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VILLAGE OF STEWART MANOR 
120 COVERT AVENUE, STEWART MANOR, NEW YORK 11530 

TEL: 516-354-1800; FAX: 516-354-1825 
MAYOR TRUSTEES 
SALVATORE C. MANFRE JOHN R. EGAN  
 PETER HEALY 
VILLAGE CLERK-TREASURER KRISTINA M. LYNCH 
ROSEMARIE A. BIEHAYN GERARD S. TANGREDI  

Transmittal Letter  

March 28, 2008 
 
To Honorable Mayor Manfre, and Board of Trustees of the Village of Stewart 
Manor, New York:  
 
Please find following this letter, a new Comprehensive Financial Policy 
Document, which incorporates all of the financial management policies as 
adopted by the Village Board from their inception through to the present date as 
well as additional, recommended policies.  
 
As in the past, these policies should be reviewed every year; and where 
necessary, updated to reflect changes in law or generally accepted accounting 
principles. These policies may also be updated to enhance our understanding 
and implementation of sound financial practices, in response to changes and 
events that may affect the Village’s financial wellbeing.  
 
I believe that the financial policies contained in this document represent the best 
practices of governmental financial management. Adhering to these policies will 
help to ensure that we maximize our revenues, minimize our expenditures, 
preserve the safety of our public funds, and maintain a strong position in the 
financial community.  
 
Your adoption of this Comprehensive Financial Policy Document confirms our 
commitment to financial excellence, full disclosure, and responsible financial 
management.  
 
Sincerely,  
 
 
Rosemarie A. Biehayn 
Village Clerk-Treasurer 
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Introduction  

The Village of Stewart Manor has an important responsibility to carefully account 
for public funds, to manage municipal finances wisely, and to plan and provide 
for the adequate funding of services desired by the public and as required by 
laws, rules, or regulations, including the provision and maintenance of public 
facilities and improvements. The financial goals and policies set forth in this 
document are intended to establish guidelines for the continued financial strength 
and stability of the Village of Stewart Manor. They will be reviewed annually and 
amended as necessary.  

 

Financial Goals  

Financial goals are broad, fairly timeless statements of the financial position the 
Village seeks to attain. The financial goals for the Village of Stewart Manor are:  
• To provide full value for each tax dollar by delivering quality services efficiently 

and on a cost-effective basis.  
• To preserve our quality of life by providing and maintaining adequate financial 

resources necessary to sustain a sufficient level of municipal services, and to 
respond to changes in the economy, the priorities of governmental and non-
governmental organizations, and other changes that may affect our financial 
well-being.  

• To maintain a strong credit rating in the financial community.  
 

Financial Policies  

Financial policies support the financial goals. They are general statements that 
guide decision-making in specific situations, to ensure that a decision will 
contribute to the attainment of the financial goals. Federal and state laws, rules, 
and regulations, our Village Code, and generally accepted accounting principles 
promulgated by the Governmental Accounting Standards Board (“GASB”) and 
the Government Finance Officers Association of the United States and Canada 
(“GFOA”) govern our financial policies and processes.  
 

Budget Policy  

Sound financial practice and the desire to maintain a strong credit rating dictate 
that our budgets be balanced, constantly monitored, and responsive to changes 
in service demands. With these concepts in mind, the Village of Stewart Manor 
has adopted the following budget policy statements:  
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• Annual operating budgets will be adopted for the General Fund. Project-
length budgets will be adopted for all capital projects.  

• Annual operating budgets will be adopted on a balanced basis, where 
operating revenues (estimated revenues) are used to fund operating 
expenditures/expenses (appropriations). Operating revenues include 
taxes, franchise fees, meter and parking permit revenues, pool 
revenues, commercial sanitation revenue, interest income, license and 
rental fees, permit and zoning fees, licensing fees, court fines, 
regularly recurring governmental aid, grant funds and transfers in from 
other funds for operating (non-capital) purposes. Operating 
expenditures/expenses include salaries and expenses of the Board, 
Court and code enforcement expenses, contractual pay, Village Hall 
office, staff and building repair expenses, fire department expenses, 
highway and sanitation expenses, costs associated with the operation 
of the Village pool facility, debt service, employee benefits, and other 
miscellaneous expenditures. Fund balance should not automatically 
be considered a source of funds for operating expenditures/expenses. 
Nothing in this policy shall prohibit the use of operating revenues for 
capital expenditures/expenses.  

• The Village will adopt an annual budget for the General Fund and will 
strive to ideally include a contingency equal to at least one and one 
quarter (1.25%) percent of the total General Fund appropriations of 
that budget. This contingency will be used to provide for expenditures 
that exceed or revenues that do not meet budget estimates, and/or for 
new or increased program requirements required by law or desired 
and approved by Village Board resolution.  

• Unreserved and undesignated fund balance may be appropriated as 
part of the adopted budget to fund capital or emergency 
expenditures/expenses, or to lessen the impact of a tax increase due 
to capital expenditures. Unreserved and undesignated fund balance 
will not routinely be used to fund operating expenditures/expenses in 
the adopted budget.  

• One-time revenues that are not required by law or agreement to be 
expended for a particular purpose will only be used to fund capital or 
emergency expenditures/expenses in the adopted budget. An 
exception to this policy would be the sale of an asset to offset the cost 
of the replacement of the asset.  One-time revenues include, but are 
not limited to, proceeds from the sale of property and other major 
assets, governmental aid that is not regularly received and is unlikely 
to recur on a regular basis, major gifts or donations, and major 
insurance recoveries.  
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• Reservations and designations of fund balance will be estimated in the 
adopted budget for amounts of fund equity legally restricted or 
otherwise not available for appropriation.  

