town 
Administrator for temporary fund replenishment of each fund with a statement of the losses. 

REIMBURSEMET FROM INSURANCE COMPANY 

When payment is received from the insurance company, the appropriate amounts must be 
deposited back to the same funds from which the temporary replenishments were received, using 
the same accounting codes. The accountant will assist and facilitate the transaction recording, to 
ensure a properly executed entry is made. 
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Bank Accounts 

ESTABLISHMENT OF A BANK ACCOUNT 

The Town Administrator shall request authorization from the Mayor to open and close bank accounts, 
in compliance with the Town's control characteristics, employ efficient operations and utilizing all 
available bank services. Upon approval , the establishment of a bank account is herein authorized. 

TYPES OF ACCOUNTS 

Separate bank accounts shall be maintained only for funds in which the source requires such an 
arrangement. The most common types of accounts are as follows: 

Regular Established as a clearing account for depositing collections received by departments 
through the conduct of official Town business. 

Trust Established for the purpose of depositing and disbursing money held in trust for an 
individual or entity. 

Special Established for purposes authorized by specific statutes. Accounting records 
requirements will be authorized by the Town Administrator. 

ACCOUNT TITLES 

Bank accounts shall be opened in the name of the Town, and the department or office as a 'descriptor' 
to the purpose of the account. Under no instance shall a bank account be opened in the name of an 
individual. 

CHECKS 

Pre-numbered checks for all bank accounts must be printed, bearing the official bank account title and 
the words "Void six months from issued date" . 

BANK DEPOSITS 

When bank accounts are used, all monies collected shall be deposited with the bank not later than the 
next business day. Preferably, deposits should be made during regular banking hours. Large sums of 
money shall not be held overnight in the office, especially over weekends. When large sums of 
money are collected during a particular business day and bank service is not available, night deposit 
facilities should be utilized. In this event, the teller-stamped copy of the bank deposit slip should be 
obtained from the bank on the next business day. 

In the interim, an extra copy of the deposit slip should be prepared and held pending receipt of the 
validated teller-stamped deposit slip. 

It is essential that deposits to the bank accounts be made intact. Depositing intact means that the 
deposits to the bank account must consist of the same checks and/or money orders and the same 
amount of currency as indicated in the receipts which the deposits cover. 

A copy of each deposit's documentation shall be forwarded to the accountant's office, (timing is of the 
essence) to facilitate the account reconcilement process. 
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This is an integral feature in the internal cash control system. The amount of each deposit shall be the 
same as the total amount of the receipts issued during the period covered by the deposit. 

Bank deposit slips must show the amount of paper currency, coins, and list each check and money 
order in the space provided. Prepare deposit slips in duplicate and distribute the copies as follows: 

Original- Bank copy. 

Duplicate - Validated by the bank to serve as the official record of the deposit to be kept by employee 
in charge of bank account records. 

ENDORSEMENT STAMPS 

Restricted endorsement stamps must be used on all checks and money orders deposited with the bank. 

The rubber stamp shall read as follows: 


Pay to the Order of 

(Name of Bank) 

For Deposit Only 

(Title of Account) 

(Number of Account) 


BANK RECONClLIAnON 


The bank account in General Ledger (trial balance) must be reconciled to the monthly bank statement. 

A copy of each month's bank reconciliation should be kept in the accountant's office for audit 

purposes. Bank statements, deposit slips and cancelled checks should be retained for 5 years. 


The procedure for reconciling a bank account is as follows: 


1. 	 The monthly bank statement will probably list checks paid in numerical order. Also deposits 
made are listed by date and amount. 

2. 	 Compare checks paid on the bank statement with checks written per the check register. 

3. 	 Compare deposits made on the bank statement with deposits recorded in the check register. 

4. 	 A listing of outstanding checks shall be prepared indicating the check number, amount and 
the total of all checks outstanding. 

5. 	 Compare duplicate deposit slips with the items credited on the bank statement. 

6. 	 If software is not being used to reconcile the account then manual bank reconciliation may be 
prepared on the reverse side of the bank statement, or head up a sheet of paper showing the 
name of the bank account being reconciled, name and location ofthe bank, and the date of 
reconciliation. 
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Sample bank reconciliation is as follows: 

Balance Per Bank Statement, (Date) $ 1,263.00 
Add: Deposit In Transit (Total of deposits made to 
the bank, but not credited in the statement) 600.00 

$ 1,863.00 

Less: Outstanding Checks (Total of checks issued 

but not debited on the bank statement) 


763.00 
Adjusted Bank balance (Date) $ 1,100.00 
Balance per Checkbook Stub, (Date) $ 1.100.00 
Ifdifference is equal to zero = reconciled 	 -0

7. 	 Compare the reconciled balance with the checkbook stub balance. These balances must agree, 
if the checkbook balance is maintained on a current basis and the reconciliation has been 
made accurately. 

8. 	 Account statement date at month-end cut-off to facilitate reconciliation and proper reporting 
at year-end. All bank accounts should be reconciled within 30 days after the ending statement 
date. 

9. 	 All monthly bank reconciliations should be sent to the Town Administrator within 30 days 
after the ending statement date. 

BANK CHARGES 

Arrangements may be made with the depositing bank to ensure that bank charges, except returned 
checks, are not charged directly to the bank account. The charges can be billed by the bank and paid 
by a "Petty Cash Log and Replenishment Request Form", with the bank invoice attached, submitted to 
the Town Administrator for payment. 

