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MEETING
Town of Little Elm

100 W Eldorado Parkway
Little Elm, Texas   75068-5060

214-975-0404
http://www.littleelmtx.us

WORKSHOP AND REGULAR TOWN COUNCIL

Tuesday, April 3, 2012 - 6:00 PM
Town Council Chambers

100 West Eldorado Parkway
Little Elm, TX 75068

1. Call to Order Council Work Shop at 6:00 p.m.

A. Items to be withdrawn from Consent Agenda.

B. Emergency Items if posted.

C. Request by the Town Council for items to be placed on the next regular council agenda 
for discussion, and recognition of excused absences.  

D. Update and review on Town’s external collection agency regarding 
collection methods and warrant collection data. (Finance Director/Captain 
Harrison)

E. Discuss and provide Town Staff direction regarding CIP recognition plaque(s). (Interim 
Town Manager)

F. Presentation of monthly updates from department heads concerning law enforcement 
activities, municipal court, customer service, emergency medical services, fire 
department response, fire prevention activities, emergency management, ongoing 
economic development projects, building permits, code enforcement activities, library 
activities, human resources updates, information technology report, revenue and 
expenditure report, street construction status, sanitation services, highway construction 
status, utility operations, parks and recreation activities, as well as facility and fleet 
updates. 

G. Council to highlight items on the agenda needing further discussion or comments prior 
to the regular session.

2. Presentations and Announcements: Susan Hauser to speak on behalf of the 
Children’s Advocacy Center for Denton County.
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3. Roll Call/Call to Order Regular Town Council Immediately Following Council Workshop.

4. Opening Prayer:  Pastor Hugene Purdy- Trinity Resources Coaching Ministry.

5. Pledge to the Flags: 

A. United States Flag

B. Texas Flag:
    Honor the Texas Flag I pledge allegiance to thee Texas, 
    one state under God, one and indivisible.

6. Public Comments: Persons may address the Town Council on any issue. This is the 
appropriate time for citizens to address the Council on any concern whether on this agenda 
or not. Please observe the time limit of three (3) minutes. In accordance with the State of 
Texas Open Meeting Act, the council may not comment or deliberate such statements 
during this period, except as authorized by Section 551.072, Texas Government Code.

7. Consent Agenda: All matters listed under the Consent Agenda are considered to be routine 
by the Town Council and require little or no deliberation. There will not be a separate 
discussion of these items and the agenda will be enacted by one vote. If the Council 
expresses a desire to discuss a matter listed, that item will be removed from the consent 
agenda and considered separately:

A.  Minutes of the March 20, 2012 Workshop and Regular Meeting.  (Town 
Secretary)

B. Authorize Town Manager to execute Inmate Telecommunications Vending 
Service Agreement with JCW Electronics I Ltd., L.L.P. (Police Chief)

C. Approve Financial Policy revisions. (Finance Director)

8. Reports and requests for Town Council consideration and appropriate action:

A. Discussion and Action to adopt Ordinance No. 1099 an Ordinance of the 
Town of Little Elm Texas, Prescribing Rules, Regulations and Fees for the 
Senior Center and Community Recreation Center, providing for a 
 severability clause; providing a penalty for violations; repealing previous 
ordinances in conflict; providing publication of the caption hereof. (Park 
Director)

B. Discussion and Action to approve letter amendment to the Development 
and Escrow Agreement between developer, 423 East, Ltd, and the Town of 
Little Elm and authorize the Town Manager to execute for the same. 
(Director Development Services)

C. Discussion and Action to adopt Ordinance No. 1097 an Ordinance of the 
Town of Little Elm, Texas, amending the Code of Ordinances of the Town, 
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by amending Chapter 26 (Businesses and Business Regulations), by 
amending Article VI (Vendors, Peddlers, and Solicitors) to clarify existing 
policy; providing a savings clause; providing a penalty; providing a 
severability clause; providing a repealer clause; and providing an effective 
date. (Planning Manager)

D. Discussion and Action to approve request by the Town Auditors, Rylander, 
Clay and Optiz, LLP for an amendment to the FY 2010-2011 Audit 
Engagement for additional funding not to exceed $16,380  (Finance 
Director)

9. FYI: (All matters are provided to the Town Council for informational purposes only)

A. Letter of Commendation-Officer Michael Jamison.

B. Update on Castleridge Connector Meeting with Robinson Ridge and 
Castleridge  residents.

10. Adjourn Work Shop and Regular Meeting.

Pursuant to the Texas Open Meeting Act, (Chapter 551, Texas Government Code), one or 
more of the above items will be taken or conducted in open session following the conclusion of 
the executive closed session. 

Persons with disabilities who plan to attend this meeting and who may need auxiliary aide of 
service such as interpreters for the hearing impaired, reader or large print are requested to contact 
the secretary at 214-975-0404 two days prior to the meeting so appropriate arrangements can be 
made. BRAILLE IS NOT PROVIDED.

Respectfully,

Town Secretary

This is to certify that the above notice was posted on the bulletin board at the Town Hall 
Center this 29th day of March 2012.
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TOWN OF LITTLE ELM       
AGENDA INFORMATION SHEET 
WORK SHOP SESSION 
 
 
 
 

 
 
COUNCIL  
SESSION:  April 03, 2011 

 
 
 
ITEM:  Update and review on Town’s external collection agency regarding collection 

methods and warrant collection data. 
 
 
 

BACKGROUND: The Town contracted with McCreary, Veselka, Bragg & Allen P.C., Attorneys at Law 
in June 2010 to perform accounts receivable collections.  They are currently 
collecting for ambulance, court and utility billing.  The primary focus of this 
briefing is for an overview of the collections methodology utilized by the Town’s 
collection agency; and, present collection statistical data primarily for warrants 
and outstanding court fines.  The following is a brief summary of collection history 
performed by McCreary: 

  
Municipal Court: Contract to date collections 
 
# Of Citations that have been taken in for collection:  5,597 
# Of Citations that have been collected on (partial or 100%): 1,091 
$ Amount that has been collected:                      $210,777.49 
# Of citations in warrant status that have been collected:  315 
 
Additional information will be presented in work shop session. 
 
 

FISCAL IMPACT: N/A 
 

 

 
RECOMMENDED   
ACTION: No action required. 
 
 
 
ATTACHMENTS:    Receivable Manual collection methodology. 
 

 
 
TOWN CONTACT:  Alan Dickerson, Finance Director - 214.975.0415 
 adickerson@littleelm.org 
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TOWN OF LITTLE ELM       
AGENDA INFORMATION SHEET 
CONSENT AGENDA  
 
 
 

 
 
COUNCIL  
SESSION:  April 03, 2012 
 

 

ITEM:  Approve by consent Financial Policy revisions. 
 
 
BACKGROUND: This item was discussed in Work Shop Session on March 06, 2012.  There was a 

request during the session to amend the proposed “purchase card” policies to a 
“strike two” policy for purposes of revoking a cardholder’s privileges.   

 
 The more significant changes are highlighted below: 
 

 Budget Administration – restricting the reallocation of salary and benefit 
appropriations for operational appropriations (i.e. small tools and supplies). 

 Asset Management and Procurement – designating the Town’s Fleet 
Manager as the person to manage transfers of equipment and the Town’s 
auctions. 

 Debt Management – setting a debt to operations limit of 35%.  
 Fund Balances – setting aside and establishing an Capital and Equipment 

Reserve Fund (Committed) 
 Purchasing - changes Council Approval threshold from $25,000 to $50,000 

(Chapter 252 of Local Gov’t Code). 
 P-Card Policies – revocation and termination of card privileges upon two 

(2) occurrences of misuse instead of three (3) occurrences.  
 
 All of the policies and procedures as written and attached are in practice currently; 

the significant and major change is in regard to Purchasing and procurement which 
changes the Town Council Approval threshold from $25,000 to $50,000 which is in 
accordance with Texas Local Government Code.   

 
 
FISCAL IMPACT: N/A 
 
 
RECOMMENDED   
ACTION: Consent action to approve policies as presented with an immediate effective date. 
 
 
 
ATTACHMENTS:    Proposed Policies and Procedures 

 
 
TOWN CONTACT:  Alan Dickerson, Finance Director; adickerson@littleelm.org 
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Town of Little Elm Fiscal Policies and Procedures  02/2012
  

1 

 
 
 

Introduction 
The Town of Little Elm, Texas financial policies set forth the basic framework for the fiscal management of 
the Town.  These policies were developed within the parameters established by applicable provisions of 
the Texas Local Government Code and the Town of Little Elm Town Charter.  The policies are to be 
reviewed on an annual basis and modified to accommodate changing circumstances or conditions. 
 
I.  Annual Budget  

1. The fiscal year of the Town shall begin on the first day of October each year and shall end on the 
thirtieth day of September of each year. 

 
2. On or before the fifteenth day of August of each year, the Town Manager shall submit to the 
Town Council a balanced budget of the revenues of the Town and the expense of conducting the 
affairs thereof for the ensuing fiscal year.  The Town is committed to a balanced operating budget 
under normal circumstances. Any deviations from a balanced budget are to be presented with full 
disclosure and justification.   Fund Balance (reserves) can be used to balance the budget (see 
section on Fund Balance).  The Budget as submitted by the Town Manager shall be legally adopted 
for all governmental fund types of the Town by Ordinance. 
 
3.  The Town Manager leads the Budget Process with the Mayor and Town Council, Finance Director, 
Town Departments, and the public participating during various stages of the budget process.  
Throughout the process, the Town Manager provides the Town’s Department Heads with policy 
direction in formulating the budget and discusses areas of concern with Town Council.  
 
4.  Role of Department Heads and Directors.  Each Department Head and Director is responsible for 
the effective, efficient, and economical use of all resources made available to his or her department or 
division. After direction from the Town Manager, all department and division managers are given 
formal budget packets to complete electronically. Once packets and budgets are submitted 
electronically to the Finance Department, the Finance Director and Town Manager reviews the 
Department baseline requests and will determine whether changes are required based on funds 
availability and priorities.  Interviews with Department Heads and Directors are conducted with the 
Town Manager and Finance to review budget requests and justifications for new programs or 
expansion of programs.  Department Heads and Directors must present with their budget 
submissions base budget justifications along with supplemental request explanations for operational 
expenses as well as requests for additional personnel.  These requests are weighed against financial 
constraints. 
 
5.  Town Manager’s Proposed Budget.  Once the budget reviews are completed and revisions are 
made to the requested budget, the result becomes the Town Manager’s proposed budget of 
programs and services.  The Town Manager’s proposed budget is filed with the Town Secretary and 
distributed to Town Council to set in motion work sessions, public hearings and ultimate approval.   
 