• The Village's fiscal year shall be June 1 to May 31 and its budget 
calendar shall be as provided for in Section 5-502-508 of the New 
York State Village Law as follows:  

o The Village Clerk-Treasurer shall be designated as the Budget 
Officer. 

o On or before February 8 of each year, the Budget Officer will 
give written notification to the head of each administrative unit 
requiring submission of budget estimates, schedules and 
statements (Village Law 5-502(1). 

o On or before March 1 of each year, the head of each 
administrative unit shall submit to the budget officer an estimate 
of revenues and expenditures of such administrative unit for the 
ensuing fiscal year. (Village Law 5-502(2)). 

o On or before March 20 of each year, the Budget Officer shall 
prepare and present a tentative budget for the ensuing fiscal 
year to each member of the Village Board (Village Law 5-508).  
If the Budget Officer is other than the Village Clerk-Treasurer, a 
copy of the tentative budget must also be filed in the office of 
the Village Clerk-Treasurer. 

o Upon receiving the tentative budget from the Budget Officer 
and prior to a public hearing, the Village Board may, by a vote 
of a majority of the Board, make changes in the tentative 
budget.  

o After considering the tentative budget, but not later than April 
15, the Village Board will hold a public hearing on the proposed 
budget. The hearing may be adjourned from day to day but not 
beyond April 20 (Village Law 5-508(3)). 

o After the public hearing, the Board may adopt the proposed 
budget with or without amendment. In amending the proposed 
budget, it may add or increase programs or amounts, and may 
decrease or delete programs or amounts, except expenditures 
required by law, or for debt service or for an estimated cash 
deficit, provided that it may not increase the estimated 
revenues or the total proposed expenditures without the 
affirmative vote of at least a majority of the Board.  

o The Board shall adopt the proposed budget by resolution and 
determine the tax rate for the ensuing year on or before May 1 
of the current fiscal year.  In the event that the Village Board 
shall fail to adopt a budget on or before May 1, the tentative 
budget, along with any changes made by resolution shall 
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constitute the budget for the forthcoming fiscal year. (Village 
Law 5-508(4)). 

• The Village Board may at any time during the fiscal year transfer part or 
all of any available appropriation balance among programs or 
accounts within any fund. The Board may by resolution transfer part or 
all of any available appropriation balance among programs or 
accounts within and/or between any funds. 

• The Village Board may increase the amount of the budget when 
necessary, but particularly in the cases of emergencies or the receipt 
of grant funds or insurance recoveries.  The Board of Trustees may 
decide to appropriate fund balance to cover emergency expenses not 
otherwise budgeted. 

• No appropriation for debt service may be reduced or transferred, and no 
appropriation may be reduced below any amount required by law to 
be appropriated or by more than the amount of the available balance 
thereof.  

Cash Management and Investment Policy  

Scope:  

This cash management and investment policy applies to all money and other 
financial resources available to the Village of Stewart Manor for deposit and/or 
investment on its own behalf or on behalf of any other entity or individual.  

Objectives:  

The primary objectives of the Village's cash management and investment 
activities are, in order of priority:  
• Legality: To conform with all applicable federal, state and other legal 

requirements,  
• Safety: To adequately safeguard principal,  
• Liquidity: To provide sufficient liquidity to meet all operating requirements, and,  
• Yield: To obtain a reasonable rate of return.  

Prudence:  

All participants in the cash management and investment process shall act 
responsibly as custodians of the public trust and shall avoid any transaction that 
might impair public confidence in the Village.  
Investments shall be made with judgment and care, under circumstances then 
prevailing, which persons of prudence, discretion and intelligence exercise in the 
management of their own affairs, not for speculation, but for investment, 
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considering the safety of the principal as well as the probable income to be 
derived. 
All participants involved in the cash management and investment process shall 
refrain from personal business activity that could conflict or appear to conflict with 
the proper execution of the investment program, or which could impair their 
ability to make impartial investment decisions.  

Diversification:  

It is the policy of the Village to diversify its deposits and investments by financial 
institution, by investment instrument, and by maturity scheduling.  
The following diversification limitations shall be imposed on the Village's portfolio 
of deposits and investments:  

Institution - No more than 75% of the overall portfolio may be deposited in 
a single bank.  
Type of Account - No more than 50% of the overall portfolio may be 
invested in Certificates of Deposit and time deposit accounts (NOW 
account, Super NOE accounts, money market deposit accounts and 
seven to 31 day accounts). 

 
Maturity- a. No more than 10% of the portfolio may have a maturity 
beyond twelve months. b. The average maturity of the portfolio shall never 
exceed one year. c. And at least 10% of the portfolio shall be invested in 
overnight instruments or marketable securities that can be sold to raise 
cash on one business day's notice.  

 

Internal Controls: 

It is the policy of the Village for all money collected by any officer or employee of 
the Village to transfer those funds to the Village Clerk-Treasurer as soon as is 
practicable, but in any event within one business day of receipt, or within the time 
period specified by law, whichever is shorter.  
The Village Clerk-Treasurer is responsible for establishing and maintaining an 
internal control structure to provide reasonable, but not absolute, assurance that 
deposits and investments are safeguarded against loss from unauthorized use or 
disposition, that transactions are executed in accordance with management's 
authorization and recorded properly, and that deposits and investments are 
managed prudently and in compliance with applicable laws and regulations.  
 