BANK ACCOUNT RECORDS 

Cancelled checks must be retained together with the bank statements with which they were returned 
until audit. Then, they may be filed in numerical sequence. When checks are voided, the word 
"VOID" must be written on the face of the check. The voided check shall be filed numerically for each 
bank account. A separate file folder must be maintained for all records pertaining to each bank 
account. The Town's retention policy shall be followed to prevent destruction or storing of records 
needlessly. 
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Authorized Signatures 

POLICY STATEMENT 

The Town AdministratorlMunicipal Clerk shall have and safeguard a fonn which lists, and 
contains specimen signatures of the employees whom are "authorized" to sign specifically 
designated forms on behalf of the Town. 

AUTHORIZATION 

The Town Administrator may "authorize" employees to sign the following documents: 

1. Payroll Claim & Certificate 

2. Payroll Adjustment Memos 

3. Accounts Payable Claims 

4. Request for Transfer or Correction of Misclassifications 

5. Purchase Orders 

No facsimile stamped signatures will be honored on any of these documents. 

No single employee should be given authority for all aspects of a transaction. For example, one 
employee should not prepare a claim, approve it and sign the check. These duties should be 
segregated between at least two employees. 

Claims prepared by one employee must be approved by a different employee, preferably someone 
in a position ofauthority. 

Cash Receipts 

POLICY STATEMENT 

Any officer or staff member of the Town who receives money in connection with their official duties 
shall issue an Official Town of Blythewood Receipt forthwith, for the exact amount received. 

RECEIPT SYSTEM 

The receipting system which will be most effective and economical for the needs of the town is hereby 
established and implemented, but shall not be subsequently revised or changed, without prior 
approval of the Town Administrator, since the administrator must determine that the receipt form is 
adequate for the support of deposits, audit purposes and receipt control. 
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OFFICIAL TOWN RECEIPTS 

The Official Town Receipt is most commonly the Quick Books system. The receipts are computer 
nwnbered. If a function (such as a Town festival) is issuing fewer receipts or out of office receipts, a 
manual system may be used with a pre-numbered single receipt books in pads. 

SPECIAL RECEIPTS 

Receipts designed for special purpose applications to meet the needs of the using function are referred 
to as Special Receipts. (Examples are receipts for the Farmers Market or Winnsboro Water, etc.) 
These forms are printed with sequential receipt numbers, for control purposes, and serve the same 
receipting and depositing information, as do the other types of Official Town Receipts. All special 
receipt forms must be approved by the Town Administrator. 

CASH RECEIVED BY MAlL 

The receiving, opening and distribution of incoming mail shall be handled by, or under the supervision 
of the Municipal Clerk (exception to this 'separation of duties' standard to accommodate limited staff 
must be approved by the Town Administrator (increased frequency of "audits and counts" will be an 
element of the approval). The Municipal Clerk shall make a list of cash received indicating the name 
of the remitter, the amount received and other pertinent data. Preferably, the list should be made in 
duplicate in Memo format, with both copies signed by the Clerk and a witness. 

Checks received in the mail are to be receipted as soon as possible with a copy of the receipt 
The law does not require that a payer making payment by mail be given a receipt for payment unless 
one is requested. Therefore, payer copies of receipts which are not sent to the remitter may be 
destroyed after sixty (60) days. 
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Chapter Four 

Budget Preparation 


Policy Statement: "Basic law ofbudgets: You can only spend it once." anonymous 

Basic Principles and Standards 

The Town will annually adopt a Balanced Operating Budget 

According to the laws of the State of South Carolina (Section 5-7-260), The Town will 
adopt a balanced operating budget and provide full disclosure when a deviation from a balanced 
operating budget is planned or when it occurs. This accrued based budget will be balanced to 
ensure that all operating revenues are equal to, or exceed, all operating expenditures at adoption 
and at year-end. Any increase in expenses, decrease in revenues, or combination of the two that 
would result in a budget imbalance will require budget revision, rather than spending non
appropriated surpluses or designated reserves to support ongoing operations. Any year end 
operating surpluses will revert to the fund balance. 

The Town of Blythewood's annually accrued based budget appropriation will cover the 
twelve-month period beginning July 1 and ending June 30 ofthe following year. The proposed 
budget document is to be presented to The Town Council for their consideration no later than 
May 1 st with adoption cumulating by an approved ordinance not later than June 301h

• According 
to state law, any required public hearings will be scheduled to receive input during the 
development of the budget. 

Budgets shall be prepared at the departmental level and collectively provide the basis for 
The Town's fmancial management system. The adopted appropriations by fund shall constitute 
the maximum expenditure authorization for that fund and can be amended only by action of The 
Town Council. In addition to anticipating expenditures the department budget shall be developed 
in conjunction with a performance objectives and measures with which to gauge progress towards 
meeting those objectives. 

The following guidelines will be used in the preparation of the budget document: 

1. 	 Current appropriations in all funds are limited to the sum of available, unencumbered 
cash balances and estimated revenues in the current budget period. 

2. 	 General Fund expenditures and appropriations for operating and Capital 
Improvements Plan (CIP) projects are to be compared and balanced with current 
revenue sources, and dependent upon reserves or prior period cash balances only as 
necessary. 
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It is the policy of the TowO to maintain a fund balance of30% of the prior year's 
revenues. Amounts above the calculated threshold may be re-appropriated for use in 
the budgeted fiscal year as a current source. If operational demands or fmancial 
conditions warrant that more of the fund balance be required, resulting in the fund 
balance falling below the limit above, authorization to use this source is required and 
can only be accomplished by a specific super-majority vote (one vote more than a 
simple majority) of the council. 

3. 	 Special Revenue Funds are supported by special levies and fees, grants or 
intergovernmental revenues. Expenditures in these funds are strictly limited to the 
mandates of the funding source. Special Revenue Funds are not to be used to 
subsidize other funds, except as required or permitted by program regulations. 