The Town Manager’s proposed budget must be an itemized estimate (by line-item) of the expense of 
conducting each department, division, office and/or fund.  The Town Manager’s proposed budget 
must be submitted to Town Council with a concise summary of the budget summarizing major 
changes in priorities or service levels from current years and the factors leading to those changes.  
Additionally, the Proposed Budget must include: 
 
 a. Priorities and key issues for the new budget period 
 b. Major financial factors and trends affecting the budget 
 c. Significant changes in revenue functions including property taxes 
 d. Current and future debt obligations 

TOWN OF LITTLE ELM 

FISCAL POLICIES 
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e.  Rate changes for Utilities as well as other fees and charges summarized 
f.  Significant use of or increase in unreserved fund balances. 
g. Provide for financial summary at the Fund level that reflects at least a three-year period, 

including prior year actual, current year budget and/or estimated current year actual, and 
proposed budget. 

 
6.  Final Budget.  The budget for all funds shall be balanced in that the appropriations from each fund 
shall not exceed the resources available for the fiscal year.  These resources include estimated 
revenues and the unreserved balance in the fund at the beginning of the year.  There shall be a least 
one public hearing on the operating budget prior to adoption of the budget by ordinance.  The Town 
Council can amend the Town Manager’s proposed budget prior to adoption by ordinance.  The 
Budget shall be approved by ordinance prior to the last day of the fiscal year with or without 
amendment.    
 
7. Tax Levy.  The proposed budget shall contain a suggested tax rate to be levied to support the 
operational plan of expenditures and debt requirements for the ensuing fiscal year.  All applicable 
laws pertaining to the adoption of the tax rate must be complied with including the adherence to the 
Truth-in-Taxation time table and events as outlined by the State Comptroller in the Truth-in-Taxation 
Handbook.  
 

a. The applied property tax rate will not exceed the effective tax rate by more than 8% or more 
commonly referred to as the “roll-back” tax rate unless public hearings and notices are done in 
compliance with Property Tax Codes.  

 
b. The Town will strive to maintain the percentage of the tax rate allocated to the general fund at 

a minimum of 65%.  Conversely, the allocation of the tax rate for debt purposes will be no 
more than 35%. 

 
II.  Budget Administration 

1. All expenses of the Town shall be made in accordance with the adopted annual budget or as 
legally amended.   
 
2. The legal level of budgetary control is at the fund level.  The Town Manager is authorized to 
transfer budgeted amounts between departments within any fund.  Any revision(s) that increases the 
total expenditures of any fund greater than the original budget must be approved by ordinance of 
Town Council. 

 
3. Transfers between expenditure accounts (line-items) in one department or division may occur 
with the approval of the Finance Director.  Transfers between operating departments may occur with 
the approval of the Town Manager and Finance Director provided that a department’s total budget is 
not changed.  Transfers between funds must be accomplished by budget amendment approved by 
ordinance of the Town Council.  However, budgeted operating transfers are authorized within the 
authority given in the annual budget ordinance. 

 
4. Budget Delivery and Execution.  After the budget and tax levy are adopted by Town Council by 
ordinances, the Finance Department distributes the adopted budget, capital outlay schedules and 
personnel schedules denoting the expenditure and staffing authority that each department has in 
order to carry out its mission and provide services to the Town.  The Finance Department monitors 
revenues and expenditures through the fiscal year for reportable conditions of major fluctuations in 
revenues and/or expenditures. 
 
No money shall be drawn from the Town Depository, nor shall any obligation for the expenditure of 
money be incurred, except in pursuance of appropriations made by the Town Council.  At the close of 
each fiscal year, the unencumbered balance of each appropriation shall revert to the fund from which 
it was appropriated and shall be subject to future appropriations.  
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5. Budget Reports.  The Finance Department will generate reports to the Town Manager and 
Departments on a routine basis or upon request. The Finance Department will prepare quarterly 
budget reports to Town Council identifying and highlighting sources and uses of funds in a summary 
format with narrative explanations of significant changes and fluctuations.  

 
III. Other Budget Initiatives:  

1.  The Town shall establish and maintain a Capital Reserve Fund to be used to renovate, repair 
and replace fixed assets of the Town, including public buildings, streets, storm sewers, park facilities 
and water and wastewater improvements.  The Town shall establish and maintain an Equipment 
Replacement and Reserve Fund to be used to replace movable fixed assets of the Town, including 
vehicles, off road equipment, and other equipment with an average life of more than three years and 
valued over $5,000.  There shall be established and maintained, within the Capital Reserve Fund and 
Equipment Replacement and Reserve Fund such accounts as shall be deemed appropriate by the 
Town Manager as evidenced in the Town’s annual budget.  The Capital Reserve Fund and 
Equipment Replacement and Reserve Fund shall be funded with contributions made from 
nonrecurring revenues as available and other revenues detailed in the budget submitted to the Town 
Council by the Town Manager.  
 
2.  The Capital Budget or Capital Improvement Plan (CIP) is a separate and distinct process of 
planning and budgeting but connects to the operating budget for future potential of adding operational 
expenditures (see section below on Capital Project Expenditures).  The annual budget will be 
developed to fund services of benefit for just one or two years and expenditures with long-term 
benefits will be put into a Capital Budget which takes a multiyear perspective.  The Town Manager 
will submit as an appendix to the Town’s operational budget a Capital Budget outlining capital 
improvement projects. The Town’s Capital Improvement Plan is developed as a five-year plan for 
both Utility and General Governmental purposes. 

 
 
IV.  Basis of Accounting and Budgeting  

1. The Town’s finances shall be accounted for in accordance with generally accepted accounting 
principles as established by the Governmental Accounting Standards Board. 

 
(a) The accounts of the Town are organized and operated on the basis of funds and account groups.  

Fund accounting segregates funds according to their intended purpose and is used to aid 
management in demonstrating compliance with finance-related legal and contractual provisions.  
The minimum number of funds is maintained consistent with legal and managerial requirements.  
Account groups are a reporting device to account for certain assets and liabilities of the 
governmental funds not recorded directly in those funds.  Governmental funds are used to 
account for the government’s general government activities and include the General, Special 
Revenue, Debt Service and Capital Project funds. 

 
(b) Governmental Fund types use the flow of current financial resources measurement focus and the 

modified accrual basis of accounting.  Under the modified accrual basis of accounting, revenues 
are recognized when susceptible to accrual (i.e., when they are “measurable and available”).  
“Measurable” means the amount of the transaction can be determined and “available” means 
collectible within the current period or soon enough thereafter to pay liabilities of the current 
period.  Substantially all revenues are considered to be susceptible to accrual.  Ad valorem, 
sales, franchise and tax revenues recorded in the General Fund, ad valorem tax revenues 
recorded in the Debt Service Fund are recognized under the susceptible to accrual concept. 
Licenses and permits, charges for services, fines and forfeitures, and miscellaneous revenues 
(except earnings on investments) are recorded as revenues when received in cash because they 
are generally not measurable until actually received.  Investment earnings are recorded as 
earned since they are measurable and available.  Expenditures are recognized when the related 
fund liability is incurred, if measurable, except for principal and interest on general long-term debt, 
which are recorded when due, and compensated absences, which are recorded when payable 
from currently available financial resources. 
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(c) The Town’s Proprietary Fund types are accounted for on a flow of economic resources 
measurement focus and use the accrual basis of accounting.  Under this method, revenues are 
recorded when earned, expenses are recorded when earned, and expenses are recorded at the 
time liabilities are incurred. 

 
2. The Town’s annual budgets shall be prepared and adopted on a basis consistent with generally 
accepted accounting principles for all governmental and proprietary funds except the capital projects 
funds, which adopt project-length budgets.  Depreciation expense is not budgeted.  All annual 
appropriations lapse at fiscal year end.   

 
V.  Financial Reporting 

1. Following the conclusion of the fiscal year, the Finance Director shall cause to be prepared a 
Comprehensive Annual Financial Report (CAFR) in accordance with generally accepted accounting 
and financial reporting principles established by the Governmental Accounting Standards Board.  The 
document shall also satisfy all criteria of the Government Finance Officers Association’s Certificate of 
Achievement for Excellence in Financial Reporting Program. 

 
2. The CAFR shall show the status of the Town’s finances on the basis of generally accepted 
accounting principles (GAAP).  The CAFR shall show fund revenues and expenditures on both a 
GAAP basis and budget basis for comparison purposes. 

 
3. Included as part of the CAFR shall be the results of the annual audit prepared by independent 
certified public accountants designated by the Town Council. 

 
4. The Finance Director shall submit to the Council a quarterly statement of all receipts and 
disbursements in sufficient detail to show the exact financial condition of the Town.   
 
5. Actual expenditures and revenues will be compared to the budget periodically to demonstrate 
operating/capital expenditure accountability. 

 
VI. Revenues 

1. The Town will strive to obtain franchise agreements that incorporate a franchise or rental fee with 
all public utilities (including municipally owned utilities).  The fee structure will be similar to other cities 
in the area and allowed by the Public Utility Commission.   In addition the Town will seek the “most 
favored nations’ clause” in its franchise agreements with public utilities operating within the Town. 

 
2. The Town will strive to maintain revenue diversification in order to improve the ability to handle 
fluctuations in individual sources such as property taxes, sales and other taxes.  Fees and Charges 
for services will be reviewed annually to the extent to which they cover the cost of the service being 
provided.   

 
3. The Town will pursue an aggressive policy of collecting all moneys due to the Town.   

 
4. The Town will continue an aggressive program to reduce the level of delinquent taxes.  The 
minimum collection rate objective is 98%. 

 
5. The Town will strive to maintain total delinquent taxes outstanding at an aggregate level not to 

exceed 10% of the current tax levy. 
 

6. Tax exemptions presently allowed by the Town will be monitored to include the Senior Tax 
Ceiling and the 65 year old and disabled person’s homestead exemption.  Additional residential or 
non-profit property exemptions must be approved by the Town Council.  
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VII. Fund Transfers 
1. General and administrative charge backs to the Water and Wastewater Fund are calculated 
annually to cover costs in the General Fund for services provided to the Utility.   The costs are 
calculated on a budget basis for the current year.  The Town has defined this charge back as a 
“payment-in-lieu-of-taxes (PILOT).  The Finance Department will prepare an annual calculation with 
review by the Town Manager and Public Works Director.   
 
2. Fund transfers are approved in the annual budget by Town Council and will be paid quarterly 
unless frequency is specified otherwise. 

 
 
VIII. Debt and Amortized Bond Payments 

1. The Town will manage the length of maturity of its long-term debt in order to lower net interest 
cost and to maintain future flexibility by paying off debt earlier.  The target amortization shall be 15 
years but not more than 25 years depending on the life of the asset. 
 
2. The Town will issue debt only to fund capital projects, which cannot be supported by current 

annual revenues or reserves of any operational or capital fund. 
 
3. The Town will strive to maintain and demonstrate the strongest creditworthiness relative to other 

U.S. municipal or tax-exempt issuers or issues.   The Town shall continue to seek to enhance its credit 
quality by frequent contact and visits with the rating agencies and monitoring the current trends and 
guidance from the agencies. 