Check Signing: 
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Any two of the Mayor, Deputy Mayor, or Village Clerk/Treasurer may sign 
checks. 

Designation of Depositories: 

The banks and trust companies authorized for the deposit of money are as 
follows:  

JPMorgan Chase Bank  
TD Bank 
HSBC Bank (added April 6, 2009, RESO 2008-114 ) 

Collateralizing of Deposits:  

In accordance with the provisions of General Municipal Law §10, all deposits of 
the Village, including certificates of deposit and special time deposits, in excess 
of the amount insured under the provisions of the Federal Deposit Insurance Act 
shall be secured by any one or combination of the following:  
1. By a pledge of eligible securities with an aggregate market value equal to the 

aggregate amount of deposits, from one of the following categories:  
• Obligations issued by the United States of America, an agency thereof or a 

United States government sponsored corporation or obligations fully 
insured or guaranteed as to the payment of principal and interest by the 
United States of America, an agency thereof or a United States 
government sponsored corporation.  

• Obligations issued or fully guaranteed by the International Bank for 
Reconstruction and Development, the Inter-American Development Bank, 
the Asian Development Bank, and the African Development Bank.  

• Obligations partially insured or guaranteed by any agency of the United 
States of America, at a proportion of the market value of the obligation that 
represents the amount of the insurance or guaranty.  

• Obligations issued or fully insured or guaranteed by New York State, 
obligations issued by a municipal corporation, school district or district 
corporation of New York State or obligations of any public benefit 
corporation which under a specific state statute may be accepted as 
security for deposit of public moneys.  

• Obligations issued by states (other than New York State) of the United 
States rated in one of the three highest rating categories by at least one 
nationally recognized statistical rating organization.  

• Obligations of Puerto Rico rated in one of the three highest rating categories 
by at least one nationally recognized statistical rating organization.  

• Obligations of counties, cities and other governmental entities of another 
state having the power to levy taxes that are backed by the full faith and 
credit of such governmental entity and rated in one of the three highest 
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rating categories by at least one nationally recognized statistical rating 
organization.  

• Obligations of domestic corporations rated in one of the two highest rating 
categories by at least one nationally recognized statistical rating 
organization.  

• Any mortgage related securities, as defined in the Securities Exchange Act 
of 1934, as amended, which may be purchased by banks under the 
limitations established by federal bank regulatory agencies.  

• Commercial paper and bankers' acceptances issued by a bank (other than 
the bank with which the money is being deposited or invested) rated in the 
highest short-term category by at least one nationally recognized 
statistical rating organization and having maturities of not longer than sixty 
days from the date they are pledged.  

• Zero-coupon obligations of the United States government marketed as 
"Treasury STRIPS".  

 
There must be diversification of the collateral securing deposits, except where 
the deposits aggregate less than $2,000,000 or the security is in the form of 
obligations of the U.S. Government or State of New York.  
 
Eligible securities must meet or exceed the following rating requirements of at 
least one of the nationally recognized statistical rating organizations 
(“NRSRO”) listed below:  

Long-Term Short-Term  
NRSRO Debt1 Debt2  
Moody’s Investor Services A1 or better P-1 or better  
Standard & Poors A+ or better A-1 or better  
Fitch A+ or better F-1 or better  
Duff & Phelps AA- or better D-1 or better  
IBCA AA- or better A1 or better  
BankWatch (Banks) B or better TBW2 or better  
 

2. By an eligible irrevocable letter of credit issued by a qualified bank, other than 
the bank with the deposits in favor of the Village for a term not to exceed 90 
days, with an aggregate value equal to 140% of the aggregate amount of 
deposits and the agreed upon interest, if any. A qualified bank is one whose 
commercial paper and other unsecured short-term debt obligations meets the 
rating requirements of at least one nationally recognized statistical rating 
organization as heretofore described or by a bank that is in compliance with 
applicable federal minimum risk-based capital requirements.  

 
3. By an eligible surety bond payable to the Village for an amount at least equal 

to 100% of the aggregate amount of deposits and the agreed upon interest, if 
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any, executed by an insurance company authorized to do business in New 
York State, whose claims - paying ability meets the rating requirements of at 
least two nationally recognized statistical rating organizations as heretofore 
described.  

Safekeeping and Collateralization: 

Eligible securities used for collateralizing deposits shall be held by the depository 
and/or a third party bank or trust company, subject to security and custodial 
agreements satisfactory to the Village’s Counsel.  
The security agreement shall provide that eligible securities are being pledged to 
secure Village deposits together with agreed upon interest, if any, and any costs 
or expenses arising out of the collection of such deposits upon default. It shall 
also provide the conditions under which the securities may be sold, presented for 
payment, substituted or released providing collateral values are maintained, and, 
the events which will enable the Village to exercise its rights against the pledged 
securities including failure to meet deposit repayment or collateral terms, or the 
deposit institution's insolvency. In the event that the securities are not registered 
or inscribed in the name of the Village, such securities shall be delivered in a 
form suitable for transfer or with an assignment in blank to the Village or its 
custodial bank.  
The custodial agreement shall provide that securities held by the bank or trust 
company, as agent of and custodian for the Village, will be kept separate and 
apart from the general assets of the custodial bank or trust company and will not, 
in any circumstances, be commingled with or become part of the backing for any 
other deposit or other liabilities. The agreement shall also describe how the 
custodian shall confirm the receipt, substitution or release of the securities. The 
agreement shall provide for daily revaluation of eligible securities and for the 
substitution of securities when a change in the rating of a security may cause 
ineligibility. The agreement shall provide that the custodian will exercise the 
Village's rights to the security or as instructed by the Village. Such agreement 
shall include all provisions necessary to provide the Village with a perfected 
interest in the securities.  

