
 
  

EL PASO COUNTY EMERGENCY SERVICES DISTRICT NO. 2 
P.O. BOX 683 

CLINT, TEXAS 79836 
 

NOTICE OF A REGULAR MEETING  OF THE EL PASO COUNTY EMERENCY SERVICES 
DISTRICT NO 2 WILL BE HELD AT THE WEST VALLEY FIRE DEPARTMENT,  

510 E. VINTON, VINTON, TX 79835 
WEDNESDAY 14 NOVEMBER 2012 

AT 7:00 P.M. 
 
 The facility is wheelchair accessible and accessible parking spaces are available.  Requests for 
accommodation for interpretive services must be made 48 hours prior to the meeting.  Please contact the 
District’s office at (915)851-0304 for further information. 
         
1. CALL MEETING TO ORDER. 
     
    PLEDGE OF ALIGIANCE 
 
 
2. ESTABLISHMENT OF QUORUM 
 
3. PUBLIC COMMENTS, MUST NOTIFY THE BOARD TO SPEAK ON CERTAIN AGENDA 

ITEMS.  (5 minutes)  sign-in sheet provided 
 
NOTICE TO THE PUBLIC: All matters listed under the Consent agenda below will be considered by the 
Board of Commissioners to be routine and will be enacted by one motion in the form listed below.  There 
will be no separate discussion of these items unless a Commissioner requests specific items to be removed 
from the Consent agenda.  If an item or items are removed from the Consent agenda they will be placed 
upon the regular agenda for discussion and action prior to the time the board votes on the motion to 
approve and adopt the Consent agenda. 

 
 

CONSENT AGENDA 
 

 
 

4. DISCUSS AND APPROVE THE MINUTES OF THE SPECIAL MEETING HELD 04 
OCTOBER 2012 HELD IN WEST VALLEY AND THE REGULAR MEETING HELD 10 
OCTOBER 2012 IN SOCORRO AND THE SPECIAL MEETING HELD IN WEST VALLEY 
ON 22 OCTOBER 2012  

 
5.  DISCUSS AND TAKE ACTION ON THE FINANCIAL REPORT BY BECKY  TERRAZAS. 

 
A. REPORT ON THE BANK BALANCES. 

MONEY MARKET, OPERATING NOW ACCOUNT,  INSPECTION 
 
B.  APPROVE FOR PAYMENT OF THE MONTHLY BILLS AND THE REQUEST FOR 

REIMBURSEMENT. 
           -1- 



C.  DISCUSS AND TAKE ACTION ON PURCHASES, REFINANCING, CONSOLIDATIONS 
OVER $2,000, (an affidavit of cost must be presented 775.073.) 

1. FABENS – REQUESTING APPROVAL TO GO OUT FOR BID TO PURCHASE AN 
ALL TERRAIN VEHICLE, POLARIS RZR 4900, PURCHASE $19,000.00 PLUS 
RIDER PROTECTIVE GEAR AND ACCESSORIES, EMERGENCY LIGHTING, 
MEDICAL BAGS AND PATIENT CARE EQUIPMENT. 

2.  
D. WEST VALLEY REQUEST APPROVAL FOR PURCHASE OF 10 COMPLETE SETS OF 

BUNKER GEAR FROM QUEST FOR $14,770.11 
 
E.  POSTPONED 10/10 (REQUESTED BY Rebecca Terrazas) DISCUSS AND CONSIDER A 

5% COST OF LIVING SALARY INCREASE, FOR THE DISTRICT ADMINISTRATOR. 
 
F. (requested by Rogelio Esparza) DISCUSS AND CONSIDER A 5% COST OF LIVING 

SALARY INCREASE FOR THE FIRE CODE ENFORCEMENT DEPARTMENT. 
 
G. (requested by Rebecca Terrazas)  RAISE THE DISTRICT ADMINISTRATOR’S 

INSURANCE PREMIUM FROM $127.00 PER MONTH TO $162.00 PER MONTH. 
 

 
6.  DISCUSS AND APPROVE THE RAC MEETING AND UPCOMING GRANTS BY 

 WENDY YOUNGER. 
 
7.  DISCUSS AND APPROVE THE PENSION REPORT BY ROLAND GLIDDEN. 502’s, 503’s, 

 504’s AND RETIREMENT. 
 
 

REGULAR AGENDA 
 
8.  DISCUSS AND ACCEPT THE RESIGNATION OF BOARD MEMBER, TREASURER NICK 

 SIERRA. 
 

 
9.    (requested by Carlos Sandoval)  DISCUSS AND TAKE ACTION ON ELECTION  OF 

 OFFICERS TO THE ESD #2’s BOARD OF COMMISSIONERS 
 
10.  (requested by Carlos Sandoval) APPOINT BOARD TREASURER AND INVESTMENT 

 OFFICER.. 
     
    EXECUTIVE SESSION  
 
11.  (requested by Carlos Sandoval ) DISCUSS ATTORNEY RICHARD  CONTRERAS’S LEGAL 

 COUNSEL ON INVESTIGATION REQUESTED BY CARLOS SANDOVAL ON NICK 
SIERRA. 
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RECONVENE TO REGULAR SESSION 
 

12. (requested by Carlos Sandoval) DISCUSS AND TAKE ACTION TO INITIATE AN 
INVESTIGATION BASED ON COMPLAINTS RAISED AGAINST NICK SIERRA, REGARDING 
TELEPHONE/FAX/INTERNET LINES IN HIS HOME FOR PERSONAL USE PAID FOR BY 
TAXPAYER MONIES, EITHER FIRE DEPARTMENT OR DISTRICT FUNDS, AND ITEMS 
PURCHASED WITH DISTRICT OR FIRE DEPARTMENTS FUNDS AND INSTALLED ON HIS 
(NICK SIERRA’S) PERSONAL TRUCK. 

 
13.  (Postponed 9/12)  DISCUSS AND TAKE ACTION ON THE OPINION, FINALIZING THE SAN 
 ELIZARIO’S AUDIT PRESENTED BY JOANN NUGENT, CPA, AND RICHARD 
 CONTRERAS, ESD #2’s ATTORNEY. 
 
14. DISCUSS AND TAKE ACTION ON REFINANCING PRESENTED BY FINANCIAL 
 ADVISOR TOM LAWRENCE. 
 
15. ( requested by Carlos Sandoval ) DISCUSS AND TAKE ACTION ON A  PRESENTATION 
 BY BOB TAYLOR; SALES TAX ASSURANCE, REGARDING SALES TAX 
 COLLECTIONS. 
 
16. (requested by Carlos Sandoval )DISCUSS AND TAKE ACTION ON DIRECTION  OF THE 
 PROFESSIONAL ACCOUNTING SERVICES PROVIDED.  
 