 
IX. Fund Balances 

1. Fund balances are intended to serve as a measure of the financial resources available in a 
governmental fund. The Town will make distinguishing documentation of its reserved and unreserved 
fund balances as defined by the Government Accounting Standards Board (GASB) Statement No. 54.  
Only unassigned fund balances are available for spending first followed by other spendable fund 
balance reserves (Assigned and Committed). The Town will set aside resources or adequate levels of 
fund balance to mitigate current and future risks (e.g., revenue shortfalls and unanticipated 
expenditures) and to ensure stable tax rates.  The Town recognizes that healthy fund balances are 
crucial to the Town’s long-term planning and a separate policy consistent with the requirements of 
GASB 54 is made a part of these policies as an Exhibit A as adopted by Ordinance No. 1070.  
 
2. Fund balance reserves will only be used for one-time expenses.  The Town Manager may use 
fund balance reserves to balance the operating budget.  However, the Town Manager must designate 
one-time expenditures to offset the use of fund balance as a balancing mechanism.  
 
3. The Town will maintain a committed fund balance in its general-purpose fund (General Fund) an 
amount equal to three months or 25% of the regular general fund operating expenditures.   

 
4. The Town will maintain a reserve of near cash and investments in the Water and Wastewater 
Fund (“the Utility”) equal to two months (60 days) of the total operating revenue.  The reserve will be 
calculated based on total operating revenues from the last audited financial statements of the Water 
and Wastewater Fund. 
 
5.   The Town will maintain all required reserves to meet specific bond covenants in its proprietary 
funds (Water and Wastewater) as may be required. 

 
 
X. Capital Project Expenditures 

1. The Town of Little Elm will develop a multi-year plan for capital projects which identifies all 
projects likely to be constructed within a five-year horizon.  The multi-year plan will reflect for each 
project the likely source of funding and attempt to quantify the project’s impact to future operating 
expenditures.   
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2. Capital Projects will be constructed to: 
a. Protect or improve quality of life 
b. Protect or enhance economic vitality 
c. Support new development 
d. Provide significant rehabilitation of Town infrastructure for sustained service. 

 
3. Capital project expenditures will not be authorized by the Town Council without identification and 
commitment of revenue sources sufficient to fund the improvement. 
 
4. The Town will fund the entire cost of proposed projects in debt proposals, without relying on 
matching funds from other agencies or entities unless said matching funds are designated and 
available for use at the time of the issuance of the debt 
 
5. In order to minimize the issuance of debt, the Town of Little Elm will attempt to support capital 
projects with appropriations from operating revenues or excess fund balances or grant funds. The 
finance department will coordinate with grant administrators the accounting for grants. 

 
XI. Cash Management and Internal Controls 

1. Written guidelines on cash handling, accounting, segregation of duties, and other financial 
matters shall be maintained for internal controls and review by the Town’s external auditors in an 
annual Risk Assessment. 
2. Each department director shall ensure that departmental procedures are adequate to safeguard 
Town Funds. 
3. Staffing and training shall be reviewed periodically to ensure adequacy of controls. 
4. Daily Deposits of cash receipts shall be made daily. 
5. Interest earnings shall be maximized through a managed approach to cash flows. 
6. The Town’s investment portfolio shall be managed in accordance with the Public Funds 
Investment Act and the Town’s Investment Policy. 
7. The Finance Department shall quarterly present to the Town Council its Investment Report 
consistent with the Public Funds Investment Act (PFIA). 
8. The Finance Department shall conduct a review of its Investment Policies annually in October 
and shall be presented to Town Council for approval with any revisions. The Town’s Investment 
Policies are attached as an exhibit to these policies and procedures.   

 
XII. Escheatment / Unclaimed Property 

1. The Finance Department will review its outstanding check registers at least annually and reissue 
checks upon request or when vendors are located.  
2. An unclaimed property listing will be posted on the Town’s Web Page with instructions on claims. 
3. The Town will maintain an internal unclaimed property listing for a period of 12 months and will 
escheat property to the State Comptroller in accordance with State Escheatment statutes as needed 
and in accordance with State Statutes. 

 
XIII. Fixed Assets and Inventory Controls and Maintenance 
 

1. The Town of Little Elm shall maintain a Fixed Asset and Inventory system whereby assets are 
tracked and recorded for safeguarding purposes as well as managing depreciation.  The threshold for 
capitalization of assets shall be set at $5,000.  The Finance Department shall track fixed assets as 
purchased and record the same in the Town’s financial system.  All electronic purchases including 
desktop workstations and lap-tops will be tracked for inventory purposes but not capitalized for 
depreciation purposes. 
2. The Town will use a tag and label system for asset and inventory control. 
3. Infrastructure and facilities are capitalized and recorded at total acquisition cost at final walk 
through and acceptance by the Town. 
4. For further protection of Town assets, the Town shall insure all properties for loss protection. 
5. The Town’s Risk Manager will maintain a schedule of assets based on the Town’s insurer (Texas 
Municipal League Intergovernmental Risk Pool). 
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XIV. Surplus Town Property 
1.  Surplus Town property is defined as any Town-owned property, other than real estate and 
buildings, that has become outdated or no longer needed for current operations yet still has a 
potential resale value.  Surplus goods include, but are not limited to, equipment, tools, vehicles, 
computers, software, supplies, paper stock, books and furniture.   
 
2.  The responsible Department Head and Finance Director shall jointly determine when Town-
owned property has no resale value.  Resale value shall take into consideration the cost of preparing 
the item for sale.  Items without potential resale value may be disposed of in any manner approved by 
the responsible Department Head and Finance Director and shall be fully documented. 
 
3.  Department Heads will submit in writing, lists of property that they recommend to be designated 
as surplus.  Only the Town Manager or Finance Director has the authority to declare Town-owned 
goods as surplus.  A staff member of the Finance Department will review all surplus property lists 
for items that may be on asset rosters and update such rosters accordingly.  
 
4.  Surplus goods will be disposed of in a manner that will yield the greatest possible benefit to the 
Town.  Whenever possible, items will be batched together and sold at public auction. Individual 
items that are not easily stored for future auction may be disposed individually by making a good 
faith attempt to obtain the highest price for the item(s). Proceeds from such sales will be accounted 
for in accordance with Generally Accepted Accounting Principles such as they are applied to 
government.  
 
5.  In order to maintain the highest appearance of ethical propriety at all times, surplus goods may 
not be given or sold directly or indirectly to Town employees or Town officials except under 
exceptional circumstances. Exceptional circumstances for surplus property may be approved with a 
written recommendation from the employee’s Department Head and subsequent approval of the 
Finance Director and the Town Manager.  An example of such an item would be a ballistic vest 
tailored to a specific officer or a work attire item such as a fire helmet used by a retiring firefighter.  
 
6.  Town employees are not permitted to participate in public auctions for the purchase of surplus 
Town goods.  
 

XV. Vehicle Related Purchasing and Disposal Issues  
1.  The Town’s Fleet Manager under the direction of the Public Works Director shall maintain a 
vehicle and equipment replacement schedule for administrative and budgetary utilization.  The 
schedule will be prepared on a five year basis with input and in coordination with each department 
and division of the Town. 
  
2.  The term “Vehicle” will encompass all rolling stock acquired by the Town.  This will include all on 
and off-road equipment such as passenger vehicles, motorcycles, truck stock, road construction 
equipment of all sorts, forklifts, tractors, trailers, riding mowers, etc.  
   
3. Specifications for the purchase of new vehicles shall be developed with the combined input of the 
requisitioning Department and the Fleet Manager.  
   
4. Acceptance and delivery of new vehicles will take place under the direction of the Fleet Services 
Manager.   The Fleet Services Manager will have sole responsibility to ensure the vehicles are 
properly prepared both mechanically and with proper documentation and licensing.   Vehicles will be 
placed into service only with the approval of the Fleet Manager, except under emergency 
circumstances.  Emergency service use must receive the approval of the Town Manager within two 
working days after the service began.  
   
5. Vehicles submitted by a requesting department as being replaced by a new acquisition will be 
disposed of in the same manner as other assets, as described elsewhere in this policy.  Such 
vehicles slated for replacement will not be retained as part of the fleet without the written approval of 
the Finance Director or the Town Manager.  
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XVI. Purchasing Policies and Procedures 
Purchasing is the procurement of materials, supplies, equipment and services at the lowest cost and best 
quality to assist in the effective operation of the Town of Little Elm.  
 

1. The Town of Little Elm shall establish and maintain a written “Purchasing Policy and Procedure 
Manual” which is an exhibit to this policy statement.   
  
2. The goal of the Town of Little Elm’s Purchasing Policy is to ensure that all Town Departments and 
functions receive maximum benefit from the expenditure of Town funds and that vendors will make a 
reasonable profit in providing goods and services to the Town. Success in this effort will be best 
achieved with the mutual cooperation of each Town department, the Purchasing Agent, and vendors.  
  
3. The Purchasing Manual is a compilation of Town Charter provisions, applicable state laws, 
administrative regulations, and good business practices for the purchasing process.  Adherence to 
these rules and regulations is necessary to comply with Texas State laws and meet the goals of our 
Purchasing Policy.  

 
XVII. Credit Card Policy 
The Town shall establish a “Purchase Card” written policy and procedure manual (P-CARD Policy).  The 
policy is attached as an exhibit to this document.  
 

1. Town credit cards are issued to Town employees to purchase low-cost supplies or services for 
official Town usage only.  No personal items or services are to be purchased with the Town credit 
card under any circumstances, nor shall the card be used to circumvent the Purchasing Policy 
bidding requirements as per the Local Government Code (§252.062). The Town credit card is not to 
be used for obtaining cash nor is the employee to accept cash in lieu of a credit to their account.  Any 
violation of this policy may result in the employee’s loss of credit card privileges, and or other 
disciplinary action.  
  
2. The Town of Little Elm is tax-exempt. Whenever possible, the employee should make their credit 
card purchases with a vendor whom the Town has an account to avoid having sales tax charged. If 
the Town does not have an account with the vendor, the employee should provide the vendor with a 
completed tax-exemption form obtainable from the Finance Department prior to the purchase.  
  
3. Use of the Town credit card for travel must be made in accordance with the Town’s Travel Policy 
(refer to the Personnel Handbook).  
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POLICY AND PROCEDURES 
FOR PURCHASING GOODS AND SERVICES ON  
BEHALF OF THE DEPARTMENT/DIVISION  

 
 
I. Purpose 
 

The purpose of the purchasing procedures is to provide the Town staff with a written 
policy for the procurement of material, services and equipment.  The Town of Little Elm 
is committed to insuring that all purchases are in compliance with State and local laws 
and policies when procuring the highest quality material and services at the best value 
for the citizens of Little Elm. Any Town department conducting a formal bid, RFP, or 
RFQ shall notify the Finance Director to insure compliance with State law (e.g. 
newspaper advertisements, written specifications).   
 

II. Bidding  and Purchasing Procedures  
 
A. Purchases less than $1000 – no documented quotes are required; however, 

competitive pricing through “Purchasing Cooperatives” or other discount retailers 
or distributors must be checked first and documented before purchasing outside 
of purchasing cooperatives.   

 
B. Purchases greater that $1000 but less than $10,000  

 
1. Not less than two (2) written quotes must be received if the materials, 

services or equipment cannot be purchased through a purchasing 
cooperative.  Pricing and contact information must be noted on, or 
attached to, the purchase order.   