Permitted Investments:  

As authorized by General Municipal Law §11, the Village authorizes the Village 
Clerk-Treasurer to invest money not required for immediate expenditure for terms 
not to exceed its projected cash flow needs in the following types of investments:  
 
• Special time deposit accounts in or Certificates of deposit issued by, a bank or 

trust company located and authorized to do business in New York State.  
• Obligations of the United States of America  
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• Obligations guaranteed by agencies of the United States of America where the 
payment of principal and interest are guaranteed by the United States of 
America  

• Obligations of the State of New York  
• Obligations issued pursuant to Local Finance Law §24 or §25 (with approval of 

the State Clerk-Treasurer) by any municipality, school district or district 
corporation other than this Village  

 
All investment obligations shall be payable, saleable or redeemable at the option 
of the Village within such times as the proceeds will be needed to meet 
expenditures for purposes for which the monies were provided and, in the case 
of obligations purchased with the proceeds of bonds or notes, shall be payable, 
saleable or redeemable at the option of the Village within two years of the date of 
purchase.  

Authorized Financial Institutions and Dealers: 

Financial institutions and dealers approved for the purchase and sale of 
investments are as follows:  
 

The Bank of New York  
JPMorgan Chase Bank  
Wachovia Bank, N.A.  
TD Bank (revised May 7, 2013 via reso 2012/13-148) 
HSBC Bank 

 
All financial institutions with which the Village conducts business must meet the 
requirements of one of the nationally recognized statistical ratings organizations 
as heretofore described. Banks shall provide their most recent Consolidated 
Report of Condition (Call Report) at the request of the Village. Security dealers 
not affiliated with a bank shall be required to be classified as reporting dealers 
affiliated with the New York Federal Reserve Bank, as primary dealers.  

Purchase of Investments: 

The Village Clerk-Treasurer is authorized to contract for the purchase of 
investments:  
 
1. Directly, including through a repurchase agreement, from an authorized 

trading partner. Authorization for the purchase of repurchase agreements is 
subject to the limitations outlined in the section of this policy entitled 
“Repurchase Agreements”.  

2. By participation in a cooperative investment program where such program 
meets all the requirements of the General Municipal Law, the diversification 
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characteristics as outlined in the section of this policy entitled “Diversification” 
and that otherwise meets the same standards as the Village has for direct 
investments.  

3. By utilizing an ongoing investment program with an authorized trading partner, 
pursuant to a contract authorized by the Village Board.  

 
All purchased investments, obligations, or participations unless registered or 
inscribed in the name of the Village, shall be purchased through, delivered to, 
and held in the custody of a bank or trust company. Such obligations shall be 
purchased, sold or presented for redemption or payment by such bank or trust 
company only in accordance with prior written authorization from the officer 
authorized to make the investment. All such transactions shall be confirmed in 
writing to the Village by the bank or trust company. Any obligation held in the 
custody of a bank or trust company shall be held pursuant to a written custodial 
agreement as described in General Municipal Law §10.  

Capital Asset Policy  
This policy is to establish the principles related to the accounting treatment of our 
capital assets.  
 
Capital assets include land, improvements to land, buildings, building 
improvements, vehicles, machinery, equipment, works of art and historical 
treasures, infrastructure, construction in progress and all other tangible and 
intangible assets that are used in operations and have initial useful lives 
extending beyond a single reporting period. Infrastructure assets are long-lived 
capital assets that normally are stationary in nature and can be preserved for a 
significantly greater number of years than most capital assets. Examples of 
infrastructure assets include roads, drainage systems, water and sewer systems, 
and lighting systems.  
 
Land and land improvements are inexhaustible capital assets and will not be 
depreciated. Construction in progress will not be depreciated. All other capital 
assets will be depreciated over their estimated useful lives, as established by the 
Village Clerk-Treasurer, using the straight-line method of depreciation (with half-
year depreciation in the year of acquisition). In no event shall the useful life of an 
asset be less than the period of probable usefulness established for debt 
purposes as found in Section 11 of the New York State Local Finance Law.  
 
A capitalization threshold is the cost established by the Village Clerk-Treasurer 
that must be met or exceeded if an asset is to be recorded and depreciated as a 
capital asset. The capitalization threshold is based on the cost of a single asset. 
Assets that do not meet the capitalization threshold will be recorded as 
expenditures or expenses. For purposes of property control (insurance, security, 
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etc.), the Village Clerk-Treasurer and/or department heads may develop and 
maintain the appropriate record keeping system(s) to account for assets which 
do not meet the capitalization threshold.  
 
Capital assets that meet the minimum capitalization threshold will be recorded at 
historical cost. The cost of a capital asset includes capitalized interest and 
ancillary charges necessary to place the asset into its intended location and 
condition for use. Ancillary charges include costs that are directly attributable to 
asset acquisition, such as freight and transportation charges, site preparation 
costs, and professional fees. Donated capital assets will be recorded at their 
estimated fair value at the time of acquisition, including any ancillary charges. 
Estimated historical cost may be used in those cases where the actual historical 
cost is not readily available. Estimated historical cost will be calculated using the 
current replacement cost of a similar asset and deflating this cost to the 
acquisition year (or estimated acquisition year) using a price-level index 
approved by the Village Clerk-Treasurer.  
 