4. 	 All operations of the Enterprise Fund wm be self-supporting entities. The Town will 
conduct an annual review of fee structures, charges for services, and other operating 
revenues and expenditures. [THE TOWN DOES NOT HAVE ANY ENTERPRISE 
FUNDS AS FY2012 BUT MAY IN THE FUTURE] 

5. 	 Multi-year operating cost projections shall be prepared and updated each year to 

identify the impact on resources. 


6. 	 A TEN (10) year Capital Improvements Plan (CIP) shall be prepared and updated 
each year. The operating impact of each project shaH be identified and incorporated 
into annual operating budgets. Capital assets shall be purchased and maintained on a 
regular schedule, the Town Administrator will annually issue a schedule of when 
specific types of equipment can be purchased, and cash flow is a "real issue" early in 
any fiscal year and is the only motive for this policy. Within legal limits and the 
constraints of operating budgets, debt shall be issued for the purchase of capital 
assets, including major renovations and the Town Administrator, in collaboration 
with the affected department head, will authorize the start of the projects to coincide 
with the issue date of the fmancingllease instrument. 

7. 	 For purposes of this policy, the cash basis of accounting will be used in defming 

revenues and expenditures. 


8. 	The Town Administrator is tasked to take the appropriate action(s) to balance the 

budget if adjustments are needed in the course of a fiscal period. 


The Town will identify priority services, establish appropriate service 
levels, and administer the expenditure ofavailable resources to assure 
fiscal stability and the effective and efficient delivery ofservices. 

The Town will operate on a current funding basis. Expenditures shall be budgeted and controlled 
so as not to exceed current revenues plus the planned use of fund balance accumulated through 
prior years. 

The Town shall take immediate corrective actions if at any time during the fiscal year expenditure 
and revenue ''trend extending and re-estimates" results are such that an operating deficit is 
projected at year-end. Corrective actions are outlines separately within these policies. 
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The Town Administrator is charged with performing periodic staff and third-party conducted 
reviews of Town programs for both efficiency and effectiveness. Privatization and contracting 
(IGA) with other governmental agencies will be evaluated as alternatives to service delivery. 
Programs that are determined to be inefficient and/or ineffective are to be reduced in scope or 
eliminated. 

The Town of Blythewood makes every effort to maximize any discounts offered by creditors and 
vendors. Staff shall also use competitive bidding to attain the best possible price on goods and 
servIces. 

Town Administrator will provide to the Town Council a report on the 
operating results ofthe Town's financial activities 

All revenues collected by The Town of Blythewood are to be incorporated into the 
budgeted revenue figure of a specific revenue category for each fiscal reporting period must be 
reported to Town Council. 

Likewise, all individual expenditures that exceed the projected budget expense in excess 
of$5,000 on a departmental level must be reported to Council in writing, by The Town 
Administrator, not later than the next scheduled Council meeting. Expenditures that would cause 
an increase above the $5 ,000 cap on a departmental level cannot be made without prior approval 
of Council. 

Cost savings that may occur within a specific line-item can be utilized for like 
expenclitures (operating saving for other operating expenditures, not capital purchases or 
personnel expenses) within that particular department; however, this cost savings cannot be 
transferred to another FUND without prior approval of Council, such approval shall be 
documented by ordinance. 

The Town will develop practices to guide the financial actions it will take 
in the event ofemergencies, natural disasters, or other unexpected events. 

When emergencies or unexpected events occur, having a policy that can be applied, or at least 
serve as a starting point, for financial decisions and actions improves the ability The Town to take 
timely action and facilitates the overall management of such situations. Policies on contingency 
planning are used as a general guide when an emergency or unexpected event occurs. A set of 
actions and strategies are identified for each type of situation. Examples of fmancial emergencies 
that require contingency plans are sudden and severe decreases in locally collected revenues or 
intergovernmental aid, and unexpected major capital maintenance requirements. Development of 
a financial contingency plan, in advance of such situations, may be viewed positively by the 
rating agencies when evaluating The Town's credit quality. This can also help expedite relief 
efforts when an emergency does occur and allow the recovery of funds more quickly or more 
effectively in the event of a natural disaster. 
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The following is a summary of the operational condition classifications and the corresponding 
actions to be taken: 

Alert. An anticipated net reduction in available reserves or reduction in major revenue 
source(s) from I % up to 9%. The actions associated with this condition would best be 
described as delaying or eliminating the "nice to" expenditures where reasonably 
possible, while maintaining the "Same Level" of service. Each department will be 
responsible for monitoring its individual budgets to ensure that only essential 
expenditures are made. 

Minor. A known reduction in reserves or revenue stream in excess of 9%, but less than 
23% has been identified. The objective, at this operation condition continues to maintain 
"Same Level" of service where possible. Actions associated with this level would be: 
a. Implementing the previously determined "Same Level" Budget. 
b. IntensifYing the review process for large items such as contract services, consulting 

services, and capital expenditures including capital improvements. 
c. Closely scrutinizing hiring for vacant positions, delaying the recruitment process, and 

using temporary help to fill in where possible. 

Moderate. A reduction in reserves in excess of23%, but less than 50% has been 
calculated and immediate action is required. Initiating cuts of service levels by: 
a. 	 Requiring greater justification for large expenditures. 
b. 	 Deferring capital expenditures. 
c. 	 Reducing ClP appropriations from the affected fund. 
d. 	 Hiring to fill vacant positions only with special justification and authorization from 

The Town Administrator. 
e. 	 Closely monitoring and reducing expenditures for travel, seminars, retreats and 

bonuses. 