 
2. Historically Underutilized Businesses (HUB) located in Denton County is 

required by State law to be contacted for quotes if the purchase for goods 
or services will exceed $3,000. 

 
3. HUB vendors can be found on the State Comptroller’s Web Page at 

http://window.state.ts.us/procurement/prog/hub. 
 

C. Purchases greater than $10,000 but less than $50,000 - not less than three (3) 
written quotes must be received and must be attached to the purchase order 
when submitted to finance; and, the written quotes must be signed by the 
vendor’s representative; and, as applicable, the quote should state an expiration 
date.  

 
1. Historically Underutilized Businesses (HUB) located in Denton County is 

required by State law to be contacted for quotes if the purchase for goods 
or services will exceed $3,000.   

 
2. The following information will be required when using a “No Response” as 

one of the three bids:  Company name, contact person and telephone 
number.  

 
3. Documentation must be provided if product or vendor is a sole source. 
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D. Purchases of $50,000 and greater 
 

1. Purchases must be accomplished through the formal request for bid or 
the request for proposal process with detailed written specifications.  The 
development of the written specifications will be required and may require 
expert assistance.   Purchasing cooperatives or interlocal agreements 
may be utilized to satisfy the competitive bid process.  The individual 
departments are ultimately responsible for written specifications and to 
make sure that all advertisements for bids be copied to the Town 
Secretary for publication in accordance with State law or noted if other 
procedures apply. Specific requirements for purchases greater than 
$50,000 can be found in Chapter 252 of the Texas Local Government 
Code, Subchapter B. 

 
2. All purchases of $50,000 or greater must be submitted to Town Council 

for approval.  This includes any purchases exempt from the bidding 
procedure.  The requesting Department will make a Town Council award 
recommendation and will be responsible for all disclosure and briefing 
information to the Town Manager and Town Council.  It is the 
responsibility of the requesting Department to present the request to 
Council after the approval of supporting documentation by the Town 
Manager and Finance Director. 

 
3. No purchase orders will be issued prior to Council approval.  Council 

approval date must be noted on purchase order.  If applicable, a copy of 
the resolution of Council must be attached to the purchase order. 

 
4. All professional service contracts shall be attached to the original 

purchase order and in bid packet. 
 

E. Formal Bid Procedure for Town Departments – In order to assist Town 
departments in complying with all purchasing laws and these policies and 
procedures, it is requested that each department soliciting formal bids abide by 
the following procedures: 

 
1.   The department will provide the bid name, opening date and time and the 

location of the bid opening.  For RFQ’s and RFP’s, the bid name, due 
date and time will be required.  This enables the receiving department to 
easily identify each bid and also provides the information to advertise the 
bid on the Town’s website.  It is highly suggested that each department 
utilize the Town Secretary to receive and time stamp sealed bids and 
proposals. 

 
2.   Vendor lists registering all vendors requesting to receive bids from the 

Town of Little Elm are maintained at the Department level.  However, the 
Finance Department is available to assist with your vendor options.   

 
3.   A Finance representative will attend all bid openings for consideration of 

invoicing and payment terms.  This is to protect the using departments 
against any claims of impropriety and is a good internal control 
procedure. 
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4.  If only one bid is received, the Finance Director may call all other vendors 
receiving a bid. This is to protect the Town and its departments from 
accusations of favoritism or soliciting bids that are proprietary.  The 
Finance Department is available to assist with soliciting bids. It is the 
intent of the Finance Department to support and provide guidance to the 
all departments regarding purchasing. 

 
F.  Sole Source Purchases – Competitive bids cannot be obtained on items 
 that are only available from one source. 
 

1. The following are available from only one source and are exempt from 
bidding: 

 
a. Items that are available from a single source because of patents, 

copyrights, secret processes or natural monopolies; 
 
b. Films, manuscripts, or books: 

 
c. Electricity, gas, water or other utility services;  

 
d. Captive replacement parts or components for equipment;  
 
e. Books, papers and other library materials for a public library that are 

available only from the person holding exclusive distribution rights to 
the material 

 
2. Any items not listed above that are considered sole source will need to be 

supported by the following: 
 

a. Statement on how the determination was made that the item(s) 
requested is/are only available from one source.   
 

b. Statement on company letterhead from vendor attesting to the fact 
that the item(s) being requested is/are only available from that vendor.  
  

c. Information concerning previous attempts to obtain competitive bids 
on the item(s) requested.  

 
d. Names of those contacted in an effort to find other sources. 

 
3. Sole source determination will need to be approved by the Finance 

Department before purchase is made. 
 

G. Emergency Purchases – These purchases are exempt from competitive 
bidding. 

 
1. Items purchased in case of public calamity to relieve the needs of the 

citizens or to preserve Town/County property. 
 
2. Items to preserve or protect the public health or safety of the residents of 

the Town/County. 
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3. Items necessary because of unforeseen damage to public property. 
 

H. Other Exemptions from Competitive Bidding - These items are exempt from 
competitive bidding. However, any use of Town funds over $50,000 must be 
approved by Town Council. 
 
1. Personal or professional services  
 
2. Work paid for on a daily basis (day labor) 

 
3. Land or right of way 

 
4. State of Texas Catalog Purchases  
 
5. Interlocal Cooperative Purchasing Contracts (e.g., DIR Direct, HGAC, 

TASB/Buyboard, Tarrant County) 
 

I. Competitive Bidding and Proposals – Invitations for Bid, Request for 
Proposals (RFP) and Request for Qualifications (RFQ) are means for notifying 
the vendors that the government has specific requirements for goods/service and 
that they are being offered an opportunity to fulfill  those requirements. Specific 
competitive bidding requirements on public works contracts can be found in 
Chapter 271 of the Texas Local Government Code, Subchapter B. 
 
1. Competitive bidding provides a means for the available vendors to 
 compete with each other to provide goods and/or services.   
 

a. The purpose of the competitive bidding is to ensure that public 
monies are spent properly, legally and that the best possible value 
is received for the money.  It is also to give qualified and 
responsible vendors a fair and equitable opportunity to do 
business with the City.   

 
b. When purchasing through the State of Texas (Comptroller)  it is 

still recommended that competitor’s pricing be obtained to show 
that prices are in line. 

 
c. Formal sealed bids are used for those bids exceeding $50,000.  

They are required to be advertised in a local newspaper and 
publicly opened at a set date and time that shall be at least 
fourteen (14) days after the first of two advertisements. 

 
2. Competitive proposals are similar to competitive bids, but are limited by 

Texas statutes. They can only be used for procurements of high-
technology products or services and in some cases for procuring 
insurance.  Although there is no legal requirement to do so, proposals are 
often used to procure  professional and personal services.  he 
Professional Services Procurement Act prohibits using competitive bids to 
procure those   

 
a. Specifications are written using performance standards rather than the 

description of the good or service. 

15

34



  Purchasing Procedures 
    Page 5 of 6 
 
 

b. Vendors submit proposals of their own design for a system to 
satisfy the requirement set forth in the proposal.  Proposals may 
incorporate entirely different hardware or services to accomplish 
the same performance. 

 
c. After proposals are received, the Town may enter into 

negotiations with as many vendors as have submitted feasible 
proposals in order to arrive at the best possible proposal for each 
vendor. 

 
J. Cooperative Purchasing – Cooperative purchasing is one of the ways that local 

governments can save time and money in their purchasing programs.  It occurs 
when two or more entities (state, federal or local governments) coordinate some 
or all of their purchasing needs so that they can join in purchases to the  mutual 
benefit of all the entities concerned (e.g. fuel, radio  equipment, vehicles). A local 
government cooperative purchasing agreement must be developed and 
approved by the Town Council.  The Town currently has interlocal agreements 
with Tarrant and Collin Counties. 
 
1. The benefits are: 
 

a.  Lower costs through increased volume. 
 
b.  Lower (shared) administrative costs. 
 
c.    Improved response from vendors. 
 
d.  Shared experience leading to better product specifications. 
 
e. Better compliance with state statutes on purchasing. 
 

2. There are several ways cooperative purchasing can be done.   
 

a. Entering into a cooperative agreement with another government 
entity for a bid. 

 
b. Two or more governments may join to purchase one or more 

goods/services jointly. 
 

c. Buying from state contracts. 
 

d. Purchasing through a third party (e.g. Houston-Galveston 
Administrative Council). 

 
3.  Legal Constraints – There are different statutes for different types of 

government.  When purchasing cooperatively, the strictest statute should 
apply. 
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K. Signature Authority 

 
Each Department Director delegates signature authority for their division.  Authorized 
personnel are then allowed to sign for requisitions and/or receiving reports to the 
specified amount. 
 

 Typically, those with signature authority are department heads/ supervisors 
(anyone in charge of a budget) and Administrative Assistants. 

 
 Department Directors are required to approve all purchases exceeding $500.  

Expenditures of $500 or less can be delegated for signature authority at the 
discretion of the Department Director 
 

 Any purchases over $50,000 require advanced Town Council approval. 
 

 A letter or memorandum must be on file with Finance if signatory authority is 
delegated to anyone other than a Department Director or Department Head. 
This communication must be directed to the Director of Finance or Assistant 
Finance Director. 

 
 If you have questions about signature authority, call Finance for more details.   
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Town of Little Elm Purchase Card Policy 
Council Adoption:  March 2012 

 

 

 
 

 
 
A. Purpose 

 
The purpose of the Purchasing Card Program is to provide the Town with an efficient and 
controllable method of making small dollar commodity, service, and travel purchases.  The Town 
will issue cards via JP Morgan Chase. The card will be primarily used in place of petty cash, small 
regular purchase orders, blanket purchase orders (where sales are made over-the-counter), 
emergency purchase orders, and other credit card use. This card policy is not intended to 
replace, but rather supplement existing purchasing policies and procedures.  
 

B. Advantages to the Town 
 

 Better control of cash. 
 Improved timeliness of paying vendors and recording expenditures. 
 More frequent point of sale matching of expenditure and goods/services received. 
 More internal control for purchases. 
 Reduced paper work. 
 Cards can be programmed for a particular use, such as travel, to help stream line the 

process. 
 

C. Usage 
 

A. The card can be used for the following: 
 

1. Any transaction that doesn’t exceed the Cardholder’s transaction limit.  
2. Over-the-counter type retail purchases. 
3. Purchases made by telephone or online. 
4. Travel (including meals and lodging), conference fees, and training. 
5. Any other business related purchase as long as goods/services purchased are 

not covered under a Town supply contract such as for fuel, utilities, cell phones, 
and computer equipment or software. 

 
B. Purchases made on the card will be for Town business only.  The card is not a personal line 

of credit. When in doubt as to whether a purchase is allowable under Town policy, the 
Cardholder should contact their Department Director before making the purchase.  

 
C. Employee Expense Reports with Credit Card Transactions:  Credit card purchases that are 

reported on travel expense reports will be itemized and copies of credit card receipts should 
be submitted as supporting documentation.  The original receipts would accompany the card 
holder’s monthly reconciliation. 
 