17.  Postponed 10/10 ( requested by Attorney Richard Contreras ) DISCUSS AND TAKE 
 ACTION ON AUDITOR ROTAATION POLICY. 
 
18. (requested by ESD #2’s Attorney Richard Contreras ) DISCUSS AND TAKE ACTION THE 

CENTRALIZING PURCHASES, POLICY TO GO OUT FOR BIDS FOR PURCHASES OF 
$2,000 AND OVER, RECOMMENDATION ON HOW TO CUT EXPENSES. 

 
19.  ( requested by Carlos Sandoval )  DISCUSS AND TAKE ACTION ON IRS FORM W-9 AND 

HOW TO CONDUCT BUSINESS WITH VENDORS WHO DO NOT COMPLY. 
 
 
20. (requested by ESD #2’s Attorney Richard Contreras )  DISCUSS AND TAKE ACTION ON 

ADDRESSING OUT OF TOWN PER DIEM AND EXPENSES. 
 
21. Postponed 10/10 ( requested by Attorney Richard Contreras ) DISCUSS AND TAKE ACTION 

TO HAVE ALL PAYROLL ADMINISTERED AT THE DISTRICT RATHER THAN AT THE 
DEPARTMENT LEVEL. 

 
22. (requested by Carlos Sandoval) DISCUSS AND TAKE ACTION FOR INTERNAL CONTROL, 

SUPERVISORY APPROVAL ON TIME SHEETS AND JOB DESCRIPTIONS. 
 
23. (requested by Carlos Sandoval)  DISCUSS AND TAKE ACTION ON WRITING THE 

INSPECTION PAYROLL FROM THE ESD #2’s NOW OPERATING ACCOUNT. 
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24. (requested by Carlos Sandoval ) DISCUSS AND TAKE ACTION ON PROTOCOL, BY 

SEEKING APPROVAL FROM THE BOARD PRIOR TO CONTACTING A CPA OR 
ATTORNEY. 

 
25. Postponed 10/10 ( requested by Attorney Richard Contreras ) DISCUSS AND TAKE ACTION 

ON THE ADOPTION OF AN INVESTMENT POLICY FOR THE ESD #2. 
 
26. postponed 10/10 ( requested by Fire Marshal Esparza) DISCUSS AND ACTION ON A NEW 

EMPLOYEE HANDBOOK. 
 
27. (requested by Carlos Sandoval) DISCUSS AND APPROVE THE MONTHLY REPORT OF 
 THE CODE ENFORCEMENT DEPARTMENT.  NUMBER OF FIELD INSPECTIONS PER 
 INSPECTOR AND  
 
28. (requested by Carlos Sandoval )  DISCUSS AND APPROVE MONTHLY INSPECTION 
 REPORTS BY EACH CODE INSPECTOR. 
 
 
29.  (Requested by Carlos Sandoval ) DEFINE THE POSITION OF THE SENIOR CODE 
 INSPECTOR. 
 
30. DISCUSS AND TAKE ACTION ON THE 1ST MONTHLY REPORT REGARDING THE  

STANDARDIZATION OF DEPARTMENT AND ADMINISTRATIONS’ POLICIES, 
GUIDELINES, STANDARD OPERATING PROCEDURES, HANDBOOK AND SIMILAR 
DOCUMENTS, BY, BILL ADLER, PAMELA PADILLA AND JOANN NUGENT.. 

 
31. DISCUSS AND TAKE ACTION ON A REQUEST TO THE CITY OF EL PASO FROM, 

GENAGRA L.P. TO ANNEX PROPERTY THEY OWN LOCATED SOUTH OF PEBBLE 
HILLS BLVD. AND WEST OF ZARAGOZA ROAD.ON ANNEXATION  

 
32. ( requested by Bill Adler ) DISCUSS AND TAKE ACTION ON THE REVISION OF CHAPTER 

11 SECTION 5 OF THE SOG MANUEL. 
 
33. DISCUSS AND APPROVE THE REVISION OF THE FINANCIAL POLICIES AND 

PROCEDURE. 
 
34. ( requested by Pamela Padilla ) DISCUSS AND APPROVE THE MODIFICATON OF THE ESD 

# 2’s WEBSITE. 
 
35. DISCUSS AND TAKE ACTION ON THE STATUS OF THE CITY OF SOCORRO’S 

ATTEMPT TO TAKE OVER THE SOCORRO FIRE DEPARTMENT. 
 
36.  DISCUSS AND APPROVE THE NEXT MEETING TO TAKE PLACE ON 12 
DECEMBER 2012 AT THE CLINT FIRE DEPARTMENT, 708 FM1110 IN CLINT AT 7:00 P.M. 
 
37.  ADJOURNMENT 

 
Rebecca Terrazas 
District Administrator 
El Paso county ESD #2 
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Notice:  prior to the adjournment of the meeting, the Board may retire into executive session in 

accordance with Texas Government Code to discuss Section 551.071 Consultation with Attorney, 
Section 551.072  

 Deliberation regarding real property, Section 551.073 Deliberation regarding prospective gift, 
Section 551.074 Personnel matters. 

  
     ______________________ 
 
 

I, the undersigned authority, hereby certify that the above notice of the meeting of the board of 
Commissioners of El Paso county Emergency Services district No. 2 is a correct copy of the notice 
that I posted and I did post this notice at least seventy-two (72) hours preceding the scheduled 
meeting at the County Clerk’s office. 

 
Dated this the 09 November 2012 
 
 
By:   ________________________ 
         Rebecca Terrazas 
          District Administrator 
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Sales Tax Assurance LLC

El Paso Co ESD 2 - Sales Tax Net Payment Trend

© Copyright 2012 Source: Texas Comptroller of Public Accounts

Sales Tax Net Payment

Change: FY ’13/’12

FISCAL YEAR Month Year-to-Date

2009 2010 2011 2012 2013 $ % $ YTD %

OCT $ 144,207 $ 119,010 $ 129,332 $ 163,835 $ 213,408 $ 49,573 30.3% $ 49,573 30.3% 

NOV $ 169,736 $ 199,707 $ 258,018 $ 214,566 $ 244,827 $ 30,260 14.1% $ 79,833 21.1% 

DEC $ 133,069 $ 126,425 $ 143,631 $ 135,869 

JAN $ 111,539 $ 118,558 $ 126,587 $ 134,367 

FEB $ 198,854 $ 231,860 $ 235,560 $ 228,085 

MAR $ 122,270 $ 120,727 $ 135,564 $ 151,575 

APR $ 111,361 $ 123,696 $ 139,701 $ 169,214 

MAY $ 208,188 $ 190,463 $ 272,244 $ 241,486 

JUN $ 135,238 $ 134,382 $ 152,432 $ 164,835 

JUL $ 129,285 $ 141,279 $ 149,254 $ 168,642 

AUG $ 219,944 $ 203,746 $ 234,145 $ 253,477 

SEP $ 130,864 $ 142,127 $ 163,382 $ 179,452 

YEAR $ 1,814,555 $ 1,851,981 $ 2,139,851 $ 2,205,404 $ 458,235 

YoY Change 2.1% 15.5% 3.1% na

FY 2011 FY 2012 FY 2013

click here to return to agenda
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Sales Tax Assurance LLC