Major. A reduction in reserves of 50% to 100% is known and immediate action is 
necessary and will be monitored directly by the Town Administrator. Implementation of 
major service cuts: 
a. 	 Instituting a hiring freeze. 
b. 	 Reducing the temporary work force. 
c. 	 Deferring merit wage increases. 
d. 	 Further reducing capital expenditures. 
e. 	 Preparing a strategy for reduction in force. 

Crisis Condition. The Reserves have been depleted and potential for having a deficit is 
eminent, immediate action is required and will be directly monitored by the Town 
Administrator in close collaboration with the Mayor. 
a. 	 Implementing reduction in force or other personnel cost-reduction strategies. 
b. 	 Eliminating programs. 
c. 	 Eliminating capital improvements. 

In the event that an economic uncertainty is expected to last for consecutive years, the 
cumulative effect of the projected reduction in reserves will become part of the next fiscal 
budgetary plan. 
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Budget Preparation 

In compliance with Financial Condition Statement - Bud 1 
"The Town will annually adopt a Balanced Operating Budget" 

The following process of budget preparation is The Town's official policy and will be followed 
by all departments under the jurisdiction of The Town Administrator: 

Budgeting is the allocation ofscarce resources to unlimited demands and is one of the most 
important actions taken by any government. The budget is a financial plan for carrying out the 
various Town government services and programs during a fiscal year. It represents the policy 
making process which determines the quality and quantity ofservices to be furnished to the 
community to which, the fmal budget includes: 

1. 	 Goals and objectives for the various activities of Town government for the fiscal year (i.e., 
Strategic Plan); 

2. 	 Resources available to The Town for financing the operating plan (revenue); 

3. 	 Allocation of those resources among expenditure requirements (including personnel, 
operating, debt service and CIP) to put the plan into operation; and, 

Ultimately, the budget reflects The Town's commitment to eliminate unnecessary programs, 
maintain necessary services, and improve services where possible while keeping the impact of 
taxes and fees to citizens and customers at a reasonable level. 

Budget Process 

While many people view budgeting as strictly a fmancial process that occurs only part of the 
year, in reality it is much more. It is a management process, which allocates resources to 
accomplish specific and identifiable objectives. 

The National Advisory Council on State and Local Budgeting defmes the budget process as the 
following: 

"Good budgeting is a broadly defined process that has political, Administratorial, planning, 
communication and financial dimensions. The budget process consists of activities that 
encompass the development, implementation and evaluation of a plan for the provision of 
services and capital assets. A good budget process: 

Incorporates a long-term perspective, 
Establishes linkages to broad organizational goals, 
Focuses budget decisions on results and outcomes, 
Involves and promotes effective communication with stakeholders, and 
Provides incentives to government management and employees" 

"Each budget request becomes a part of the overall plan, therefore, it is imperative that you 
carefully analyze your activities and make your appropriation request a realistic appraisal of what 
is needed and what can be accomplished in the coming year." 
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Budgeting for Results 

Budgeting will associate resource requests with performance goals and program results. This 
association will provide support and documentations for request ofthe necessary funding, 
staffing, and equipment to achieve departmental and program goals and objectives. 

Performance Management: "What gets measured gets done. " 

Performance measurement is quantitative or qualitative indication of the extent to which 
objectives are being met. However, performance measurement is not an end to itself. 
Fundamentally,peiformance management involves the use of performance feedback to influence 
operations. 

The purpose of performance management is to help evaluate if goals and objectives are being 
met; plan the appropriate activities to accomplish goals and objectives; allocate resources to the 
activities; monitor and evaluate results to determine if progress is being made and to modify 
activities to enhance performance. 

By fiscal year 2013 the Town will develop both an activity work plan (based upon the Strategic 
Plan) and a performance measurement system. 
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Chapter Five 

Investment Policy 


Investment Objectives 

To invest 90% of available cash balances in all funds, in high-quality debt obligations in order to 
achieve the maximum yield consistent with safety principal and maintenance of liquidity. 
Liquidity and preservation of capital are the primary considerations. Yield is important, but 
secondary to these objectives. All investments must be collateralized. The remaining 10% to be 
held in an interest bearing account at the Town's transaction bank. 

Approved Instruments 

The following are approved investment vehicles with attached limitations: 

• 	 U.S. government and agency securities: No limits 
• 	 Money market funds: Up to $500,000 may be invested; no limit if collateralized 
• 	 Certificates of deposit: No value limits, but investments must be to an FDIC insured 

bank, preferably within the greater Columbia area, if competitive. 

Other Constraints 

Risk-credit Quality: All CDs must be domestic and rated the equivalent of AA or higher 

Maturity: The portfolio should have a distribution of maturities, with at least 50% of the 
portfolio in short-term investments, having no longer than 90 day maturity, up to 25% of the 
portfolio in mid-term investments, having no longer than 180 day maturity and no single 
investment having a maturity of more than one year. 

Safekeeping: Securities purchased by the Town are to be collateralized and documentation 
schedule of such collateral delivered to the town. 
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Chapter Six 
Travel and Subsistence Allowance 

Policy Sta tement: Employees are to be reimbursed their cost oftravel and subsistence when 
out oftown on official town business 

Basic Principles and Standards: 

When employees of the Town are required to travel on official business, the 
Town pays reasonable amounts for transportation, meals and lodging subject to 
the Town Administrator's approval. All overnight travel must be documented on 
the appropriate form during the budget approval process and any changes or 
substitutions must be approved by the Town Administrator. 

6.1 Transportation Allowance 

The Town may purchase tickets in advance for employees traveling by common 
carrier. All employees travel in tourist class whenever possible. 