PURCHASING CARD 

POLICIES AND PROCEDURES 
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IV. Duties and Responsibilities 
 

A. CARDHOLDER 
 

1. The Cardholder (employee issued a card) will on a monthly basis receive a 
statement of activity from JP Morgan Chase to reconcile his/her purchases by 
ensuring each charge on the statement is proper, sales tax was not applied, hard 
copy receipt is present, and each charge is updated with a proper description 
and cost center. The Cardholder will sign the monthly statement report, attach 
the reconciled cycle statement, the related receipts, and promptly submit to the 
Department Director for approval. After approving the hard copy cycle 
statement/receipts, the Department Director will forward them to the Program 
Administrator for review, general ledger updating and filing for audit purposes. 
The Cardholder will be required to complete the JPMorgan Chase “Cardholder 
Account Application Form and Instructions” (Appendix A). 

 
2. Each Cardholder is responsible for all charges to his/her assigned card and a 

card is not to be loaned or made available to another employee or family 
member to purchase items for the Town. 

 
3. Cardholder is responsible to maintain the card in a safe and secure manner that 

prevents unauthorized or improper use. 
 
4. Each Cardholder shall use the card only for authorized purchases which are 

consumables goods and services used solely for Town business and are in 
compliance with the Town’s Purchasing Policies.  Cards should NOT be used to 
replace good planning of required items.   

 
 A hardcopy receipt listing each individual item purchased must be obtained from 

the vendor each time the card is used. A receipt from a restaurant must include 
the card swipe receipt with the tip amount and the original detail receipt itemizing 
the food/beverage order – this is generally the first cash ticket before card or 
cash presentment.  Online and telephone charges must also be documented by 
a receipt, which may require the Cardholder to request the vendor to email, fax or 
mail the Cardholder a receipt.  

 
5. A Cardholder is responsible for immediately notifying JP Morgan Chase, 

his/her supervisor, and the Program Administrator if the card is lost or 
stolen.  The contact number at JP Morgan Chase is 800-316-6056. The 
Cardholder shall then complete the Lost Card form and submit it to the 
Program Administrator promptly. 

 
 
6. Each Cardholder must acknowledge receipt of the purchase card, understand the 

rules of usage, and sign the “Employee Agreement Form” (Appendix B).  Failure 
to abide by this Purchasing Card policy will result in revocation of card and 
disciplinary action up to termination of employment.  The Cardholder will be 
required to reimburse any unauthorized transactions, with the Town reserving the 
right to withhold final paychecks until final reconciliation of purchases are 
resolved. 

 
7. After the Cardholder makes a card purchase, the transaction will appear on the 

Cardholder’s current statement under the cycle-to-date transactions.  The 
transaction usually takes two to three days to appear online. 
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B. DEPARTMENT DIRECTOR (APPROVER) 
 

1. The Department Director is responsible for providing guidance to the Program 
Administrator in designating Cardholders and what transaction and merchant 
limits shall apply to each card’s use. The Director ensures that purchases are 
proper and within Town policies by approving each statement submitted by a 
Cardholder(s).  Department Directors may implement more stringent internal 
authorization procedures that Cardholders must follow in order to make 
purchases with the card.  In addition, activity reports are available for additional 
review by the Department Director if so requested.  

 
The “approver” is the Department Director or supervisory level employee who is 
responsible for approving the Cardholder’s use of the purchasing card. The 
Cardholder will be provided with a hard copy of the cycle statement monthly.  It is 
the Cardholders responsibility to attach detailed receipts and submit the 
reconciled report in a timely manner to the Department Director who is 
responsible for signing off on the hard copy of the report prior to submission to 
Finance.  After approval, the statement will be updated to the general ledger.   It 
is imperative that all Cardholder's monthly report be into the Finance Department 
no later than the 20th day of each month.  

 
2. Upon resignation, transfer, or termination of a Cardholder, the supervising 

Department Director shall notify the Program Administrator immediately and the 
card shall be turned in to the Program Administrator.  In the event of 
unauthorized or inappropriate purchases, the Town reserves the right to withhold 
final paychecks until this is resolved.   

 
3. In the event a Cardholder has used the card fraudulently, the Department 

Director shall immediately retrieve the card and report the misuse to the Program 
Administrator.  Fraudulent activity of any kind is cause for immediate 
suspension or termination which is handled through the Town’s Human 
Resources Department.    

 
C. PROGRAM ADMINISTRATOR 
 

1. The “Program Administrator” manages the purchasing card program and is the 
Town’s point of contact for the card program. In the absence of the Program 
Administrator, the co-administrator is the point of contact.  The administrator 
trains and sets up users, maintains card limits and documentation, and monitors 
the usage of the cards online, as well as the online and hard copy reconciliation 
and approval of the cycle statements.  The administrator has no approval power 
over card transactions, but verifies all information about the transaction prior to 
downloading to the General Ledger. The administrator and backup are 
knowledgeable of all the procedures in the purchasing card policy.  The 
administrator may not modify or revise the purchasing card policy, but rather is 
charged with implementing the policy and advising the Director of Finance of 
problems that may prompt a need to revise the policy.  

 
2. Program Administrator is responsible for downloading the purchase card 

transactions into the general ledger after they have been reconciled by the 
Cardholder and approved by the Department Director.  It is imperative that each 
Cardholder and approver routinely and promptly reconcile and approve the 
transactions and forward the hard copy approved cycle reports with attached 
receipts to the Program Administrator to afford timely recording of expenditures.  
A failure to process these steps in a prompt manner will subject the Cardholder 
to revocation of card privileges.  
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3. The Program Administrator will also report to the responsible Department Director 

and Director of Finance any Cardholder infractions or potential infractions.  The 
Director of Finance in concert will all key stakeholders retains the sole right of 
determining if the cardholder remains active in the purchase card procurement 
program.  Misuse and/or abuse of card privileges will be dealt with as follows: 
 
1st Occurrence:  The Program Administrator and Director of Finance in conjunction 
with the Department Director will determine if the individual Cardholder will continue 
in the card program; the Department Head will confer with Human Resources on 
disciplinary action as necessary and if the cardholder should be individually 
responsible for an inappropriate charge.   
 
2nd Occurrence: The Program Administrator and Director of Finance will terminate 
the cardholder’s privileges with deferral to the Human Resources Department for 
disciplinary action. 
 

3.   Completion of the Cardholder Affidavit Form and/or the Affidavit of Lost/ Destroyed                                                                                                                                         
Receipt Form will constitute a "strike" against the Cardholder.  
 

4. Periodically the Program Administrator may review Cardholders activity, daily 
spending limits, monthly credit limits and restricted vendors with the assigned 
Department Head/Director to ensure safeguarding the integrity of the Purchase Card 
Program. 

 
V. JP MORGAN  
 

A. Payment will be made to JP Morgan 30 days after the date of invoice, which includes 
charges during the past 30 day period. Payment will be processed regardless of whether 
the transactions have been approved by the Cardholder or approver.   

 
VI. CARD LIMITS & SALES TAX 
 

A. Each individual purchasing card has individual transaction and/or monthly spending limits 
as well as restrictive merchant codes (MCC). The card may be restricted as to the 
number of swipes that may be made for a given period of time and vendors the 
Cardholder may purchase from.  Card may also be restricted as to the daily, monthly, or 
transaction amount(s) of card purchases. A card transaction will be denied when swiped 
if the transaction exceeds any of the limits. These limits and restrictions can be adjusted 
on-line by the Program Administrator and will take effect immediately.  
 

B. As a tax-exempt government agency, the Town of Little Elm does not pay sales tax. The 
Card will display the Town’s tax exempt number and each Cardholder will be provided 
with a tax exempt card indicating the Town’s tax exemption status.  Cardholders are 
responsible for insuring that the merchant does not include sales tax in the transaction.  If 
tax is included, the Cardholder is responsible for reversal of the sales tax charge or 
reimbursing the Town for taxes paid. 
 

VII. RESTRICTIONS AND EXEMPTIONS 
 
A. Employees may not use the card for the following: 
 

1. Any purchase of items for personal use.  
 
2. Cash refunds or advances. 
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3. Any purchase of goods/services or, at a merchant type not considered prudent or 
of good judgment.  

 
4. Any transaction amount greater than the Cardholder’s transaction limit.   
 
5. Items under contract, unless an emergency exception is granted by the Director 

of Finance. 
 

6. Alcohol or liquor of any kind.  Patronization of bars, drinking places and package 
liquor stores should not be paid for with the purchasing card.   

 
7. Separate, sequential, and component purchases or any transaction made with 

intent to circumvent the Town's purchasing policy or state law. 
 
8. Any other purchase specifically excluded in the Town purchasing policy. 
 
9. Fuel purchases in lieu of a fuel card. 
 
10. Computer hardware, software and services (except as approved by the Director 

of Finance or within the recommendations of the Town’s IT Staff). 
 
11. Communications hardware, software and services (except as approved by the 

Director of Finance or the Town’s IT Staff). 
 
12.  Services - such as contracts and agreements. 
 
13.  Entertainment - theater and movies, shows etc. 

 
B. Documentation:  Supporting documentation, which lists each item purchased, must 

accompany each transaction. 
 

C. Personal Use Restrictions:  The card may not be used to pay spouse/family expenses 
incurred while traveling. Only Town business expenses are allowable and the Cardholder 
will pay personal expenses separately. 

 
VIII. Obtaining A Purchasing Card 
 

A. Steps: 
 
1. Department Director requests a procurement card and meets with Program 

Administrator to determine appropriate transaction limits. 
 
2. Employee submits a completed signed application form and employee 

agreement form to the Program Administrator. 
 

3. The Program Administrator will request issuance of purchasing card from JP 
Morgan Chase. 
 

4. Upon receipt of the card, the Program Administrator will schedule employee’s 
training. Upon completion of training, the Cardholder signs the Cardholder 
agreement in the presence of the Program Administrator, and the Program 
Administrator issues the card to the new Cardholder. 
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IX. Revocation of the Purchasing Card 

 
A. The purchasing card is subject to revocation at any time at the discretion of the Department 

Director.  The Program Administrator will recommend to the Director of Finance and 
Department Director that the card be revoked upon indication of any violation of the 
Purchasing Card policy and procedures.  When a card is revoked, changes are made on-line 
and take effect immediately.  The Program Administrator is further authorized to temporarily 
suspend use of the card via electronic methods if unauthorized use is discovered and such 
use poses a threat to internal financial controls. 
 

X. Purchasing Card Activation  
 

The cardholder must call JP Morgan Chase in order to activate the Purchasing Card before using 
the card.  Upon receipt of the card, the cardholder must sign the back of the Purchasing Card and 
always keep the card in a secure place.   

 
XI. Cardholder Guidelines 

 
The Town of Little Elm's purchasing policy supersedes and guides the usage of the 
Purchasing Card program.  Violations of the purchasing policy will constitute abuse and be 
subject to the policy guidelines for infractions (Strike 1-2-3). 