El Paso Co ESD 2 - Sales Tax Net Payment Trend

© Copyright 2012 Source: Texas Comptroller of Public Accounts

Monthly Sales Tax Monthly Tax 6 Mo. Moving Avg
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YoY Change in Monthly Sales Tax
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Sales Tax Assurance LLC

El Paso Co ESD 2

SALES TAX PAYMENT DETAIL

Nov-12

© 2012 All Rights ReservedData Source:
Texas Comptroller of Public Accounts

Current Prior Current Prior Chg. $ Chg. $ Chg. $ 

COLLECTIONS Nov-12 Nov-11 Chg. % FYTD FYTD Chg. % CYTD CYTD Chg. %

Current Period 244,703 216,137 28,566 
13.2%

415,581 374,174 41,407 
11.1%

2,064,136 1,928,475 135,662 
7.0%

Prior Period 4,706 1,647 3,059 
185.7%

9,165 4,883 4,282 
87.7%

71,927 50,334 21,593 
42.9%

Future Period 273 413 (140)
-33.9%

2,376 3,230 (854)
-26.4%

11,425 14,012 (2,588)
-18.5%

Audit 699 1,748 (1,048)
-60.0%

41,727 4,616 37,111 
804.0%

47,611 35,897 11,714 
32.6%

Unidentified 81 56 25 
45.0%

116 318 (201)
-63.4%

404 628 (224)
-35.7%

TOTAL 250,462 220,001 30,461 
13.8%

468,965 387,220 81,745 
21.1%

2,195,502 2,029,346 166,156 
8.2%

Service Fee (5,009)(4,400) (609)
13.8%

(9,379)(7,744) (1,635)
21.1%

(43,910)(40,587) (3,323)
8.2%

Current Retained (4,909)(4,312) (597)
13.8%

(9,192)(7,590) (1,602)
21.1%

(43,032)(39,775) (3,257)
8.2%

Prior Retained 4,283 3,277 1,005 
30.7%

7,841 6,516 1,325 
20.3%

40,808 38,288 2,520 
6.6%

NET PAYMENT 244,827 214,566 30,260 
14.1%

458,235 378,402 79,833 
21.1%

2,149,368 1,987,272 162,096 
8.2%
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El Paso County Emergency
Services District #2 

Accounting & Financial 
Policies and Procedures Manual

August 8, 2012 

(Revised November 14, 2012) 
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Effective Date(s) of Accounting Polices

The effective date of all accounting polices described in this manual is August 8, 2012.  If a 
policy is added or modified subsequent to this date, the effective date of the new/revised policy will be 
indicated in the revision information section of this document. 
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APPENDICES 

Note that within this manual, some policies relate to the district as a whole, some policies relate to the 
corporations and some policies relate to both the district and the individual corporations.  The following 
symbols will be shown to the left of each policy to indicate the level to which each policy relates: 

INDICATES DISTRICT LEVEL 

INDICATES CORPORATION (DEPARTMENT) LEVEL 



REVISION INFORMATION 

November 14, 2012 revisions

Page 1 

Organizational Chart 

Paragraph added: 

This organizational chart represents the District’s reporting structure.  Each Department head is 
responsible to the Board of Commissioners, which is ultimately responsible for the operations of the 
District.  Each administrative assistant, hired by the District, reports to his or her respective Department 
head, who is accountable for the operations of his department. 

Page 11 

Department Operating Account Disbursements and Reimbursements 

Sentence modified: 

The department head will review the ledger to ensure that the charges are appropriate and 
adequately supported and funds in the account are sufficient to cover the expenditures. 

Paragraph added: 

Adequate supporting documentation must represent a final statement of charges.  For example, a 
hotel reservation confirmation is not sufficient supporting documentation, whereas a receipt presented 
at checkout is adequate.  If a billing statement is submitted as supporting documentation, only the 
current period charges will be eligible for reimbursement.  In all cases, an original vendor invoice is 
preferred.

Page 12 

Travel 

Sentence modified: 

Employees and volunteers receive a per diem allowance for travel related expenses at the 
applicable rate as determined by the U.S. General Service Administration (GSA) 

Sentence added: 

When employees and volunteers travel for conferences and seminars, a certificate of completion 
should be submitted to the department head and retained in the employee’s or volunteer’s file. 

i



REVISION INFORMATION 

November 14, 2012 revisions (Continued)

Page 13 

Credit Cards 

Paragraph added: 

In order to avoid the inappropriate reimbursement of personal expenses, personal receipts are not 
accepted by the District for reimbursement.  If an individual believes a making a purchase on behalf 
of the District is warranted, he should use the Department credit card or debit card to tender payment.  
Alternatively, the District may pay the expense directly by check when a vendor invoice is available.  

ii



ORGANIZATIONAL STRUCTURE 

Current Administration

President:

Vice President: 

Treasurer: 

Secretary: 

District Administrator: 

Minutes of Board and Committees

The minutes of all Board of Commissioners meetings are publicly available on the El Paso 
County Emergency Services District #2 website at www.epcountyesd2.org. 

Organizational Chart

This organizational chart represents the District’s reporting structure.  Each Department head is 
responsible to the Board of Commissioners, which is ultimately responsible for the operations of the 
District.  Each administrative assistant, hired by the District, reports to his or her respective Department 
head, who is accountable for the operations of his department. 

- 1 - 



BUSINESS CONDUCT 

Code of Ethics

It is the policy of the District to establish and maintain a code of ethics to strengthen public 
confidence in the District.  Any violations of the code will be handled in accordance with the by-laws of 
the District. 

The Code of Ethics is established by the Board of Commissioners and can be amended only by a 
formal action of the Board.  Any individual or organization will be provided a copy of the Code of Ethics 
upon request. 

Conflict of Interest Policy

It is the policy of the District that all relationships and transactions should be entered into at an 
arm’s length.  If an individual within the District conducts business with any related party, the individual 
should adhere to the standard procedures for obtaining competitive bids and pricing.  This policy applies 
to product vendor relationships as well as contracted services provided to the District including training, 
administrative services, and mechanical or other labor. 

All individuals within the District, including Board of Commissioners, Fire Marshalls, Fire 
Chiefs, administrative staff, and so forth will be required to sign a Conflict of Interest Form (See 
Appendix A).  Additionally, all real or perceived conflicts of interest should be brought immediately to 
the attention of the level of authority necessary for consideration, resolution, and direction. 

District Property

It is the policy of the District that property of the District should not be used for personal gain.  
District property includes, but is not limited to, vehicles, phone/ fax lines, office equipment, credit cards, 
and fuel cards.  The District does allow its employees and volunteers to take home District owned 
vehicles.  However, the purpose for the take-home policy is to provide a higher level of service through 
better response time to calls.  The District will fund basic service phone or fax lines in personal residences 
for dispatch services only.   

- 2 - 



FRAUD POLICY 

This policy applies to any fraud or suspected fraud involving volunteers, employees, officers, 
directors or board members, as well as vendors, contractors, funding sources and/or any other parties with 
a business relationship with the District.  Any investigative activity required will be conducted without 
regard to the suspected wrongdoer’s length of service, position/title, or relationship with the District. 