Capital assets associated with the operation of enterprise funds will be recorded 
in those funds. Currently, the Village has no enterprise funds.  Capital assets 
associated with general government operations, with the exception of 
infrastructure assets, will be recorded in the appropriate internal service fund(s). 
Infrastructure assets will not be recorded in a governmental or proprietary fund, 
but the Village Clerk-Treasurer will establish and maintain the record keeping 
system necessary to allow for the accounting, auditing, and reporting of such 
assets, including depreciation.  

Useful Lives and Thresholds of Capital Assets (revised May 7, 2013 via RESO 
2012/13-148) 

        Capitalization  
Class   Asset       Life (Yrs)  Threshold ($)  
Land   Land and Site Improvements  Inexhaustible  Any value  
Buildings  Buildings      50     1,000  
Buildings  Buildings Improvements    50     1,000   
Equipment  Accounting, Assessment or Tax Systems    5     1,000 
Equipment  Passenger Vehicles      8     1,000 
Equipment  Computer Hardware and Software    5     1,000  
Equipment  Construction Machinery    15     1,000 
Equipment  Firefighting Apparatus    20     1,000 
Equipment    Radio Equipment                                      10                   1,000 
Equipment  Misc. Equipment    10 or 15   1,000 
Equipment  Furniture, Furnishings    20    1,000 
Improvements Fences, Walls, Trails, etc.   20     1,000 
Improvements Parks & Playgrounds    20     1,000 
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Improvements Swimming Pools     20    1,000 
Improvements Underground Fuel Tanks    15     1,000 
Infrastructure  Traffic Signals and Signs   20     1,000 
Infrastructure  Bridges & Tunnels     50   20,000 
Infrastructure  Curbs & Sidewalks    20   20,000 
Infrastructure  Drainage      20   20,000  
Infrastructure  Parking Lots     20   20,000  
Infrastructure  Streets – Primary     20   20,000  
Infrastructure  Streets – Secondary    20   20,000  
 
Capital Assets that are obsolete, damaged, destroyed or are no longer needed 
should be brought to the attention of the Clerk-Treasurer and can only be 
disposed of after Board of Trustee approval via a Board resolution.  The 
resolution should state the asset, its original value and the current value as per 
the most recent fixed asset report (if available), the reason it is being considered 
for disposal and the method of disposal (sale or garbage disposal).  When capital 
assets are to be sold, an effort should be made to gain the best price, either via 
auction (maybe an on-line action) or a sealed bid.  Sales to other municipalities 
are permitted without bidding.  The Clerk-Treasurer is responsible for the 
recording of the capital asset including its sale and removal from the fixed asset 
list at the end of the fiscal year. 

Debt Management Policy  

Debt is an effective way to finance capital improvements or to even out short-
term revenue flows. Properly managed debt preserves our credit rating, provides 
flexibility in current and future operating budgets, and provides us with long-term 
assets that maintain or improve our quality of life. To provide for the appropriate 
issuance and responsible use of debt, the Village of Stewart Manor has adopted 
the following debt management policy statements:  
• Long-term debt will be issued only for objects or purposes having a period of 

probable usefulness of at least ten years under New York State Local 
Finance Law.  

• Short-term debt may be issued to finance current operating expenditures only in 
the event of extreme financial emergency. Short-term debt may be issued 
whenever appropriate for objects or purposes having a period of probable 
usefulness of at least five years under New York State Local Finance Law.  

• Whenever appropriate, the Village will seek to issue debt that can be repaid 
from sources other than a general levy of real property taxes.  

• Debt maturity will not exceed the lesser of: the useful life (as established by the 
Village Clerk-Treasurer), or the period of probable usefulness (as defined in 
New York State Local Finance Law), of the object or purpose so financed.  

• The annual operating budgets of all funds will be maintained so as to ensure 
the full and timely repayment of debt principal and interest due that year.  
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• As required under New York State Local Finance Law §104, our total amount of 
outstanding debt will not exceed 7% of our 5-year average full valuation.  

• Good communications will be maintained with bond rating agencies, bond 
counsel, banks, financial advisors and others involved in debt issuance and 
management.  

• Our comprehensive annual financial reports and official statements will reflect 
our commitment to full and open disclosure concerning our debt.  

Expenditure/Expense Policy (revised May 7, 2013 via RESO 2012/13-148) 

Expenditure/expenses are a rough measure of a local government’s service 
output. While many expenditures/expenses can be easily controlled, 
emergencies, unfunded mandates, and unanticipated service demands may 
strain our ability to maintain a balanced budget. To ensure the proper control of 
expenditures/expenses and provide for a quick and effective response to adverse 
financial situations, the Village of Stewart Manor has adopted the following 
expenditure/expense policy statements:  
 Expenditures/expenses and purchase commitments will be made in a form 

and process that is legal, appropriate, funded, authorized and sufficiently 
documented.  

 Expenditures/expenses and purchase commitments will be recorded in an 
accurate and timely fashion.  