Employees who, with proper authorization, use their personal vehicles for official 
business when a Town vehicle is not available may be reimbursed at the 
allowable federal mileage reimbursement rate. 

Employees may be reimbursed upon proper receipt for all ferry, bridge, road and 
parking tolls. Receipts for taxi fares are not required; however, taxi expenses 
must be itemized. 

6.2 Meal Allowance 

Employees may be reimbursed for actual meal expenses incurred while traveling. 
Meal reimbursements should not routinely exceed these daily total levels: (I) 
Non resort areas = $35 .00 per day; (2) Resort or metropolitan areas = $42.00 per 
day. Receipts for meal expenses are required and must reflect reasonable charges 
incurred by the employee in the conduct of Town business. 

Employees are generally reimbursed for meals when the travel requires the 
employee to be out-of-town on Town business overnight or for a period of 4 or 
more hours that extends through a normal meal period. 

6.3 Lodging Allowance 

When lodging is required, employees are expected to utilize standard, medium 
priced hotels and motels whenever possible. If an employee is to attend a formal, 
organized meeting or convention, he/she may stay at the hotel where the meeting 
is to be held. Receipts must be presented for all lodging. 
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6.4 Travel Advances 

Travel advances to cover anticipated travel expenses must be authorized by the 
Town Administrator. Travel advances must be requested at least 14 days in 
advance of the travel date and must be reconciled within 3 business days of the 
travel event. All expenses must be supported by submission of the Travel 
Expense Report Form (Find same on the Shared DrivelFormslExpense Report 
Forms). 

6.5 Ineligible Expenses 

Items which are not eligible for reimbursement include: 

a. 	 Alcohol 
b. 	 Spouse and/or guest expenses 
c. 	 Incidental expenses including, but not limited to, snacks, medicine, long 

distance telephone calls, laundry services, movie rentals, and other expenses 
deemed inappropriate for reimbursement by the Town Administrator. 

6.6 Expense Report 

A Travel Expense Report Form must be signed and filed by each employee in 
order for the employee to be reimbursed for travel related expenses. 
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Chapter Seven 

Chart of Accounts 


Policy Statement: "a place/or everything and everything in its place" ...Ben Franklin 

Basic Principles and Standards: All governmental transactions are categorized in such a 
manner that same may be easily retrieved and compared against the category' s budget. In most 
governments, more than one fund, (a set of self-balancing accounts) is required, as the sources of 
revenues often has restriction as to their uses. The Town of Blythewood, although small, is no 
different. Below is a narrative of the Town's funds, major categories and detailed accounts. The 
purposeful arrangement of these units of identification is made for each revenue collected and 
expenditure made by the town. 

Funds of the Town of Blythewood 

Fund: A fiscal and accounting entity that has a set of self-balancing accounts to record cash and 
other financial resources, together with all related liabilities and residual equities and balances, 
which are segregated for the purpose of carrying on specific activities or attaining certain 
objectives. 

General Fund: The principal operating fund of The Town that accounts for all fmancial 
resources not accounted for in other funds. 

Special Fund: A fund used to account for the proceeds of special revenue sources that are 
legally restricted to expenditures for specified purposes. 

Accommodations Tax Fund-State: To account for the collection of a percentage of 
gross revenues from business entities that offer room for rent. The entity is responsible 
for reporting gross rents, calculating the tax, and remitting it directly to the SC 
Department of Revenue. 

Accommodations Tax Fund-Local: To account for the collection of a percentage of 
gross revenues from business entities that offer room for rent. The entity is responsible 
for reporting gross rents, calculating the tax, and remitting it directly to the Town of 
Blythewood. 

Hospitality Tax Fund: This fund is used to account for the revenue collected from a 
2% tax levied upon the sales of prepared meals and beverages within the Town of 
Blythewood and the restricted expenditures thereof. 
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Revenues 

Major Categories 

Taxes: An assessment of tax percentage to a certain value or transaction which results in 
an income to the authority affixing the levy. 

Fees: Charges levied by the Town on certain transactions and activities within the town. 

Interfund Transfer: Transfer from one fund to another within the Town's family of 
fund types. 

Fund Balance Appropriation: The 'going concern' concept occasionally fmds revenues 
exceeding expenditures; creating a fund balance. The 'use' of this fund balance must be 
'appropriated' in the FY ifit is intended to be expended. 

Detail Accounts 

Insurance Tax Collection Program: Centralizes the licensing procedures for insurance 
companies and standardizes the collection rates, dates and distributions to the town. 
Telecommunication Tax Collection Program: Centralizes the business license tax collection 
due municipalities from telecommunication companies. 
Property Tax Program: Although the town does not currently have an ad valorem tax, it has in 
the past and occasionally, a delinquent tax or a 'roll-back' tax is collected by the County 
Treasurer and same is remitted to the Town. 
Local Option Sales Tax: A special-purpose tax implemented and levied at the £iJy or county 
level. A local option sales tax is often used as a means of raising funds for specific local or area 
projects, such as improving area streets and roads, or refurbishing a community's downtown area. 
State Aid to Subdivisions: SC share a portion of the taxes collected from mUltiple sources 
within the state, the allocation is population based. 
Developments Permits & Plan Review Fees: The fees assessed upon developers to offset the 
expense of reviewing their plans and the potential adverse impacts their development may have 
upon the citizens of the Town of Blythewood. 
Building Permit Fees: Based upon the cost of the building project a schedule of fees is charged 
and collected. 
In Town/Out ofTown Business License Fees: Based upon a fee schedule businesses pay a 
'privilege fee' for doing business within the Town, it is based upon gross receipts 
Utility Franchise Fees: A fee is assessed against 'utility companies', both public and private 
that serve within the Town and utilized the right of ways within the town for the placement of 
poles, pipes and sundry other apparatus. 
Community Center Rental Fees: Rental and cleaning fees for use of the Community Center. 
Accommodation Tax to General Fund: SC statues enable the first $25,000, and 5% of the 
remainder after deduction of the $25,000, of all accommodation tax collected, to be placed into 
the Town's General Fund to offset cost associated with "visitation" caused by the advertising and 
promotions required by the laws controlling expenditures. 
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Interest Income: All fund balances not required for current transactional purposes are invested 

in accordance with the Town's Investment Policy. 