Policy

Responsibility for the detection and prevention of fraud, misappropriations, and other 
irregularities lies with Department Chiefs and Fire Marshalls, who have the highest level of control over 
their departments, and also with the District Administrator and the Board of Commissioners, who are 
responsible for the financial records of the District as a whole.  Fraud is defined as the intentional, false 
representation or concealment of a material fact for the purpose of inducing another to act upon it to his or 
her injury. 

Each responsible individual will be familiar with the types of improprieties that might occur 
within his or her area of responsibility, and be alert for any indication of irregularity.  Any fraud that is 
detected or suspected must be reported immediately to the president of the Board of Commissioners and 
the attorney for the District. 

Actions Constituting Fraud

The terms fraud, defalcation, misappropriation, and other fiscal irregularities refer to, but are not 
limited to: 

1. Any dishonest or fraudulent act 
2. Forgery or alteration of any document or account belonging to the District 
3. Forgery or alteration of a check, bank draft, or any other financial document 
4. Misappropriation of funds, securities, supplies, equipment, or other assets of the District 
5. Impropriety in the handling or reporting of money or financial transactions 
6. Disclosing confidential and proprietary information to outside parties 
7. Accepting or seeking anything of material value from contractors, vendors, or persons 

providing goods or services to the District 
8. Destruction, removal or inappropriate use of records, furniture, fixtures, and equipment 
9. Any similar or related irregularity 

Confidentiality

The Board of Commissioners is responsible for the investigation of all suspected fraudulent acts 
as defined in the policy.  The Board of Commissioners treat all information received confidentially.  Any 
employee who suspects dishonest or fraudulent activity will notify the president of the Board of 
Commissioners and the attorney for the District immediately, and should not attempt to personally 
conduct investigations or interviews/interrogations related to any suspected fraudulent act. 
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FRAUD POLICY 
(Continued)

Confidentiality (Continued)

Investigation results will not be disclosed or discussed with anyone other than those who have a 
legitimate need to know.  This is important in order to avoid damaging the reputations of persons 
suspected but subsequently found innocent of wrongful conduct and to protect the District from potential 
civil liability. 

Authority for Investigation of Suspected Fraud

The District Administrator and the Board of Commissioners will have free and unrestricted 
access to all District records and premises, whether owned or rented; and the authority to examine, copy, 
and/or remove all or any portion of the contents of files, desks, cabinets, and other storage facilities on the 
premises without prior knowledge or consent of any individual who may use or have custody or any such 
items or facilities when it is within the scope of their investigations. 

Reporting Procedures

Great care must be taken in the investigation of suspected improprieties or irregularities so as to 
avoid mistaken accusations or alerting suspected individuals that an investigation is under way.  An 
employee who discovers or suspects fraudulent activity will contact the president of the Board of 
Commissioners and the attorney for the District immediately.  The employee or other complainant may 
remain anonymous.  All inquiries concerning the activity under investigation from the suspected 
individual(s), his or her attorney or representative(s), or any other inquirer should be directed to the legal 
counsel.

No information concerning the status of an investigation will be given out.  The proper response 
to any inquiry is "I am not at liberty to discuss this matter."  Under no circumstances should any reference 
be made to "the allegation", "the crime", "the fraud", "the forgery", "the misappropriation", or any other 
specific reference. 

The reporting individual should be informed of the following: 

1. Do not contact the suspected individual in an effort to determine facts or demand restitution. 

2. Do not discuss the case, facts, suspicions, or allegations with anyone unless specifically asked 
to do so by the District legal counselor. 
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SECURITY 

Access to Electronically Stored Accounting Data

It is the policy of the District to utilize passwords to restrict access to accounting software and 
data.  Only authorized personnel with data input responsibilities will be assigned passwords that allow 
access to the system. 

Each password enables a user to gain access to only those software and data files necessary for 
the respective employee's required duties.  Administrative employees are expected to keep their 
passwords secret.  Administration of passwords shall be performed by the District Administrator. 

Physical documentation and support should be maintained in a secure location, with access 
limited to authorized personnel.  Sensitive data, including personnel files, reimbursement packages and so 
forth, should be stored in a locked file cabinet to ensure confidentiality. 

Disaster Recovery

Copies of all electronic data and physical files should be retained by each station and by the 
District Administrator pursuant to state requirements.  In the event of data loss, master files (maintained 
by the District Administrator) can be recreated from the source files (maintained by each station) and vice 
versa.  Additionally, backup copies of all electronic files should be maintained on external hard drives at 
each location to protect against loss due to computer failure.  Backup copies should be stored on at least a 
weekly basis. 
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GENERAL LEDGER AND CHART OF ACCOUNTS 

Overview

The chart of accounts is the framework for the general ledger system (Quickbooks), and therefore 
the basis for the District’s accounting system. The chart of accounts consists of account titles and account 
numbers assigned to the titles. 

The general ledger is comprised of the activity posted to the accounts included in the District’s 
chart of accounts.  The general ledger is used to accumulate all financial transactions of the District, and 
is supported by subsidiary ledgers that provide details for certain accounts.  The general ledger is the 
foundation for the accumulation of data and reports and for the District’s financial statements. 

Control of Chart of Accounts

If any of the departments require additions, modifications or deletions to the chart of accounts, 
those changes will be processed only with the approval of the District’s Treasurer.  In the event of 
uncertainty regarding the appropriateness of the requested changes, the Treasurer should consult the 
District’s accountant.  This ensures the consistency of the chart of accounts across all departments and 
allows for uniform processing of transactions within the District (e.g., if a department would like to add 
an subaccount for maintenance of facilities or maintenance of vehicles, prior approval of the Treasurer 
must be obtained and the account should be added to each of the departments’ chart of accounts). 

Classification of Net Assets

Governmental classifications of net assets are applicable only at the District level and will not 
affect the internal reporting of each 501(c)(3) corporation or Department.  For financial reporting 
purposes, government fund balances should be classified based on the obligations by which the District is 
bound.  At times, some of the classifications may not be applicable to the District. The Board of 
Commissioners is responsible for determining appropriate fund balance classifications and assigning a 
responsible individual to post adjusting journal entries to reflect the classifications.  The Board should 
consult its accountant if clarification of GASB 54 guidance is needed.  The fund balance classifications 
available for use under GASB 54 are as follows: 

Nonspendable Fund Balance - Nonspendable fund balance classification includes amounts that 
cannot be spent because they are either (a) not in spendable form or (b) legally or contractually 
required to be maintained intact. The “not in spendable form” criterion includes items that are 
not expected to be converted to cash, for example, inventories and prepaid amounts. It also 
includes the long-term amount of loans and notes receivable, as well as property acquired for 
resale. However, if the use of the proceeds from the collection of those receivables or from the 
sale of those properties is restricted, committed, or assigned, then they should be included in the 
appropriate fund balance classification (restricted, committed, or assigned), rather than 
nonspendable fund balance. 
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GENERAL LEDGER AND CHART OF ACCOUNTS 
(Continued)

Classification of Net Assets (Continued)

Restricted Fund Balance - Fund balance should be reported as restricted when constraints placed 
on the use of resources are either: 

a. Externally imposed by creditors (such as through debt covenants), grantors, contributors, or 
laws or regulations of other governments; or 

b. Imposed by law through constitutional provisions or enabling legislation. 