 The review and approval process for all claims made against the Village shall 
be as follows:  
a. Departments should request purchase orders from the Clerk-Treasurer’s 

office for most purchases.  Expenditures not requiring purchase orders 
include the following categories: purchases under $250 including all petty 
cash purchases, payroll, retirement, utilities, postage, fuel purchases, 
monthly/quarterly/annual reoccurring service contracts (for example 
cleaning services, elevator maintenance, fire alarm monitoring and the 
like), annual software agreements, and membership and meetings, etc. 
(revised May 7, 2013 via RESO 2012/13-148). 

b. Properly completed claims must be prepared and submitted to the Clerk-
Treasurer’s office by the department responsible for originating the claim. 
A “properly completed claim” must include, but is not limited to, the 
vendor’s name and address, date of claim, explanation, and accounts to 
be charged, department authorization signature and sufficient 
documentation. “Sufficient documentation” means that a person unfamiliar 
with the transaction could understand what was ordered, when, by whom, 
from what vendor, at what price, when the goods or services were 
delivered, who accepted delivery, and who authorized payment. Typical 
documentation includes copies of purchase orders, invoices and/or 
statements, Board resolutions awarding bids or state contracts, records of 



VILLAGE OF STEWART MANOR COMPREHENSIVE FINANCIAL POLICY 

 
 
Adopted May 8, 2008  Page 17 of 24 
Reviewed and revised April 6, 2009 
Reviewed and revised April 5, 2010 
Revised May 7, 2013 via RESO 2012/13-148 
Revised December 1, 2014 via RESO 2014/15-064 

 

quotes received, receiving slips, correspondence and other 
communications.  

c. The Clerk-Treasurer will issue checks promptly for all claims properly 
completed and submitted after audit and approval by the Board of 
Trustees via Board resolution. Payment in Advance of Audit of Claims: 
The payment in advance of audit of claims is authorized for public utility 
services, postage, freight/shipping charges and certain purchases whose 
late payment would incur penalty.  In addition, all claims for funds which 
are held in trust for other parties may be paid immediately. 

d. The balances in appropriation accounts will be monitored regularly to 
ensure that the total of expenditures/expenses and purchase 
commitments in any account do not exceed the authorized budget for that 
account.  

e. Requests for competitive bids, proposals, formal and informal quotes, and 
other methods of seeking and encouraging vendor competition will be 
obtained as required by law and as outlined in the Procurement Policy 
which follows.  

f. Arrangements will be encouraged with other governments, private 
individuals, and firms, to contract out or cooperatively deliver services, in a 
manner that reduces cost and/or improves efficiency and effectiveness 
while maintaining service quality.  

g. The full direct and indirect costs will be calculated for any service provided 
for a fee or charge, or where there is a potential for the reimbursement of 
such costs.  

h. We will maintain an effective risk management program that provides 
adequate coverage, minimizes losses, and reduces costs.  

i. All appropriations shall lapse at the close of the fiscal year to the extent 
that they shall not have been expended or encumbered.  

Procurement Policy  (revised to reflect “best value” as per RESO 2014/15-
063 dated 12/1/14 and LL 14 of 2014) 

1.       a.  The principal purchasing officers for the Village of Stewart Manor are 
the Village Clerk-Treasurer, Rosemarie A. Biehayn and the Deputy Village Clerk-
Treasurer, Maria E. Barbieri.  In the event that either individual ceases to be 
employed with the Village of Stewart Manor, the individual who is appointed to 
the same title would also become a principal purchasing officer. (revised as per 
RESO 2009/10-087 dated May 4, 2010 as per requirements of Chapter 402 of 
the Laws of 2007 requires that local governments list, beginning on January 1, 
2009, in their procurement policy, the names and titles of those responsible for 
purchasing within their municipality ). 
 
 b.  Every purchase to be made must be initially reviewed to determine 
whether it is a purchase contract or a public works contract.  Once that 
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determination is made, a good faith effort will be made to determine whether it is 
known or can reasonably be expected that the aggregate amount to be spent on 
the item of supply or service is not subject to competitive bidding, taking into 
account past purchases, unexpected emergencies and the aggregate amount to 
be spent in a year. 
 
       c.  The following items are not subject to competitive bidding pursuant to 
Section 103 of the General Municipal Law; purchase contracts under $20,000 
and public works contracts under $35,000; emergency purchases; certain 
municipal goods purchased from agencies for the blind or severely handicapped; 
goods purchased from correctional institutions; purchases via contracts let by the 
United States or any agency thereof, any state or any other political subdivision 
or district therein where the contract has been made available for use by other 
governmental entities were the contract has been let to the lowest responsible 
bidder or on the basis of best value in a manner consistent with GML § 103; and 
surplus and second-hand purchases from another governmental entity, or any 
other items so designated by statute (revised as per RESO 2009/10-087 dated 
May 4, 2010). 
 
The decision that a purchase is not subject to competitive bidding will be 
documented in writing by the individual making the purchase.  This 
documentation may include at least two written or verbal quotes from vendors, a 
memo from the purchasor indicating how the decision was arrived at, a copy of 
the contract indicating the source which makes the item or service exempt, a 
memo from the source which makes the item or service exempt, a memo from 
the purchaser detailing the circumstances which led to an emergency purchase 
or any other written documentation that is appropriate. 
 
2.   All purchase contracts of $20,000 or more and public works contracts over 
$35,000 will be competitively bid.  All other goods and services below these 
amounts will be secured by use of written requests for proposals, written 
quotations, verbal quotations or any other method that assures that goods will be 
purchased at the lowest price or best value. (revised as per RESO 2009/10-087 
dated May 4, 2010 and  RESO 2012/13-148 dated May 7, 2013 );  
 
3.   The following method of purchase will be used when required by this policy in 
order to achieve the highest savings: (revised as per RESO 2009/10-087 dated 
May 4, 2010) 
 
Estimated Amount of Purchase Contract    Method 
 
$2,500    -    $3,999.     At least two verbal quotations 
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$4,000    -   $19,999.    At least two written fax or written  
                 quotations for proposals. 
 
