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18B.01
APPOINTMENT AND COMPENSATION.  The Council shall appoint by majority vote a Director of Finance/Treasurer (hereinafter referred to as the “Director of Finance.”  The Director of Finance shall receive such compensation as established by resolution of the Council.

18B.02
OATH.  Before entering upon the discharge of the Director of Finance’s duties, the appointed Director of Finance shall take an official oath in writing that the Director of Finance will support the Constitution of the United States, the Constitution of the State of Iowa and that the Director of Finance will without fear or favor and to the best of the Director of Finance’s ability faithfully and honestly perform the duties of the office of Director of Finance/Treasurer, which oath shall be filed with and preserved  by the Mayor.

18B.03
POWERS AND DUTIES:  GENERAL.  The Director of Finance, or in the Director of Finance’s absence or inability to act, the City Clerk, has the powers and duties as provided in this chapter, this Code of Ordinances and the law.

(Code of Iowa, Sec. 372.13 [4] )

18B.04
GENERAL ACCOUNTING.  The Director of Finance shall perform the following general accounting duties:

1.
Accounts Receivable.  Maintain accounts receivable accounts and perform collections in accordance with Council direction.

2.
Accounts Payable.  Review all accounts payable for accuracy and completeness.

3.
Record of Fund.  Keep the record of each fund separate.

4.
Record Receipts.  Keep an accurate record of all money or securities received on behalf of the City and specify the date, from who, and for what purpose received.  Deposit the same in depositories selected by the Council.

5.
Record Disbursements.  Keep an accurate account of all disbursements, money or property, specifying date, to whom, and from what fund paid.

6.
Special Assessments.  Keep a separate account of all money received from special assessments.
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7.
Uniform Accounts.  Comply with all the provisions of this Code of Ordinances relating to a uniform system of municipal accounts.

8.
Reconciliation.  Reconcile depository statements with the Director of Finance/Treasurer’s books and certify monthly to the Council the balance of cash and investments for each fund and amounts received and disbursed.  Provide required reports to department heads, boards and commissions.
9.
Annual Report.  Report annually to the Council, as required by law, the amount of money appropriated during each year, the total amount of checks issued, showing upon what funds the same were drawn, and total indebtedness of the City, with a detailed statement of such indebtedness.  

10.
Inspection of Accounts.  Permit the inspection of the Director of Finance’s accounts and vouchers by the public at any time.

18B.05
BUDGET.  Assist in the preparation and administration of the City’s annual operating budget.  Prepare budget amendments as required.

18B.06  CUSTODY OF FUNDS AND INVESTMENTS.  Be Responsible for the safe custody of all funds of the City in the manner provided by law, and Council direction.  Invest available idle funds according to the City’s Investment Policy.

18B.07
AUDIT.  Perform internal audit of all City accounts on a quarterly basis.  Maintain accounting procedures required for proper internal control.  Coordinate the annual audit.
18B.08  SELF-INSURANCE.  Maintain and administer the self-insurance records and make reimbursements to City employees.

18B.09
DEBT SERVICE.  Serve as Bond Registrar, keeping a register of all bonds outstanding and record all payments of interest and principal.

18B.10  ABSTRACT OF BILLS.  The Director of Finance shall present an abstract of bills to the Council at all regular Council meetings for their approval.  Checks for approved bills shall be issued by the following Friday.

18B.11  RECORDS.  The Director of Finance shall maintain all finance related City records and documents, or accurate reproductions, for at least five (5) years except that ordinances, resolutions, Council proceedings, records and documents, or accurate reproductions, relating to the issuance, cancellations, transfer, redemption or replacement of public bonds or obligations shall be kept for at least eleven (11) years following the final maturity of the bonds or obligations.

18B.12  DELEGATION OF DUTIES.  While these duties may be delegated to ensure their completion, the Director of Finance  is ultimately responsible for their compliance with Federal, State and local law.

18B.13  OTHER DUTIES.  The Director of Finance shall perform such other duties as specified by the Council by resolution or ordinance.

(Ch. 18B added by Ord. 94-4 and amended by Ord. 2001-02 – Apr. 01 Supp.)
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