   
A. All Cardholders should follow these guidelines below when using the Purchase Card 

 
1. Determine if the transaction is an acceptable use of the card, and within the   
 cardholder's spending limit as well as within purchasing policy guidelines.   
 All purchases are subject to available budget appropriations and 
 compliance with the Town's Purchasing Policy.   

 
   Spending limits per Purchasing Policy: 
 
    a.  $0 - $500  Department Employee/Designee 
 
    b.  $0 - $4,999.99 Department Head/Director 
 
    c.  $5,000 - $9,999.99 Department Head & Town Manager 

  
2. Identify the supplier, call, fax or visit the supplier to place orders. 

 
3. If the order is by mail, specify cardholders name, The Town of Little Elm, 

Department and shipping instructions.  Also specify the Purchasing Card 
number, expiration date and name as it appears on the card.   

 
4.  Inform the vendor that the Town is tax-exempt.  Forward or supply a copy of the 

tax-exempt form to the vendor if necessary. 
 
5. Confirm pricing and freight costs, making sure the total does not exceed the 

single transaction dollar limit that has been assigned to you. 
 
6. Request a hard copy of the pricing and freight costs to be faxed to the cardholder 

and/or included in the shipment.  Inform the vendor that an invoice or statement 
should NOT be sent to Accounts Payable; otherwise a duplicate payment would 
be processed to the vendor. 
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Town of Little Elm Purchase Card Policy 
Council Adoption:  March 2012 

 

 
7.   Ask the supplier if a purchase order number is required.  If a vendor/supplier 

requests a purchase order number, use your employee number. 
 
8. Request that the vendor/supplier indicate your name and the words "P-Card" 

appear on all packing lists and box labels.  This will enable the department to 
facilitate delivery of your order/purchase.  Shipments without this information may 
be refused by the Town and returned to the vendor/supplier. 

 
B.  Receiving Supplies and Services 
 
 1. A copy of the charge slip, sales receipt or any other information related to the 

 purchase must be kept and attached to the monthly card statement reconciliation 
 report by the Cardholder. 

 
 2. The Cardholder should instruct the vendor on each purchase: 
 
  a. DO NOT send an invoice to Accounts Payable.  This will prevent   

  duplicate payments to the vendor.  The sales receipt received by the  
  Cardholder at the point of sale will be used to reconcile the monthly card  
  statement. 

 
  b.   The Town is TAX-EXEMPT.  A tax-exempt form should be provided to  

  the vendor upon request.   
 
C.  Returns, Credits and Disputed Charges 
 
 Should a problem arise with a purchased item, services or charge, every attempt should 

be made to first resolve the issue directly with the vendor/supplier.  Review of future 
statements is vital to ensure the account is properly credited for returns, credits and 
disputed charges.  The returned, credited or disputed item MUST BE NOTED ON THE 
MONTHLY CARD STATEMENT RECONCILIATION REPORT. 

 
 1.  Returns:  If a cardholder needs to return an item, contact the vendor/supplier and 

obtain instructions for return.  Note that some vendor/suppliers may charge a restocking 
and/or handling fee for returns.  Cash refunds are not allowed.  All returns should be 
indicated on the Monthly Card Statement Reconciliation Report. 

  
 2.  Credits:  If the vendor/supplier accepts an item as a return, a credit for this item should 

appear on the following month's statement.  All credits should be indicated on the 
Monthly Card Statement Reconciliation Report. 

 
 3.  Disputed Items:  If a Cardholder finds a discrepancy on a monthly statement, the 

Cardholder should contact the vendor/supplier and attempt to resolve the problem 
directly.  All disputed items should be indicated on the Monthly Card Reconciliation 
Report. If a Cardholder cannot resolve a disputed item directly with a vendor, the 
cardholder should complete a Fraud and Lost Card Affidavit form (included with your 
packet) to the Finance Department.  
 

  
XII.  Summary 

 
As a public entity, the Town is expected to be able to demonstrate to the public that it has spent 
their tax dollars wisely.  All participants in the purchasing card program are responsible for 
insuring purchases made with the card are in accordance with the terms and conditions of this 
and all other policies of the Town of Little Elm. Therefore, the Cardholder must make sure he/she 
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Town of Little Elm Purchase Card Policy 
Council Adoption:  March 2012 

 

has adequate documentation, including a clear explanation of exactly what the purchase is for. 
 
Participating in the purchasing card program will be the option of the employee as recognized by 
signing the User Agreement. 

 
XIII.  Supplementary Forms (attached) 
 

1.  Purchasing Card Employee Agreement 
 
2.  Fraud and Lost Card Affidavit Form  
 
3.  Affidavit of Lost or Destroyed Receipt 
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EXHIBIT 

INVESTMENT POLICIES 
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TOWN OF LITTLE ELM 
 
 
AGENDA INFORMATION SHEET: 
 
 
 
COUNCIL MEETING  
DATE: April 3, 2012 
 
 
PROJECT: Amendment to Development and Escrow Agreement for the 

design and construction of a Public Road Connector on F.M. 
423 at Smothermon Road between the Town of Little Elm 
and the developer, 423 East, Ltd. 

 
  
DESCRIPTION: Council approved a development agreement on November 1, 

2011 between the Town and 423 East, Ltd.  Town Staff had 
been working with the owner of the three tracts of land rezoned 
for development under the conditions of Ordinance 1039 along 
F.M. 423 centered at the intersection of F.M. 423 and 
Smothermon Road for several months.  The tract east of F.M. 
423 has been split into two tracts.  The Frisco Independent 
School District (FISD) bought approximately half of the tract 
(14 acres).  As a condition of that sale the school district was 
required to escrow certain funds with an independent escrow 
agent.  Both the school district and the developer were in 
agreement for the Town to act as the agent to design and install 
the agreed upon public improvements.  

 
The existing agreement between the developer and the Town 
allowed the Town to be reimbursed for design and construction 
costs on a public road connector past the school district property 
back to F.M. 423 and a right turn lane on F.M. 423.  The 
developer of the apartments, Western Rim, is moving forward 
with site work and is willing to contract directly with Quality 
Excavation, Ltd, the firm that constructed Smothermon Road 
for the Town, to finish the connector streets McCord Way and 
Martin Way from Smothermon Road over to FM 423.  The 
attached amendment letter agreement will allow developer to 
build the public improvements and received the escrow funds 
for that construction. 
 

 
COST: N/A 
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FUNDING:   N/A 
 
         

SCHEDULE: Developer to move forward with the improvements.  
  
 
RECOMMENDED   
ACTION: Staff recommends Town Council approve letter amendment 

to the Development and Escrow Agreement between 
developer, 423 East, Ltd, and the Town of Little Elm and 
authorize Town Manager to execute for the same. 

   
   
TOWN CONTACT: Jason W. Laumer, P.E.  

Director of Development Services 
JLaumer@littleelm.org 
(214) 975-0473 

  
 
ATTACHMENTS: 1.  Exhibit  
 2.  Letter Amendment 

3.  Executed Development and Escrow Agreement  
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STATE OF TEXAS  § 
    §  KNOW ALL BY THESE PRESENTS: 
COUNTY OF DENTON § 
 

 
WESTERN RIM INVESTORS 2011-6, L.P. 

2505 N Hwy 360, Suite 800 
Grand Prairie, TX 75050 

 
March         , 2012 

 
 

423 East, Ltd. 
1660 South Stemmons Freeway, Suite 400 
Lewisville, Texas 75067 
Attention: Mr. William A. Martin 
Telephone No.: (214) 683-7664 
Facsimile No.: (972) 436-4276 
E-mail Address:wamracing@yahoo.com 
 

Frisco ISD 
5515 Ohio Drive 
Frisco, Texas 75035 
Attention: Mr. Richard Wilkinson 
Telephone No.: (469) 633-6030 
Facsimile No.: (469) 633-6050 
E-mail Address: WilkinsR@friscoisd.org 

American Escrow Company. 
2626 Howell Street, 10th Floor 
Dallas, Texas 75204-4064 
Attention: C. Richard White 
Telephone No.: (214) 855-8868 
Facsimile No.: (214) 855-8848 
E-mail Address:RWhite@republictitle.com 
 

Town of Little Elm 
100 W. Eldorado 
Little Elm, TX 75068 
Attention: Jason Laumer 
Telephone No.: (214) 975-0405 
Facsimile No.: (972) 377-5540 
E-mail Address: jlaumer@littleelm.org 

 
 

Re: Development and Escrow Agreement dated October 25, 2011 (the "Escrow Agreement") 
among 423 East, Ltd., Frisco ISD and American Escrow Company ("Escrow Agent") 

 
 Agreement Regarding Development Work (Smotherman Road, New Public Road and Trail) 

dated October 25, 2011 ("Smotherman Development Agreement") 
 

Agreement Regarding Development Work (New Public Road Extension and Decel Lane) 
dated October 25, 2011 ("New Public Road Development Agreement") 
 
Agreement Regarding Development Work (Traffic Light) dated October 25, 2011 ("Traffic 
Light Development Agreement") 
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Dear Interested Parties: 

By its acquisition from 423 East, Ltd., Western Rim Investors 2011-6, L.P. ("Western 
Rim") is the owner and developer of that certain approximately 19.183 acre tract of real property 
(the "WR Property") located in the Town of Little Elm (the "Town"), Denton County, Texas.  
423 East, Ltd. and Frisco ISD ("FISD") own other tracts of land within the vicinity of the WR 
Property.  All of the above-mentioned tracts will derive access, utilities and other benefits by 
virtue of the roadway and utility improvements contemplated under the above-referenced 
Smotherman Road Development Agreement, New Public Road Development Agreement and the 
Traffic Light Development Agreement (collectively referred to as the "Development 
Agreements" and the work thereunder the "Development Work").  Pursuant to the Escrow 
Agreement, funds have been deposited with American Escrow Company for use by the Town to 
complete the Development Work.  In connection with its sale of the WR Property to Western 
Rim, 423 East, Ltd. nonexclusively assigned rights under the Development Agreements and 
Escrow Agreement to Western Rim as provided in that certain Assignment and Assumption of 
Agreements dated December 15, 2011 ("Western Rim Assignment").  

Although the Town has completed the Development Work for the Smotherman Extension 
(as defined in the Escrow Agreement) as contemplated under the Smotherman Development 
Agreement, the remaining Development Work under the Development Agreements has not been 
completed, and the although the Town was to complete the remaining Development Work under 
the Development Agreements, the parties believe it is in the best interest of all parties for 
Western Rim to complete the remaining Development Work in place of the Town.  Accordingly, 
the parties agree that (i) Western Rim will complete the remaining Development Work under the 
Development Agreements in the same manner as Town would have completed the Development 
Work (and in accordance with all other requirements set forth in the Development Agreements 
that are applicable to the Town, except as otherwise set forth herein), with Western Rim entering 
into approved Construction Contracts (as defined in the Development Agreements) and (ii) 
Western Rim shall receive disbursements of funds from the escrowed funds under the Escrow 
Agreement to pay for amounts due under approved Construction Contracts entered into by 
Western Rim, but in lieu of the manner in which disbursements of funds from the Escrow 
Agreement would have been made to the Town if the Town were completing the Development 
Work, disbursements of the escrowed funds to Western Rim shall be made in accordance with 
the disbursement procedures set forth on Exhibit "A" hereto ("Disbursement Procedures").    