Miscellaneous Revenue: those revenues that are 'nonrecurring' and do not fit into an 

established category. 

Sewer Capacity Unit Repayment: circa 1996 the Town invested with Wildwood Utilities, a 

private sewer collection and processing company, to facilitate the provision of sewer in the 

business district of the Town. In FY 2008, a portion was repaid. 

Hospitality Tax: a tax charged against gross receipt of businesses serving prepared 'foods & 

drinks' within the Town of Blythewood. 

Accommodation Tax: a tax charged upon gross revenues from business entities that offer room 

for rent, the Town has both a local and SC accommodation tax in affect. 


Expenditures 

Major Categories 

Personnel: the full costs associated with compensating the Mayor and employees for 
their services, to include the costs of training, travel and similar expenses. 

Operating: amounts paid to maintain the town hall, grounds, legal fees, promotions of 
the Town, utilities and other administrative cost. 

Debt Service: the principal & interest payments required by note or other financing 
instrument. 

Capital Improvements Plan (CIP): a ten year plan to organize, coordinate and 

phase the purchase and replacement of assets of the town. 


Special Initiatives: those projects and objectives that require special handling, this 

accounts are established on an annual basis for a specific purpose. In most future 

instances, these items will be incorporated into the CIP. 


Detail Accounts 

Salaries: Regular wages and benefits an employee receives from an employer. 

Benefits: A payment made or an entitlement available in accordance with a wage agreement, an 

insurance policy, or a public assistance program. 

Mileage: An allowance for travel expenses established at a specified rate per mile. 

Training: the process of bringing a person to an agreed standard of proficiency by practice and 

instruction. 

Travel: To go from place to place as an employee or agent. 

Lodging: Sleeping accommodations or a temporary residence. 

Advertising: The activity of attracting public attention to a product, business or event, as by paid 

announcements in the print, broadcast, or electronic media. 

Dues: A charge or fee for membership, as in an organization - MASC. 
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Audit: An examination of the Town's accounting records and books conducted by an outside 
professional in order to determine whether the entity is maintaining fund records according to 
generally accepted accounting principles. 
Accounting The bookkeeping methods involved in making a financial record of transactions and 
in the preparation of statements concerning the assets, liabilities, and operating results. 
Allowances: The cost associated with employee benefits for a specific purpose (auto). 
Ordinance Codification: Quarterly fees charged by AmLegal to codify our ordinances, provide 
printed pages for our Code and 'host' our ordinances on line. 
Insurance: Coverage by a contract binding a party to indemnify another against specified loss in 
return for premiums paid; General, Health & Liability. 
Office supplies: Office materials, supplies and provisions stored and dispensed when needed. 
Legal Services: The work performed by a lawyer for a client. 
Planning & Development Services: An out-sourced program, or method for the 
accomplishment of an objective, and the determination of the best techniques for applying a new 
device or process to meet these goals. 
Municipal Court: Richland County charges the town a small fee to provide our access to the 
Magistrate's Court. 
Professional Services: Payment to outsourced experts, to assist in those tasks that exceed 
employee competency and skill-set. 
Promotions: Advertising or publicity that promotes a plan, policy or event. 
Signage: The design or use of signs and symbols. 
Internet & Webpage: Fees and utility charges to maintain the current WiFi system and our 
webpage, including domain fees. 
Repairs & renovations: To restore to sound condition after damage or injury; or to extend the 
life of an asset. 
Engineering: The cost paid to professionals in the business of the application of scientific and 
mathematical principles to practical ends such as the design, manufacture, and operation of 
efficient and economical structures, machines, processes, and systems. 
Furniture & Fixtures: The movable articles in a room or a building that make it fit and 
efficient for working. 
Town Maintenance: The work of keeping things in proper operating condition and the upkeep 
of appearances. 
Telephone: The cost paid to companies, so the town staff may make a telephone connection or 
transmit (a text message, for example) by telephone. 
Utilities: A commodity or service, such as electricity, water, or sewer services, that is provided 
by both public and private utilities. 
Mortgage: A loan payment secured by the collateral of some specified real estate property 
(Hoffman House) which obliges the Town to make a predetennined series of payments. 
Note: A written promise to pay a specific sum of money on a certain date for fixed time. 
Transfer to Operating Reserve: The excess of revenues less expenditures. 
Tourism Related Activities: cost of providing activities that are planned to result in greater 
tourism and visitation to the Town. 
Construction-Capital Improvements: The cost associated with building structures or adding 
on to physical assets of the Town, i.e. the Park features, streetscape assets, etc. 
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Chapter Eight 

Capitalization Policy for Capital Assets 


A capital asset is a piece of property that meets all of the following requirements: 

I. 	 The asset is tangible and complete. 
2. The asset is used in the operation of the town's activities. 
3. The asset has a useful life of longer than the current fiscal year. 
4. The asset is of significant value, as listed below. 