Committed Fund Balance - Amounts that can only be used for specific purposes pursuant to 
constraints imposed by formal action of the District’s highest level of decision-making 
authority should be reported as committed fund balance. Those committed amounts cannot be 
used for any other purpose unless the District removes or changes the specified use by taking 
the same type of action (for example, legislation, resolution, ordinance) it employed to 
previously commit those amounts. 

Assigned Fund Balance - Amounts that are constrained by the District’s intent to be used for 
specific purposes, but are neither restricted nor committed, should be reported as assigned fund 
balance, except for stabilization arrangements. 

Unassigned Fund Balance - Unassigned fund balance is the residual classification for the general 
fund. This classification represents fund balance that has not been assigned to other funds and 
that has not been restricted, committed, or assigned to specific purposes within the general 
fund. 

Journal Entries

The majority of all accounting entries will be processed by the Departments’ administrative 
assistants as transaction journal entries.  That is, most transactions will be entered into the accounting 
system as either checks or deposits.  However, in the event that an administrative assistant believes that 
an adjusting journal entry is warranted, it is the policy of the District for all adjusting journal entries to be 
approved by the Treasurer before being entered into the accounting system.  A Journal Entry Approval 
Form will be retained by the requesting department and by the District Administrator for audit trail 
purposes (See Appendix B).  Let it be noted that the majority of all adjusting journal entries will be made 
at the district level. 
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CASH AND CASH MANAGEMENT 

Cash Receipts

The majority of the District’s cash receipts originate from the Code Enforcement Department 
operations.  All cash receipts from inspections should be accompanied by an inspection form and all pre-
numbered inspections forms must be accounted for and provided to the administrative assistant at the time 
that related cash and checks are submitted for deposit.  The administrative assistant will review the 
inspection forms for completeness by completing a deposit control sheet (See Appendix C), which will in 
turn indicate the completeness of cash receipts. 

After verifying the completeness of inspection forms and funds for deposit using the deposit 
control sheet, the administrative assistant will endorse all checks with a “for deposit only” stamp in the 
name of the district and prepare a deposit slip.  Bank deposits should be made no less frequently than 
once per week.  In the interim, cash and checks should be kept in a locked drawer or cabinet to ensure 
security.  Once the deposit has been made, a copy of the deposit receipt should be retained along with a 
copy of the deposit slip, a copy of the deposit control sheet, copies of all checks for deposit and copies of 
all inspection forms.  All of the aforementioned documentation should be provided to the District 
Administrator on a monthly basis to assist in the reconciliation of the Department bank account. 

Any cash receipts from sources other than Code Enforcement Department operations should be 
handled in a similar manner.  Upon receipt of funds for deposit, a deposit slip should be completed by the 
Administrative Assistant and funds should be kept in a locked drawer or cabinet until they are deposited.  
Additionally, a description of the source of revenue from which the funds were derived should be 
documented.  All documentation including deposit slips, check copies, and deposit receipts will be 
provided to the District Administrator to assist in the monthly bank reconciliation.   

Donations or other similar types of revenue received by one of the individual 501(c)(3) 
Departments should be deposited into the Department’s separate bank account.  Those revenues are not 
revenues of the District and as such, are not required to be reported to the District but must be reported on 
the Department’s annually filed Form 990-N or 990-EZ, depending on the total annual gross receipts.  
The same control procedures noted above for ensuring the safeguarding of funds should be adhered to for 
receipt of Department revenues. 

Property and Sales Tax Revenue Receipts

Property tax revenues shall be deposited by electronic funds transfer (EFT) directly to the 
District’s money market account.  In order to ensure the completeness and accuracy of revenues, the 
District Administrator will reconcile the deposits to the revenue report provided by the El Paso County 
Tax Assessor/Collector on a monthly basis.  Additionally, the District Administrator shall make the 
revenue reports available to the District’s independent auditor in connection with the annual audit. 

Bank Reconciliations

Copies of monthly bank statements for each department will be addressed to each department 
head (Fire Marshall of Fire Chief) as well as the District Administrator.   The District Administrator 
should also receive all pertinent attachments from the bank, including copies of supporting checks and 
deposit slips.  Each Department head should review the bank statement upon receipt, noting any unusual 
items to be brought to the attention of the District Administrator, Treasurer or other appropriate authority. 
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CASH AND CASH MANAGEMENT 
(Continued)

Bank Reconciliations (Continued)

Bank reconciliations for all of the District’s bank accounts will be performed by the District 
Administrator on a monthly basis.  Bank reconciliations for all Department level accounts will be 
performed by the stations’ administrative assistants and provided to the District Administrator for review 
on a monthly basis.  Additionally, each department’s administrative assistant will prepare reimbursement 
packages and bank deposit packages to be provided to the District Administrator at least five days prior to 
the monthly Board of Commissioners meetings.  The supporting documentation contained therein will 
assist the District Administrator in reviewing the bank reconciliations performed by the administrative 
assistants. 

Maintaining up to date bank reconciliations will ensure that balances in the accounting software 
accurately reflect bank balances plus or minus any un-cleared transactions.  The status of any outstanding 
checks or deposits should be determined at the end of each month, when the bank reconciliation is 
completed.  Any reconciliation discrepancies or unauthorized charges should be investigated promptly 
upon detection.  Any items requiring investigation will be reported to the Treasurer and recorded in a 
Resolution Log (See Appendix D) by the District Administrator in order to ensure the timely resolution of 
any questioned charges.

Check Signature Authority

At the corporation level, check signing authority shall be limited to each department head and 
assistant fire chiefs.  Administrative assistants shall have the authority to access the accounting system 
and prepare checks, but not to act as a signature authority.  At the discretion of the Department head, 
alternate signors may be assigned to avoid delays due to a prolonged absence of a regular signor.  
However, those alternate signors should not act as a signature authority on a regular basis. 

The purpose of restricting the signature authority is to segregate the duties related to cash 
disbursements to the highest possible degree.  At the Department head’s discretion, signature authority 
may be granted to the administrative assistant.  Due to the fact that this election weakens internal controls 
related to the custody of cash, this election should be made only after due consideration has been given.  
In the event that the Department head elects to grant the administrative assistant authorization to sign 
checks, the Department must review the cash ledger on a regular basis and review monthly bank 
reconciliations prepared by the administrative assistant on a detail level.   