The parties agree that the Standard Form of Agreement Between Owner and Contractor 
with Quality Excavation, Ltd. for the Smotherman Road Connection (Martin Way and McCord 
Way) attached hereto, with associated specifications contained in the specification book 
referenced therein entitled Smotherman Connector, Martin Way & McCord Way, SRC# 870-87-
65 dated February 2012 (collectively, the "Approved Connector Contract"), is approved by all 
parties.  The Approved Connector Contract shall be an approved Construction Contract and 
Western Rim is authorized to execute said Approved Connector Contract promptly after the full 
execution hereof.  With respect to all other Development Work not already completed or 
included in the Approved Connector Contract, Western Rim shall execute approved Construction 
Contracts for such Development Work as soon as reasonably possible, but if Western Rim does 
not enter into an approved Construction Contract for such other Development Work within 30 
days after notice from either FISD or 423 East, Ltd. (which notice shall not be given before Final 
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Plans (as defined in the Development Agreements) are approved as provided herein), then, 
without limitation of any other available remedies, 423 East, Ltd. and/or FISD may, with further 
notice to all parties hereunder, take over the authority to and enter into one or more approved 
Construction Contracts for such other Development Work not then completed or subject to an 
existing approved Construction Contract, using a qualified contractor of its/their selection that 
meets the Town’s requirements, and complete such Development Work thereunder (referred to 
as a "Construction Contract Takeover" and the party so taking over being referred to as a 
"Takeover Party"), and in such event, all applicable escrowed funds under the Escrow 
Agreement shall be disbursed to 423 East, Ltd. and/or FISD, as the case may be, in the same 
manner as Western Rim would have received such disbursements hereunder if Western Rim had 
entered into the approved Construction Contracts for such Development Work. 

In the event that the Development Work under any approved Construction Contract is not 
timely completed in accordance with the terms thereof through no fault of Western Rim (or 
through no fault of the Takeover Party, in the case of Construction Contracts entered by a 
Takeover Party after a Construction Contract Takeover), or if the contractor under an approved 
Construction Contract is otherwise in default thereunder, then whichever party hereto is the 
contracting party thereunder shall give written notice to the other parties hereunder of such 
default or failure and all parties hereunder shall fully cooperate together and act reasonably and 
in good faith to determine how to deal with the situation presented and how to effectively 
exercise available remedies under the approved Construction Contract against the defaulting 
contractor.  

The forgoing is subject to the following: (i) the procedure for developing and approving 
the Final Plans (as defined in the Development Agreements) shall remain the same, with the 
Town obtaining and submitting Submitted Plans (as defined in the Development Agreements), as 
contemplated under paragraph 2 of the Development Agreements, except the parties 
acknowledge that Western Rim, along with 423 East, Ltd., shall jointly hold the approval rights 
in favor of 423 East, Ltd. as set forth in the Development Agreements, provided that Western 
Rim shall exercise its approval rights in good faith (and nothing herein is meant to negate or 
otherwise limit FISD's approval rights as set forth in the Development Agreements); and (ii) no 
bond shall be required with respect to an approved Construction Contract for any remaining 
Development Work unless the Town or FISD so requires; and (iii) notwithstanding anything to 
the contrary in the Development Agreements, all funds remaining in escrow under the Escrow 
Agreement shall remain in escrow and disbursed to Western Rim (or the applicable Takeover 
Party in the event of a Construction Contract Takeover) in accordance with the Disbursement 
Procedures contained herein.   

If there are any excess escrowed funds remaining after all Development Work has been 
completed, then such excess escrowed funds shall be distributed to the applicable parties 
pursuant to the Escrow Agreement, and as between Western Rim and 423 East, Ltd., as set forth 
in the Western Rim Assignment, and if such funds are not sufficient to cover the cost of all 
remaining Development Work, then any excess costs shall be funded prorata among the 
applicable parties in proportion to the amount each party would be responsible for with respect to 
funding additional required amounts as set forth in the Escrow Agreement (and, as between 
Western Rim and 423 East, Ltd., as set forth in the Western Rim Assignment).  All parties agree 
that, with respect to the allocation of construction costs among various components of the 
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Development Work, Dan Grant of Kimley-Horn and Associates shall make final determination 
thereof unless such allocation is otherwise mutually agreed by all of the parties. 
 Texas law shall govern this Agreement, and venue for any disputes arising hereunder shall 
be in Denton County, Texas. Notwithstanding anything to the contrary, by signing this letter 
agreement nothing herein is intended to waive or limit the governmental immunity provided 
under law to Frisco Independent School District.  

 
Except as expressly provided herein, the terms and provisions of the Escrow Agreement, 

the Development Agreements and the Western Rim Assignment remain unmodified and in full 
force and effect.  This letter may be executed in one or more counterparts. 

 
Very truly yours, 
 
WESTERN RIM INVESTORS 2011-6, L.P., 
a Texas limited partnership 
 
By: Western Rim GenPar 11-6, L.P., 

a Texas limited partnership, 
its sole general partner 
 
By: Western Rim Investment Advisors 

11-6, LLC, 
 a Texas limited liability company, 
 its sole general partner 

 
 
 
  By: __________________________ 
   Marcus D. Hiles, 
   Chief Executive Officer 
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ACCEPTED AND AGREED TO BY: 
 
 
423 EAST, LTD., 

      a Texas limited partnership 
 
      By: WAM 423 East GP, LLC, 
       a Texas limited liability company, 
       its General Partner 
 
 
       By: __________________________ 
       Name: William A. Martin 

Title: Manager 
 
 

FRISCO INDEPENDENT SCHOOL DISTRICT 
 
       
      By: __________________________ 
      Name: Richard Wilkinson 

Title: Deputy Superintendent for Business and 
Operations 

 
 

TOWN OF LITTLE ELM, a Texas municipality 
 
       
      By: __________________________ 
      Name:  

Title:  
 
 

 
AMERICAN ESCROW COMPANY, a Texas 
corporation 

 
       
      By: __________________________ 
      Name: C. Richard White 

Title: Senior Vice-President 
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EXHIBIT "A" 
 

ESCROW DISBURSEMENT PROCEDURES 
 
 
In order to request a disbursement from the escrow under the Escrow Agreement, Western Rim 
(or the applicable Takeover Party in the case of Construction Contracts entered by a Takeover 
Party) shall deliver to the Escrow Agent and the other parties hereto written disbursement 
requests (each a "Disbursement Request") from time to time setting forth the amount requested 
based upon reasonable draw requests by the underlying contractor under the approved 
Construction Contract on AIA forms or which otherwise comply with the applicable approved 
Construction Contract to cover costs for the completion of Development Work performed.   
 
All parties agree to approve (or deny with specific reasons) any such Disbursement Request 
within five (5) business days of receipt of such Disbursement Request and shall send notice of 
such approval or denial to all other parties, including the Escrow Agent.  If any party fails to 
respond within such five (5) business day period, such party shall be deemed to have approved 
such Disbursement Request.   
 
If all parties approve or are deemed to have approved a Disbursement Request pursuant to the 
above, then without further instructions the Escrow Agent shall fund the amounts requested 
under the Disbursement Request to the requesting party.  However, if any party has timely sent 
notice of its disapproval of any Disbursement Request to the other parties, then the disputed 
amount shall be retained by Escrow Agent until all parties hereunder with authority to approve 
have provided joint written direction to Escrow Agent, and in such event all of the parties hereto 
shall work together reasonably and in good faith to resolve the dispute, and if the dispute remains 
unresolved for fifteen (15) days after the Disbursement Request giving rise to the dispute was 
delivered, then the parties agree to proceed to resolve the matter by mediation in Denton County, 
Texas, with a Denton County based mediator, with each party paying its own cost for same.  
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TOWN OF LITTLE ELM  
 
Town Council 
 
STAFF REPORT 
 
PROJECT: Vendor/Solicitor Ordinance Revisions 

 
HEARING DATES:  Town Council: Work Session:  03/06/12 

Tabled:  03/20/12 
Regular Meeting:  04/03/12 
 

REQUEST: Adopt Ordinance 1097. 
 

PLANNING ANALYSIS: The proposed revision corrects an error in the ordinance that in the 
past has been circumvented by internal policy and interpretation.  Per 
Council direction, Staff is taking this opportunity to make the revision 
so that the ordinance reads properly and better serves prospective 
vendors. 
   

RECOMMENDED  
ACTION: 

Staff recommends approval of Ordinance #1097. 

TOWN CONTACT: Dusty McAfee, AICP – Planning Manager 
 

ATTACHMENTS: Ordinance #1097 
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TOWN OF LITTLE ELM 

ORDINANCE NO.  1097 

AN ORDINANCE OF THE TOWN OF LITTLE ELM, TEXAS, AMENDING 
THE CODE OF ORDINANCES OF THE TOWN, BY AMENDING 
CHAPTER 26 (BUSINESSES AND BUSINESS REGULATIONS), BY 
AMENDING ARTICLE VI (VENDORS, PEDDLERS, AND SOLICITORS) 
TO CLARIFY EXISTING POLICY; PROVIDING A SAVINGS CLAUSE; 
PROVIDING A PENALTY; PROVIDING A SEVERABILITY CLAUSE; 
PROVIDING A REPEALER CLAUSE; AND PROVIDING AN 
EFFECTIVE DATE. 

 
WHEREAS, the Town of Little Elm (“Town”) is a home rule municipal corporation 
organized and existing by virtue of the Constitution and laws of the State of Texas and 
by its Charter adopted on May 1, 2001; and 
 
WHEREAS, the Town Council directed Staff to clarify internal policy regarding prohibited 
activities specifically dealing with ice cream trucks within the vendor regulations; and 
 
WHEREAS, after due deliberations and consideration of any other information and 
materials received at the open meeting, the Town Council has determined that the 
amendments set forth herein should be adopted, and that such amendments are in the 
best interest of the public health, safety, and welfare of the citizens of the Town.  
 

NOW, THERFORE, BE IT ORDAINED BY THE TOWN COUNCIL OF THE TOWN OF 
LITTLE ELM, TEXAS: 
 
SECTION 1. INCORPORATION OF PREMISES.  The above and foregoing premises 
are true and correct and are incorporated herein and made a part hereof for all 
purposes. 
 
SECTION 2. AMENDMENT AND ADOPTION.  That Chapter 26 (Businesses and 
Business Regulations) of the Town of Little Elm Code of Ordinances, is hereby 
amended, in part, by amending Article VI (Vendors, Peddlers, and Solicitors), in part, as 
follows: 
 

1. That Section 26-280(A) is revised to read as follows: 
 

It shall be unlawful for any person to peddle, solicit, hawk, sell or take 
orders for or offer to take orders for any item or service in the following 
places in the Town, unless in possession of a valid Town-issued 
permit:  
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2. That Section 26-280(D) is revised to read as follows: 

 
No solicitor, or person working on his or her behalf, shall shout, make an 
outcry, blow a horn or whistle, or use any sound device, including any 
sound amplifying system, upon any of the streets, avenues, alleys, parks 
or other public places of the Town, or otherwise be in violation of the 
Town’s noise ordinance.  Ice Cream trucks playing traditional 
melodies in compliance with a Town-issued permit are exempt from 
this regulation. 