The following significant values will be used for different classes of assets: 

Class of Capital Asset 	 Significant Value 

Machinery and Equipment 	 $ 1,000 or more 

Buildings & Building Improvements $ 10,000 or more 

Land Improvements 	 $ 10,000 or more 

Land 	 Any amount 

Capital assets may be acquired through donation, purchase or may be self-constructed. The asset value for 
donations will be the fair market value at the time of the donation. The asset value, when purchased, will be the 
initial cost plus the net 'book' value of any old asset given up, plus all costs related to placing the asset into 
operation. The cost of self-constructed assets will include all costs of construction. 

Land 

• 	 Land acquired by purchase is recorded at cost to include the amount paid for the land itself and all 
incidental costs. 

• 	 Land acquired by gift or bequest is recorded at the fair market value at the date of the acquisition. 
• 	 When land is acquired with buildings erected thereon, total cost is allocated between the two in 

reasonable proportion at the date of acquisition. If the transfer document does not show the allocation, 
other sources of the infonnation may be used such as an expert appraisal or the real estate tax assessment 
records. 

• 	 Land is not depreciable. 

Land Improvements 

• 	 This category will include parking lots, outdoor lighting, covered walkways, fences, tennis courts, 
running tracks, and grandstands, etc. 

• 	 The Town does not capitalize landscaping. 
• 	 Land Improvements will be depreciated over their estimated useful lives. 
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Buildings 

• 	 Buildings will be recorded at either their acquisition cost or construction cost. If a building is acquired by 
purchase, the capitalized cost should include the purchase price and other incidental expenses at the time 
of acquisition. 

• 	 If a building is constructed, the capitalized cost should include all construction costs. The constructed 
building will be capitalized upon completion ofthe project. For the first year, all the component units of 
the building, such as HVAC, plumbing system, sprinkler systems, elevators, etc will be included in the 
capitalized cost of the building. 

Building Additions 

• 	 Building additions will be recorded at their construction cost. 
• 	 Building additions will be capitalized separately and depreciated over their useful life. 

Building Improvements 

A. 	 Component Units - (HVAC, plumbing systems, sprinkler systems, elevators, etc.) 

When building component units are replaced, the new component unit will be capitalized separately, 
and the old component (subsequent to original construction) will be removed from the property 
report. However, if the original component unit was included in the original construction, it will not 
be removed since it was not a separately valued component. The new component unit will be 
depreciated over the remaining useful life of the building. 

B. 	 Major Renovations or Alterations - Improvements considered major are those with costs above the 
threshold limit which extends the life of the structure. 

Any major renovations or alterations to, or within, an existing building (above the threshold amount) 
will be added to the cost of the original building. These renovations/alterations will be depreciated 
over the remaining life of the building/structure. 

Construction in Progress 

• 	 This includes all projects for buildings or land improvements construction that are not completed at the 
end of the fiscal year. 

Machinery & Equipment 

• 	 Expenditures for machinery, equipment or furnishings costing $ 1,000 or more per item and have an 
estimated life of more than one year will be capitalized. 
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DEPRECIATION POLICY 

The "straight line" method of depreciation should be utilized to depreciate capital assets, except for land, over the 
estimated useful lives of the related assets principally as follows: 

Buildings: 

Permanent Buildings 50 years 

Building Additions Remaining Useful Life up to 50 years 

Building Improvements Remaining Useful Life up to 50 years 

Machinery & Equipment: 

Vehicles (trucks, vans, tractors, forklifts, etc) 5 to 10 years 

Kitchen Equipment 5 to 15 years 

Computer Hardware 3 to 5 years 

Outdoor Equipment 15 to 25 years 

Miscellaneous Equipment as approved by IRS 

Land Improvements 20 to 50 years 

DISPOSITION OF ASSETS 

When capital assets are sold or otherwise disposed of, the inventory of Capital Assets should be relieved of the 
cost of the asset and the associated accumulated depreciation. Assets will be removed on an annual basis in 
conjunction with the annual budget. The appropriate depreciation will be taken for the year of disposal. 

DISPOSITION OF FULLY DEPRECIATED ASSETS 

When capital assets are fully depreciated, the inventory of Capital Assets should be relieved of the cost of the 
asset and the associated accumulated depreciation. Assets will be removed from Balance Sheet on an annual basis 
in conjunction with the annual budget. 
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Chapter 9 

Debt 


Debt Policy Statement - One: The Town will adhere to a policy that ensures that debt 
is issued and managed prudently in order to maintain a soundflScal position and 
protect credit quality 

Issuing debt commits the Town's revenues several years into the future, and may limit 
the Town's flexibility to respond to changing service priorities, revenue inflows, or cost 
structures. A debt policy sets forth the parameters for issuing debt and managing outstanding 
debt, if any, and provides guidance to decision makers regarding the timing and purposes for 
which debt may be issued, types and amounts of permissible debt, method of sale that may be 
used and structural features that may be incorporated. 

This debt policy recognizes a binding commitment to full and timely repayment of all 
debt as an intrinsic requirement for entry into the capital markets. Adherence to a debt policy 
helps to ensure that the Town maintains a sound debt position and that credit quality is protected. 
At the creation of this policy the Town has a Standard & Poor's "AA-"credit rating. Components 
of the debt policy are summarized below: 

Overarching: The Town will confine its long-tenn borrowing to capital improvements 
and follow a policy of full disclosure on every financial report and bond prospectus. In no 
case will General Obligation (GO) debt be used for self-supporting enterprise activity. If 
debt becomes an issue the Town will use the current capacity of the 8% of assessed value 
statutory limit for GO debt to fund general-purpose public improvements, or other 
financial instruments or methods enabled and authorized by the SC General Assembly. 