At the District level, checks shall be signed in accordance with Chapter 775 of the Texas Health 
and Safety Code.  That is, District funds may be disbursed only by check signed by the treasurer and 
countersigned by the president. If the president is absent or unavailable, the vice president may sign for 
the president. The District Administrator shall not be granted check signing authority, which is in conflict 
with the responsibility for preparing monthly bank reconciliations for all District accounts. 
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CASH AND CASH MANAGEMENT 
(Continued)

Custody of Checks

Checks should be kept in a locked drawer or cabinet to which only the administrative assistant 
has access and should be used in sequential order.  This will ensure the safeguarding of cash assets and 
the completeness of the accounting records.  If a check is printed with inaccurate information or otherwise 
defaced or destroyed, the administrative assistant will write “VOID” on the physical check and also void 
the check in the accounting system. 

Accounts Maintained by the District

1. Money Market Account - All property tax and sales tax revenues are deposited into the money 
market account directly by the El Paso County Tax Assessor/Collector using electronic funds 
transfer (EFT).  In order to obtain preferred interest rates, funds are held in the money market 
account until they are needed for operations, at which time the District Administrator prepare a 
check for deposit to the District’s operating account.  The check should be signed in accordance 
with the procedures documented in the check signature authority policy on page 9. 

2. Operating (NOW) Account - Funds from the operating account are primarily used to reimburse 
each departments’ operating accounts on a monthly basis when the department heads provide 
reimbursement packages to the District Administrator.  Deposits to the NOW account result from 
checks issued from the District’s money market account. 

3. Code Enforcement Account - The Code Enforcement Account is predominantly self-funding.  
Revenues from operations of the Code Enforcement Department are received and deposited into 
this account and all inspection-related expenses are paid from this account.  If additional funds 
are required, the District Administrator will prepare a check from the District’s money market 
account.  The check should be signed in accordance with the procedures documented in the check 
signature authority policy on page 9. 

Accounts maintained by each Department

1. Imprest Account - Each department maintains an imprest bank account from which it pays all 
District expenses.  Those expenses are reimbursed on a monthly basis upon submission of a 
reimbursement package to the District Administrator.  The imprest account is to carry a balance 
of $62,000.

2. 501(c)(3) Account - Each Department should also maintain a separate bank account in order to 
account for the activities of the Department that are carried out separately from the activities of 
the District.

- 10 - 



CASH DISBURSEMENTS 

Investment Policy

Statutes require the classification of funds held by the District into three categories. 

Category 1 consists of “active” funds - those funds required to be kept in “cash” or “near cash” 
status for immediate use by the District.  Such funds must be maintained as cash, withdrawable 
on demand, including negotiable order of withdrawal (NOW) accounts. 

Category 2 consists of “inactive” funds - those funds not required for use within the current two 
year period of designation of depositories.  Inactive funds may be deposited or invested only as 
certificates of deposit maturing no later than the end of the current period of designation of 
depositories.

Category 3 consists of “interim” funds - those funds not needed for immediate use, but needed 
before the end of the current period of designation of depositories. 

Investment Officers

 Pursuant to Texas State statutes, the District may invest funds only in authorized investments 
including obligations of, or obligations guaranteed by governmental entities; certificates of deposit and 
share certificates; or investment pools, unless the treasurer and the investment officer of the District 
attend and successfully complete the training requirements set forth therein.  

Department Operating Account Disbursements and Reimbursements

Each department maintains its own operating bank account from which daily operating expenses 
of the department are paid.  For disbursements made by check to external vendors, the administrative 
assistant will enter checks into the accounting system on a weekly basis.  The administrative assistant will 
then present the account ledger and supporting invoices to the department head for review.  The 
department head will review the ledger to ensure that the charges are appropriate and adequately 
supported and funds in the account are sufficient to cover the expenditures.  If the account does not hold 
sufficient funds, the expenditures should be delayed until funds are deposited into the account. 

Adequate supporting documentation must represent a final statement of charges.  For example, a 
hotel reservation confirmation is not sufficient supporting documentation, whereas a receipt presented at 
checkout is adequate.  If a billing statement is submitted as supporting documentation, only the current 
period charges will be eligible for reimbursement.  In all cases, an original vendor invoice is preferred. 

Once the department head has approved the expenditures, the administrative assistant will prepare 
checks for signature.  The administrative assistant will retain copies of the signed checks and invoices or 
other supporting documentation for the District’s records and mail the checks to the respective vendors.   
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CASH DISBURSEMENTS 
(Continued)

Department Operating Account Disbursements and Reimbursements (Continued)

On a monthly basis, a reimbursement package will be prepared for each department by the 
administrative assistant.  Each package will include a cover sheet which itemizes total expenses by natural 
category.  The package should include copies of all checks issued during the month and invoices or other 
supporting documentation and copies of the station’s credit card statement(s) with original receipts.  The 
department head will review the reimbursement package for completeness and accuracy before presenting 
it to the District Administrator for reimbursement. 

At least five days prior to the monthly meetings of the Board of Commissioners, the 
reimbursement packages are presented to the District Administrator.  Upon receipt, the District 
Administrator will verify the accuracy and allowability of the charges.  It is the policy of the District that 
charges should be submitted for reimbursement no more than three months subsequent to the date that the 
expenditure was incurred.  If in any event, expenditures are submitted for reimbursement more than three 
months subsequent to the date the cost was incurred, they should be submitted with a separate expense 
summary sheet and include an explanation as to why the expenditure was not submitted on a timely basis.   
Expenditures that are not submitted timely shall not be reimbursed until the district administrator has had 
ample time to research the expenditure to ensure that it is valid. 

The District Administrator should report any questioned costs to the Treasurer, record those costs 
in the resolution log (Appendix D) and follow up with the department head to resolve the issue.  If 
unallowable, inaccurate or duplicate charges were included in the reimbursement request, the amount will 
be deducted from the department’s reimbursement and the discrepancy and recalculated total will be 
noted on the reimbursement cover sheet. 

At the meeting of the Board of Commissioners, the District Administrator will provide the 
reimbursement requests for each Department to each member of the Board of Commissioners for their 
approval.  At a minimum, the reimbursement should be presented by classification (e.g. amount to be 
reimbursed for communications, amount to be reimbursed for vehicle maintenance, etc.) and any items 
requiring a signed affidavit should also be presented separately.  Upon approval of the Board, the District 
Administrator will prepare checks, to be signed in accordance with state statute, from the District’s 
operating fund to replenish the departments’ operating funds.   