SECTION 3. SAVINGS. This Ordinance shall be cumulative of all other ordinances of 
the Town, and shall not repeal any of the provisions of those ordinances except in those 
instances where the provisions of those ordinances are in direct conflict with the 
provisions of this Ordinance; provided, however, that any complaint, notice, action, 
cause of action, or claim which prior to the effective date of this Ordinance has been 
initiated or has arisen under or pursuant to such other ordinance(s) shall continue to be 
governed by the provisions of that ordinance or those ordinances, and for that purpose 
that ordinance or those ordinances shall be deemed to remain and shall continue in full 
force and effect. 

SECTION 4. PENALTY.  Any person, firm, or corporation violating any of the provision 
of this ordinance shall be punished by a penalty of a fine not to exceed the sum of Two 
Thousand Dollars ($2,000) for each offense and each and every day such offense shall 
continue shall be deemed to constitute a separate offense.  
 
SECTION 5. SEVERABILITY.  The sections, paragraphs, sentences, phrases, and 
words of this Ordinance are severable, and if any section or provision of this ordinance 
or the application of that section or provision to any person, firm, corporation, situation or 
circumstance is for any reason judged invalid or unconstitutional, the adjudication shall 
not affect any other section or provision of this ordinance or the application of any other 
section or provision to any person, firm, corporation, situation or circumstance, nor shall 
adjudication affect any other section or provision of the Comprehensive Zoning 
Ordinance of the Town of Little Elm, Texas, and the Town Council hereby declares that it 
would have adopted the valid portions and applications of the ordinance without the valid 
parts and to this end the provisions of this ordinance shall remain in full force and effect.   
 
SECTION 6. REPEALER.  That all ordinances of the Town of Little Elm in conflict with 
the provisions of this ordinance be and the same are herby repealed to the extent of that 
conflict. 
 
SECTION 7. EFFECTIVE DATE.  That this Ordinance shall take effect immediately 
upon its adoption and publication in accordance with and as provided by law and the Town 
Charter. 
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PASSED AND APPROVED this the ________ day of ______________, 2012. 
 
 
 

  The Town of Little Elm, Texas 
  
 
                 
___________________________________ 

  Charles Platt, Mayor 
 
 

ATTEST:    
 
 
 
   
Kathy Phillips, Town Secretary 
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TOWN OF LITTLE ELM       
AGENDA INFORMATION SHEET 
REGULAR SESSION 
 
 
 
 

 
COUNCIL  
SESSION:  April 03, 2011 

 
 
ITEM:  Discussion and action:  To approve request by the Town Auditors, Rylander, Clay 

and Optiz, LLP, for an amendment to the FY 2010-2011 Audit Engagement for 
additional funding not to exceed $16,380. 

 
 
BACKGROUND: The FY 2010-2011 Annual Financial Statement Audit has been completed with the 

annual financial report published.  In addition to the Town’s financial statement 
audit, the auditors also completed a “Single Audit” under federal guidelines as a 
result of the Town expending in excess of $300,000 in federal grant funds. 
 
As per the engagement terms, the auditors have the right to request additional 
funds if they timely address with the Finance Director auditing issues that require 
more time and difficulty in field testing and examination.  They did inform the 
Director of additional time requirements on various tasks that presented a greater 
degree of difficulty in their audit routine. 
 
They have requested $16,380 representing their estimated budget overruns for 
time allotted for various auditing tasks.  The Finance Director’s recommendation if 
the Council desires to honor the additional pay request would be to pay 50% or 
$8,190.   
 
 

FISCAL IMPACT: General Fund-$8,190 
 

 
RECOMMENDED   
ACTION: Approve amendment to “Engagement Letter” for external audit services as 

presented by Rylander, Clay & Optiz, LLP for amount of $8,190. 
 
 
ATTACHMENTS:    Statement from auditors 

 

 
TOWN CONTACT:  Alan Dickerson, Finance Director - 214.975.0415 
 adickerson@littleelm.org 

101

mailto:adickerson@littleelm.org


2011 2010 2011 2010

Total Hours Incurred 710                648               Total Hours Incurred 710          648          

Blended Billing Rate 148                130               Blended Billing Rate 130          130          

Total $$ Incurred 105,085       84,179         Total $$ Incurred 92,300    84,179    

Engagement Fee 70,000          60,000         Engagement Fee 70,000    60,000    

Total Billings 70,000          61,000         Total Billings 70,000    61,000    

Difference (35,085)        (23,179)       Difference (22,300)  (23,179)  

Realization 67% 72% 76% 72%

Rylander's (RCO) Rate 

Postion Town's Rate Position

 

Town believes that the blended rate for last year is more reasonable.  RCO was understaffed for the engagement. The 

past few years we have had a senior associate and 2 associates with a manager reviewing work.  This year we had 2 

associates and the manager doing the work of the senior associate and also the work of the manager.  Manager rates are 

higher than senior rates and if the engagement was properly staffed the blended bill rate would have been the same as 

last year.  With changing the blended rate to $130 instead of the $140 this brings RCO realization rate to 76% with a 

difference of $22,300 in billing vs. cost.  This is better than PYs.  

RCO is asking for $16,380 in additional fees.  The Finance department believes that a fair amount is 50% or $ 8,190 of that 

total.  This percentage was calculated by looking at the amount of hours spent last year vs. this year.  Last year, RCO 

spent 648 hours to complete the audit.  It is reasonable to assume that this year would have taken at least that amount 

and probably more with the addition of a Single audit for the grant money received and the implementation of GASB 54 

(Fund Balance classifications). 

PY hours needed 648                

CY hours needed 710                

Difference 62                  

Blended Rate 130                

Total Additional $$ 8,060             

If the Town pays 50% ($8,190) of the $16,380, Rylander’s breakdown would be as follows: 

2011 2010 2011 2010

Total Hours Incurred 710                648               Total Hours Incurred 710          648          

Blended Billing Rate 148                130               Blended Billing Rate 130          130          

Total $$ Incurred 105,085       84,179         Total $$ Incurred 92,300    84,179    

Engagement Fee 70,000          60,000         Engagement Fee 70,000    60,000    

Additional Fee 8,190            -                Additional Fee 8,190      -           

Total Billings 78,190          61,000         Total Billings 78,190    61,000    

Difference (26,895)        (23,179)       Difference (14,110)  (23,179)  

Realization 74% 72% Realization 85% 72%

Rylander's Rate Postion Town's Rate Position
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	Agenda
	1. Call to Order Council Work Shop at 6:00 p.m.
	1.A. Items to be withdrawn from Consent Agenda.
	1.B. Emergency Items if posted.
	1.C. Request by the Town Council for items to be placed on the next regular council agenda for discussion, and recognition of excused absences.
	1.D. Update and review on Town’s external collection agency regarding collection methods and warrant collection data. (Finance Director/Captain Harrison)
	Collection Agency Update and Report

	1.E. Discuss and provide Town Staff direction regarding CIP recognition plaque(s). (Interim Town Manager)
	1.F. Presentation of monthly updates from department heads concerning law enforcement activities, municipal court, customer service, emergency medical services, fire department response, fire prevention activities, emergency management, ongoing economic development projects, building permits, code enforcement activities, library activities, human resources updates, information technology report, revenue and expenditure report, street construction status, sanitation services, highway construction status, utility operations, parks and recreation activities, as well as facility and fleet updates.
	1.G. Council to highlight items on the agenda needing further discussion or comments prior to the regular session.

	2. Presentations and Announcements: Susan Hauser to speak on behalf of the Children’s Advocacy Center for Denton County.
	Request-Susan Hauser

	3. Roll Call/Call to Order Regular Town Council Immediately Following Council Workshop.
	4. Opening Prayer:  Pastor Hugene Purdy- Trinity Resources Coaching Ministry.
	5. Pledge to the Flags:
	5.A. United States Flag
	5.B. Texas Flag:

    Honor the Texas Flag I pledge allegiance to thee Texas, 

    one state under God, one and indivisible.

	6. Public Comments: Persons may address the Town Council on any issue. This is the appropriate time for citizens to address the Council on any concern whether on this agenda or not. Please observe the time limit of three (3) minutes. In accordance with the State of Texas Open Meeting Act, the council may not comment or deliberate such statements during this period, except as authorized by Section 551.072, Texas Government Code.
	7. Consent Agenda: All matters listed under the Consent Agenda are considered to be routine by the Town Council and require little or no deliberation. There will not be a separate discussion of these items and the agenda will be enacted by one vote. If the Council expresses a desire to discuss a matter listed, that item will be removed from the consent agenda and considered separately:
	7.A.  Minutes of the March 20, 2012 Workshop and Regular Meeting.  (Town Secretary)
	M03-20-12 Workshop and Regular Meeting

	7.B. Authorize Town Manager to execute Inmate Telecommunications Vending Service Agreement with JCW Electronics I Ltd., L.L.P. (Police Chief)
	JCW Electronics I Ltd., L.L.P.

	7.C. Approve Financial Policy revisions. (Finance Director)
	Financial Policies and Procedures


	8. Reports and requests for Town Council consideration and appropriate action:
	8.A. Discussion and Action to adopt Ordinance No. 1099 an Ordinance of the Town of Little Elm Texas, Prescribing Rules, Regulations and Fees for the Senior Center and Community Recreation Center, providing for a  severability clause; providing a penalty for violations; repealing previous ordinances in conflict; providing publication of the caption hereof. (Park Director)
	Ordinance No. 1099

	8.B. Discussion and Action to approve letter amendment to the Development and Escrow Agreement between developer, 423 East, Ltd, and the Town of Little Elm and authorize the Town Manager to execute for the same. (Director Development Services)
	Public Road Development and Escrow Agreemet Amendment

	8.C. Discussion and Action to adopt Ordinance No. 1097 an Ordinance of the Town of Little Elm, Texas, amending the Code of Ordinances of the Town, by amending Chapter 26 (Businesses and Business Regulations), by amending Article VI (Vendors, Peddlers, and Solicitors) to clarify existing policy; providing a savings clause; providing a penalty; providing a severability clause; providing a repealer clause; and providing an effective date. (Planning Manager)
	Ordinance No. 1097

	8.D. Discussion and Action to approve request by the Town Auditors, Rylander, Clay and Optiz, LLP for an amendment to the FY 2010-2011 Audit Engagement for additional funding not to exceed $16,380  (Finance Director)
	Audit Engagement Amendment for 2010-2011


	9. FYI: (All matters are provided to the Town Council for informational purposes only)
	9.A. Letter of Commendation-Officer Michael Jamison.
	Letter of Commendation

	9.B. Update on Castleridge Connector Meeting with Robinson Ridge and Castleridge  residents.
	Update on Castleridge Connector


	10. Adjourn Work Shop and Regular Meeting.