Capital Improvements Plan (CIP): The Town will have an annual capital 
improvements planning process, supervised by the Planning Commission that outlines 
major projected capital expenditures of future years. The capital budget identifies capital 
expenditures and projects this information for each of the years. This information is 
updated annually. 

Financing Team: The key players in the Town's financing transactions include its 
Mayor, the Town Administrator, bond counsel, financial advisor, and the Town attorney. 
The Town may need to augment the team with other outside specialist or firms, such as 
those providing paying agent/registrar, trustee, credit enhancement, aUditing, assist in 
developing a bond issuance strategy, preparing bond documents and/or marketing the 
bonds to investors or printing services, are retained as required. The financing team will 
meet at least annually to review the overall financing strategy of the Town and make 
recommendations to the Mayor. 

Term of Debt Repayment: Borrowings by the Town shall mature over a term that does 
not exceed the economic life of the improvements that they finance. General Obligatioi1 
Bonds shall be issued with a term not to exceed 25 years; Revenue Bonds with a term not 
to exceed 30 years; and municipal improvement (MID) or tax increment (TIF) bonds 
with a term not to exceed 25 years. The Town does not finance improvements with a 
probable useful life less than twenty years, using pay-as-you-go funding for such needs. 
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Debt service structure: Although the Town finances its long-lived municipal 
improvements over a 20-30 year term, the Town will, whenever possible, structure the 
principal repayments on a rapid amortization schedule so as to result in public 
improvement debt being repaid within ten to fifteen years. This policy minimizes the 
interest payments made over time, and causes the rating agencies to look more favorably 
on the Town's debt structure. The Town will seek to use this practice, unless general fund 
revenues are projected to be insufficient to provide adequately for debt service payments 
on necessary debt. 

Interest rates: In most cases, the Town will use fixed-rate debt to finance it capital 
needs; however, the Town may issue up to 25% of its total debt portfolio in variable rate 
debt. 

Method of Sale: Upon the recommendations of the fmancing team, the Town will select 
a method of sale that is the most appropriate in Iight of financial, market, transaction
specific and issuer-related conditions. 

Refinancing: The Town may undertake the refinancing of an outstanding debt under the 
following circumstances: 

• 	 Debt Service Savings. The Town may refinance outstanding long-term debt 
when such refinancing allows the Town to realize significant debt service 
savings without lengthening the term of refmanced debt and without 
consideration to an increase in debt service of any subsequent fiscal year. 

• 	 Defeasance. The Town may refinance outstanding debt, either by advance 
refunding to the first call or by defeasance to maturity, when the public 
policy benefits of replacing such debt outweigh the costs associated with 
new issuance as well as any increase in annual debt service. 

Credit Ratings 

Rating Agency Relationships: The Town Administrator is responsible for 
maintaining relationships with the rating agencies that assign ratings to the Town's 
debt obligations. This effort includes providing periodic updates on the Town's 
general financial condition along with coordinating meetings and presentations in 
conjunction with a new debt issuance. 

Quality of Ratings: The Town will request a rating prior to each sale of securities 
from two of the major rating agencies for municipal bond issues: Moody's Investors 
Service and Standard & Poor's Corporation. The Town may provide a written and/or 
oral presentation to the rating agencies to help each credit analyst make an informed 
evaluation. The Town will make every reasonable effort to maintain its high quality 
credit ratings. 
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Rebate Reporting/Covenant CompliancelReporting Practices: The Town 
Administrator is responsible for maintaining a system of record keeping and reporting to 
meet the arbitrage rebate compliance requirements of the federal tax code. Additionally, 
general fmancial reporting and certification requirements embodied in bond covenants are 
monitored to ensure that all covenants are complied with. The Town will comply with 
the standards of the Government Finance Officers Association for financial reporting and 
budget presentation and the disclosure requirements of the Securities and Exchange 
Commission. 

Debt Policy Statement - Two: The Town will establish thresholds for the maximum 
amount ofdebt and debt service that should be outstanding at anyone time. 

Policies guiding the amount of debt that may be issued by a government help ensure that 
outstanding and planned debt levels do not exceed an amount that can be supported by the 
existing and projected tax and revenue base. Because of this, the Town has developed distinct 
policies for general obligation debt, debt supported by revenues of government enterprises, and 
MID special assessment bonds and tax increment financing (TIP) bonds. 

General Obligation Debt Affordability Measures: The Town examines four statistical 
measures to detennine debt capacity and compares these ratios to other cities & towns 
and rating agency standards: 

1. 	 Town's general obligation debt cannot exceed 8% ofthe Town's total assessed value 
(excluding tax anticipation notes and other indebtedness with a maturity of one year 
or less; bonds or other indebtedness of the Town payable from taxes levied from 
special taxing areas; and self-supporting bonds or other debt.) 

2. 	 Total general obligation debt as measured against the population on a per-capita basis 
cannot exceed the value of#1 above or $750, whichever is less. 

3. 	 Per-capita debt measured as a percent of the jurisdiction's per-capita personal income 
cannot exceed 3.5%. 

4. 	 Annual Debt service, as a percent of the previous year's actual revenues cannot 
exceed the sum of7.5% ofGIF, 50% of Hospitality and 35% of Accommodation 
Tax. 

Revenue Bond Debt Affordability Measures: The Town's Revenue debt level shall not 
exceed a debt service coverage ratio of 1.20 times of the annual net pledged revenues to 
annual debt service. In addition, any additional bonds issued should not have a negative 
impact on the Town's overall credit ratings. 

Special Financial Instrument Debt Affordability Measures: The Town's MID and/or 
TIP debt level shall not exceed the current available revenues or revenues reasonably and 
conservatively projected within the district. 
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