Estimated Amount of Public Works Contract   Method 
 
$5,000    -    $  9,999.    At least two verbal quotations 
 
$10,000    -    $34,999.    At least two written or faxed  
       quotations for proposals 
 
A good faith effort shall be made to obtain the required number of proposals or 
quotations.  If the purchaser is unable to obtain the required number of proposals 
or quotations, the purchaser will, when, as time permits, document the attempt 
made at obtaining the proposals.  In no event shall the failure to obtain the 
proposals be a bar to the procurement.   
 
4.  Documentation and an explanation are required whenever a contract is 
awarded to other than the lowest responsible offeror.  This documentation will 
include an explanation of how the award will achieve savings or how the offeror 
was not responsible.  A determination that the offeror is not responsible shall be 
made by the purchaser. 
 
5. Best Value Awards (Local Law 14 of 2014) 
 

a. Findings and Intent 
The State Legislature and Governor amended General Municipal Law 

§103 (A08692/S6117) on January 27, 2012 to provide local governments greater 
flexibility in awarding contracts by authorizing the award of purchase contracts, 
including contracts for service work on the basis of best value. The state 
legislation requires Political Subdivisions with a population of less than one 
million to pass a local law authorizing the use of the best value award process. 
(From Assembly Bill Memo A08692) – Enactment of this legislation provides 
additional procurement options to localities in ways that may expedite the 
procurement process and result in cost savings. The “best value” standard for 
selecting goods and services vendors, including janitorial and security contracts, 
is critical to efforts to use strategic sourcing principles to modernize the supply 
chain and ensure that taxpayers obtain the highest quality goods and services at 
the lowest potential cost, while also ensuring fairness to all competitors. 
 

The federal government, approximately half the states and many localities 
have added best value selection processes to their procurement options, in 
recognition of these advantages. With the increased complexity of the goods and 
services that municipalities must obtain in order to serve taxpayers, it is critical to 
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consider selection and evaluation criteria that measure factors other than cost in 
the strictest sense. 
 
Taxpayers are not well served when a public procurement results in low unit 
costs at the outset, but ultimately engenders cost escalations due to factors such 
as inferior quality, poor reliability and difficulty of maintenance. Best value 
procurement links the procurement process directly to the municipality’s 
performance requirements, incorporating selection factors such as useful 
lifespan, quality and options and incentives for more timely performance and/or 
additional services. 
 

Even if the initial expenditure is higher, considering the total value over the 
life of the procurement may result in a better value and long-term investment of 
public funds. Best value procurement also encourages competition and, in turn, 
often results in better pricing, quality and customer service. Fostering healthy 
competition ensures that bidders will continue to strive for excellence in 
identifying and meeting municipalities’ needs, including such important goals as 
the participation of small, minority and women-owned businesses, and the 
development of environmentally-preferable goods and service delivery methods. 
Best value procurement will provide much-needed flexibility in obtaining 
important goods and services at favorable prices, and will reduce the time to 
procure such goods and services. 

 
b. Definitions 

“Best value” means the basis for awarding contracts for services to the 
offerer  which optimizes quality, cost and efficiency, among responsive and 
responsible offerers. Such basis shall reflect, wherever possible, objective and 
quantifiable analysis. Such basis may also identify a quantitative factor for 
offerers that are small businesses or certified minority- or women-owned 
business enterprises as defined in subdivisions one, seven, fifteen and twenty of 
section three hundred ten of the executive law to be used in evaluation of offers 
for awarding of contracts for services. 

 
c. Requirements 

i.  Where the basis for award is the best value offer, the Village Clerk-
Treasurer or Deputy Clerk-Treasurer shall document, in the 
procurement record and in advance of the initial receipt of offers, the 
determination of the evaluation criteria, which whenever possible, shall 
be quantifiable, and the process to be used in the determination of best 
value and the manner in which the evaluation process and selection 
shall be conducted.                      
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ii. The Village Clerk-Treasurer or Deputy Clerk-Treasurer shall select a 
formal sealed competitive bidding procurement process in accordance 
with General Municipal Law and the Village of Stewart Manor 
Procurement Policy and document its determination in the 
procurement record. The process shall include, but is not limited to, a 
clear statement of need; a description of the required specifications 
governing performance and related factors; a reasonable process for 
ensuring a competitive field; a fair and equal opportunity for offerers to 
submit responsive offers; and a balanced and fair method of award. 
Where the basis of the award is best value, documentation in the 
procurement record shall, where practicable, include a quantification of 
the application of the criteria to the rating of proposals and the 
evaluation results, or, where not practicable, such other justification 
which demonstrates that best value will be achieved.  
 

iii. The solicitation shall prescribe the minimum specifications or 
requirements that must be met in order to be considered responsive 
and shall describe and disclose the general manner in which the 
evaluation and selection shall be conducted. Where appropriate, the 
solicitation shall identify the relative importance and/or weight of cost 
and the overall technical criterion to be considered by the Village of 
Stewart Manor in its determination of best value. 
 

iv. The Village Clerk-Treasurer or Deputy Clerk-Treasurer shall develop 
procedures that will govern the award of contracts on the basis of best 
value. These procedures shall be included in the Village of Stewart 
Manor Procurement Policy and reviewed annually by the Board of 
Trustees in conjunction with its annual review and approval of the 
Village of Stewart Manor Procurement Policy.      