Travel

Employees and volunteers receive a per diem allowance for travel related expenses at the 
applicable rate as determined by the U.S. General Service Administration (GSA). The department head 
overseeing travel arrangements will take a count of the individuals who will be travelling.  He will then 
prepare a Waiver for the Receipt of Per Diem Funds (See Appendix E), including the total per diem 
amount per participant (per diem rate times the number of days) and the names of the participants.  The 
administrative assistant will use the information presented on the waiver to prepare checks to each of the 
individuals who will be travelling.  The department head will then sign the checks and provide them to 
the participants.  Upon receipt of the check the participant should sign the waiver to indicate the receipt of 
per diem funds.  Finally, a copy of the waiver should be provided to the District Administrator in the 
monthly reimbursement package.  When employees and volunteers travel for conferences and seminars, a 
certificate of completion should be submitted to the department head and retained in the employee’s or 
volunteer’s file. 
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CASH DISBURSEMENTS 
(Continued)

Fuel Cards

Each department shall maintain one proprietary fuel account.  Fuel cards, tied to the department’s 
account shall be kept in all District vehicles.  Fuel cards shall be used only to fill up District vehicles and 
onboard equipment.  A Fuel Log (Appendix F) will also be kept in each vehicle, which will be used to 
record the mileage of the vehicle at the time it is filled with fuel.  The fuel log will include the date, 
current mileage, and the number of gallons purchased.  For purchases of small engine fuel for equipment 
carried on the trucks, fuel purchases should be recorded on a separate line in the log and should include 
the date and gallons in the corresponding blanks.  In the mileage column, write “unleaded” or 
“equipment” to indicate that the fuel was purchased for onboard equipment.  This log can be used by the 
Department heads and/or the District Administrator to assess the reasonableness of fuel purchases.  In the 
event that a fuel invoice submitted for reimbursement appears unreasonable the Department head or the 
District Administrator shall investigate the variance promptly. 

Credit Cards

Each Department may maintain one credit card account.  The credit cards tied to the account shall 
remain in the custody of the Department head and additional members of the Department as designated by 
the Department head.  Similarly, each Department may maintain one bank account.  Any debit cards tied 
to the Department’s bank account shall remain in the custody of the Department head and a limited 
number of individuals as designated by the Department head.  Ideally, those designated should be the 
same individuals granted check signing authority.  All charge cards maintained by the Department should 
be listed in the Department’s name and each individual designated by the department head should retain 
physical custody of the charge card to which he or she is assigned.  Receipts for any charges made must 
be submitted to the Department head for inclusion in the monthly reimbursement package. 

It is the policy of the District to avoid finance charges on credit card accounts.  Therefore, all 
credit cards should be paid in full each billing cycle.  Because the amount of a line of credit represents a 
potential liability to the district, permission to obtain additional credit must be granted in advance by the 
Board of Commissioners.  If the creditor automatically grants an extension of credit on an existing card, 
the department head should notify the Board of Commissioners of the change at the next Board of 
Commissioners meeting.   

In order to avoid the inappropriate reimbursement of personal expenses, personal receipts are not 
accepted by the District for reimbursement.  If an individual believes a making a purchase on behalf of 
the District is warranted, he should use the Department credit card or debit card to tender payment.  
Alternatively, the District may pay the expense directly by check when a vendor invoice is available.  
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PURCHASING POLICIES AND PROCEDURES 

It is the policy of the District to follow a practice of ethical, responsible and reasonable 
procedures related to purchasing, agreements and contracts, and related forms of commitment.  The 
policies in this section describe the principles and procedures that all staff shall adhere to in the 
completion of their designated responsibilities. 

Authorizations and Purchasing Limits

All Department heads shall have the authority to initiate purchases on behalf of their department.  
However, before initiating any purchase, the department head should consult the department’s budget in 
order to determine whether the balance in the appropriate line item is adequate to accommodate the 
anticipated purchase.  If the department head determines that the purchase will cause a line item to be 
over expended, he should consult the Board of Commissioners to request a budget amendment to 
reallocate funds between expense classifications when the purchase is necessary. Each purchase over 
$2,000 requires advance approval of the Board of Commissioners.  The department head must submit a 
signed affidavit (See Appendix H) for all such purchases.  The department head should present an 
estimate to the Board for the price of the item to be acquired.  Once Board approval has been obtained, 
the department head may bid the purchase with at least three independent vendors.  Major fixed asset 
acquisitions (e.g., those requiring leasing arrangements) should be handled at the District level. 

Competitive Bids

In order to avoid the appearance of impropriety, the policy of the District is to follow standard 
procedures for bidding jobs when dealing with related parties.  At least three informal bids from 
independent vendors should be obtained prior to entering into any purchase contract for purchase ranging 
from $2,000 to $49,999.99.   

Pursuant to state statute, the Board of Commissioners must submit to competitive bid any 
expenditure of more than $50,000 for one item or service, or more than one of the same or similar type of 
item or service in a fiscal year. The board shall notify suppliers, vendors, or providers by advertising for 
bids or by providing at least three suppliers, vendors, or purchasers with written notice by mail of the 
intended purchase.  Any contract awared in violation of state statute is void.  The District is not obligated 
to submit the following to competitive bid:

1) the purchase or lease of real property

2) an item or service that the board determines can be obtained from only one source;

3) a contract for fire extinguishment and suppression services, emergency rescue services, or 
ambulance services;

4) an emergency expenditure;

5) the purchase of vehicle fuel; 
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PURCHASING POLICIES AND PROCEDURES 
(Continued)

Competitive Bids (Continued)

6) the purchase of firefighter bunker gear; 

7) the purchase of insurance coverage;

8) repairs funded by a payment made under an insurance claim. 
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PAYROLL AND RELATED POLICIES 

Volunteers

All firefighters work on a volunteer basis.  However, the District maintains Accidental Death & 
Dismemberment, Workers’ Compensation, and liability insurance coverage on behalf of all of its 
volunteers.  The District Administrator is responsible for paying policy premiums and ensuring that 
coverage is sufficient and up to date. 

Job Description and Responsibilities

It is the policy of the District to have job descriptions for all staff positions.  Job descriptions will 
be signed by the employee, reviewed periodically, and kept in the employee’s personnel file. 

Timesheets and Payroll Processing

All of the District’s employees prepare their own timesheets.  Each department head is 
responsible for reviewing the timesheets of the employees in his department.  The employee and 
department head should sign off on the timesheet to indicate their agreement with the hours recorded.  
Once the timesheets have been reviewed they are provided to the District Administrator who enters the 
data into that accounting system and issues payroll checks to all District employees. 

Payroll Taxes

The District Administrator is responsible for ensuring all required tax forms are properly 
completed and submitted, and that all required taxes are withheld and paid.  The administrative assistants 
of each department will assist the District Administrator in gathering and reporting the required 
information. 

Form I-9/Immigration Reform and Control Act

It is the Policy of the District to adhere to the provisions of the Immigration Reform and Control 
Act (IRCA) and to have employment applicants and the District complete the appropriate sections of 
Form I-9.  In this respect, prospective employees must provide proof of employment eligibility as 
required by the law before employment in the form of a Social Security card, green card, and so forth.  
The Form I-9 will be retained for three years following the hiring date or one year after termination of 
employment, whichever is longer. 

Form W-4

It is the policy of the District to require all employees to complete and sign Form W-4, and this 
form will be permanently kept in the employee’s personnel file and updated as needed. 
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BUDGETING 

Statutory requirements mandate that the Board of Commissioners approve a budget for the 
District on an annual basis.  Any amendments to the budget must be made formally through a resolution 
of the Board of Commissioners.  Pursuant to state statute, the Board may not set the tax rate for a fiscal 
year before the date the Board adopts a budget for that fiscal year. 