6.   Pursuant to General Municipal Law Section 104-b(2)(f), the procurement 
policy may contain circumstances when, or types of procurements for which, in 
the sole discretion of the governing body, the solicitation of alternative proposals 
or quotations will not be in the best interests of the Village of Stewart Manor to 
solicit quotations or documents the basis for not accepting the lowest bid: 

 
a. In determining whether a service fits into this category, the Village shall 

take into consideration the following guidelines:  (a) whether the services 
are subject to State licensing or testing requirements, (b) whether 
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substantial formal education or training is a necessary prerequisite to the 
performance of the services; and (c) whether the services require a 
personal relationship between the individual and municipal officials.  
Professional or technical services shall include but not be limited to the 
following:  services of any attorney; technical services of an engineer 
engaged to prepare plans, maps and estimates; securing insurance 
coverage  and/or services of an investment management services, printing 
services involving extensive writing, editing, management of municipally 
owned property; and computer software and programming services for 
customized programs or services involved in substantial modification and 
customizing of pre-packaged software.  The individual or company will be 
chosen based on accountability, reliability, responsibility, skill, education 
and training, judgment, integrity and moral worth.  These qualifications are 
not necessarily found in the individual or company that offers the lowest 
price and the nature of these services are such that they do not readily 
lend themselves to competitive procurement procedures. 
 

b. Emergency purchases pursuant to Section 103(4) of the General 
Municipal Law.  Due to the nature of this exception, these goods or 
services must be purchased immediately and a delay in order to seek 
alternate proposals may threaten the life, health, safety or welfare of the 
residents.  This section does not preclude alternate proposals if time 
permits. 

 
c. Purchases of surplus and second-hand goods from any source. 

Purchasing surplus and second hand goods at auctions or through 
specifically advertised sources are where the best prices are usually 
obtained.   

 
d. Goods or services under $2,500.00 (revised as per RESO 2009/10-087 

dated May 4, 2010).  The time and documentation required to purchase 
through this policy may be more costly than the item itself and would 
therefore not be in the best interests of the taxpayer.  In addition, it is not 
likely that such de minimis contracts would be awarded based on 
favoritism. 

 
7. Awarding of Bids 
 
a. The Board of Trustees shall be responsible for the awarding of all bids via a 
formal vote at an official Board Meeting. 
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b. The Board of Trustees shall award the bid after a review of all returned bids, at 
times with the assistance of an outside, independent contractor with knowledge 
of the bid specifications and the needs of the Village of Stewart Manor. 
 
c. Bids may be awarded to the lowest responsible bidder or on the basis of “best 
value” in a manner consistent with General Municipal Law §103. If the bid is 
awarded based on “best value”, there must be supporting documentation to 
demonstrate that the best value will be achieved. 
 

Operating Position Policy  

Operating position refers to the Village's ability to balance its budget on a current 
basis, maintain reserves for emergencies, and maintain sufficient cash to pay its 
bills on a timely basis. Our operating position policy requires that:  
• The Village will pay all current operating expenditures with current 

operating revenues.  
• Encumbrances represent commitments related to unperformed contracts for 

goods or services, and will be recorded when incurred. Encumbrances 
outstanding at year-end will be reported as reservations of fund balance.  

• The Village will strive to maintain the unreserved, undesignated fund 
balance of the General Fund at a level at least equal to 5% of the total 
General Fund appropriations.  

• General Fund unreserved and undesignated fund balances should be used 
for capital or emergency expenditures.  

• The Village will prepare a cash-flow analysis of all funds on a regular basis. 
Disbursements, collections and investments will be managed to provide 
sufficient cash for daily financial needs.  

 
• The Village will prepare annual financial reports of the financial position and 

results of operations, and an analysis thereof, for the General Fund, special 
revenue funds, Debt Service Fund, and proprietary funds.  

Revenue Policy  

Revenues determine the capacity of a local government to provide services. 
Under ideal conditions, revenues would grow at a rate equal to or greater than 
expenditures. To ensure that our revenues are balanced and capable of 
supporting our desired levels of services, the Village of Stewart Manor has 
adopted the following revenue policy statements:  
• A process to review diversified and stable revenues will be maintained to 

shelter us from short-run fluctuations in any one revenue source.  
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• Each year and whenever appropriate, existing revenues will be re-examined 
and possible new sources of revenues will be explored to ensure that we are 
maximizing our revenue potential.  

• Legally restricted revenues will be avoided when they adversely affect the short 
or long-term financial health of our government.  

• We will strive to be informed and aware of all grants and other aid that may be 
available to us. All potential grants and other aid shall be carefully examined 
for matching requirements (both dollar and level-of-effort) and restrictive 
covenants, to ensure that our participation in such grants will be beneficial 
and cost-effective.  

• Each year and whenever appropriate, intergovernmental revenues will be 
reviewed to determine their short and long-term stability, to minimize the 
impact of any adverse changes. Intergovernmental revenues shall be used as 
legally prescribed or otherwise set forth by policy.  

• A balance will be sought in the revenue structure between elastic and inelastic 
revenues, to minimize any adverse effects caused by inflationary or economic 
changes.  

• One-time revenues will be used for capital improvements or as legally restricted 
to a specific purpose. The exception would be revenues from the sale of an 
asset which would be used to offset the cost of the replacement of the asset. 

• We will carefully and routinely monitor any amounts due to us. An aggressive 
policy of collection will be followed for all receivables, including property taxes 
and commercial sanitation.  

• Proprietary funds, if any, will generate revenue sufficient to support the full 
direct and indirect costs of these funds. The Village currently does not have 
any proprietary funds. 

• Revenue forecasts shall be conservative, using generally accepted forecasting 
techniques and appropriate data.  

• Each year and whenever appropriate, we will review our schedule of fees and 
related administrative procedures.  

 

Periodic Review  

This Comprehensive Financial Policy Statement and each of the policies 
contained within, shall be reviewed and approved at least annually at the Annual 
Meeting in April. 