It is the policy of the District that the Treasurer will prepare a budget for presentation to the 
Board of Commissioners in the month preceding the close of the fiscal year.  Revenues should be 
estimated based on the El Paso County Tax Assessor/Collector’s certified levy.  Expenses are estimated 
based on the results of the fiscal year ended, adjusted for known changes in the operations of the District.   

At least two months prior to the end of the fiscal year, the Treasurer will request that each 
Department head prepare a budget for the department under his control.  These subsidiary budgets will 
assist the Treasurer in preparing the District wide budget, which takes into consideration the operating 
expenses incurred at the department level. 

Amounts should be budgeted for capital expenditures and encumbrances as necessary.  If the 
Treasurer or the Board of Commissioners requires clarification on the budgeting process and adoption 
they should consult the District’s accountant. 

- 17 -



FIXED ASSET MANAGEMENT

Capitalization Policy

All capital assets are recorded at cost (or estimated historical cost) if purchased or constructed 
and the capital assets inventory is updated for additions and retirements during the year.  Donated capital 
assets are recorded at estimated fair market value at the date of donation.  The district maintains a 
capitalization threshold of $5,000.  This $5,000 threshold applies to single items only.  However, if for 
example, a vehicle is purchased by the District and improvements are made to the vehicle before it is 
placed in service, the total value of the vehicle, improvements and applicable labor charges should be 
included in the capitalized value of the vehicle.  Improvements are capitalized; the cost of normal 
maintenance and repairs that do not add value to the asset or materially extend the asset’s life are not 
capitalized. 

Additions and Dispositions

Procurement of fixed assets will be handled at the Department level with the approval of the 
Board of Directors.  All fixed assets are owned by the District and may not be disposed of by any 
department without the prior approval of the Board of Commissioners.  If any department wishes to sell 
or otherwise disposes of any capital asset the department head should present a request for disposition to 
the Board of Commissioners.   The District Administrator is responsible for tracking additions, 
dispositions and depreciation related to fixed assets, but may receive some assistance from the District’s 
accountant.

Depreciation

Depreciation is determined using the straight-line method over the following estimated useful 
lives of the capital assets: 

Buildings and improvements 40 years 
Transportation equipment 5-10 years 
Equipment   5-10 years 
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NOTES PAYABLE AND CAPITAL LEASES 

Only the Board of Commissioners has the authority to enter into a promissory note or capital 
lease agreement on behalf of the District.  The District Administrator is responsible for processing all debt 
service payments on behalf of the District and ensuring the accuracy of principal and interest allocations 
reported by creditors.  The District Administrator is also responsible for retaining copies of all debt 
agreements entered into by the District.   

Under Chapter 775 of the Texas Health and Safety Code (Subchapter E. Finances and Bonds Sec. 
775.085(c)), when tax revenues are pledged to secure a loan, the loan may mature no more than 10 years 
after the date the loan is made for equipment and no more than 20 years after the loan is made for real 
property. 

Financial Advisor

 The Board of Commissioners shall secure the services of a financial advisor on behalf of the 
District to make recommendations regarding financing arrangements in excess of $250,000.  The Board 
of Commissioners may elect to consult its financial advisor in regards to financing of lesser amounts.  
The financial advisor is responsible for retaining a bond council to ensure that related debt issuance is in 
compliance with applicable legal requirements.
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APPENDICES



CONFLICT OF INTEREST FORM 

Name: _____________________________________________________________________________ 

Position: _____________________________________________________________________________ 

I have been informed and I agree to bring to the attention of the proper level of authority any real or 
perceived conflicts of interest that may arise during the course of my tenure with the El Paso County 
Emergency Services District #2. 

Such conflicts include, but are not limited to, personal affiliations, professional affiliations, business 
dealings, dealings with other boards, and so forth. 

Additionally, I agree to abide by the direction and decision rendered by the District. 

Signature: ___________________________________________________________________________ 

Date: ____________________________________________________________________________ 
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JOURNAL ENTRY APPROVAL FORM 

Reason for adjustment:

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Journal Entry: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Requested by: 

Name: ________________________________________________________________________ 

Title: _________________________________________________________________________

Date: _________________________________________________________________________ 

Approved:

District Administrator Signature: __________________________________________________________ 

Date: _________________________________________________________________________ 
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DEPOSIT CONTROL SHEET (INSPECTIONS REVENUE) 

COMPLETED BY: Name: ______________________   Date: ___________ 
Title: ______________________   

Inspection 
Form No. Date Customer Amount
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 
_________ __________ _________________________________ _____________ 

First Inspection No.:  __________ 

Last Inspection No.: __________ 

List any missing (non-sequential) inspections forms and indicate date of resolution:    
_____________________________________________________________________________________ 

_____________________________________________________________________________________   
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RESOLUTION LOG 

Date of 
Initial

Review Department Amount Expense Description
Date

Resolved Comments
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
_________ __________ _______ ___________________ ________ ___________________ 
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WAIVER FOR THE RECEIPT OF PER DIEM FUNDS 

Date of Travel: _________________________ 

Reason for Travel: ________________________________________________________________ 

Number of Days: ________   Per Diem Rate: ________   Check Total per Participant: _________ 

By signing this form, the participant recognizes receipt of check for per diem expenses 

Participant Name      Check No.          Signature    Date

________________________   ____________       ________________________       ___________ 

________________________   ____________       ________________________       ___________ 

________________________   ____________       ________________________       ___________ 

________________________   ____________       ________________________       ___________ 

________________________   ____________       ________________________       ___________ 

________________________   ____________       ________________________       ___________ 

________________________   ____________       ________________________       ___________ 

________________________   ____________       ________________________       ___________ 

________________________   ____________       ________________________       ___________ 

________________________   ____________       ________________________       ___________ 
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FUEL LOG 

Vehicle Description: 

Make: __________ Model: __________ License Number: __________ 

Date         Vehicle Mileage   # Gallons

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 

__________  ______________________  ___________ 
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REQUEST FOR REIMBURSEMENT 

Date Description Reason Amount
_________ ______________________________ _____________________________ ___________ 
_________ ______________________________ _____________________________ ___________ 
_________ ______________________________ _____________________________ ___________ 
_________ ______________________________ _____________________________ ___________ 
_________ ______________________________ _____________________________ ___________ 
_________ ______________________________ _____________________________ ___________ 
_________ ______________________________ _____________________________ ___________ 
_________ ______________________________ _____________________________ ___________ 
_________ ______________________________ _____________________________ ___________ 
_________ ______________________________ _____________________________ ___________ 

Total:     ___________ 

Submitted:

Name: __________________________ 

Date:   __________________________ 

Reviewed and Approved: 

Name: __________________________ 

Date:   __________________________ 

Paid:

Name: __________________________ 

Date:   __________________________ 

Appendix G 



SIGNED AFFIDAVIT FOR EXPENDITURES OVER $2,000
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