
1 
 

 

 

September 6, 2016 

 

Dear Councilors, 

 

Please add the following amendments to General Ordinance No.12, 2016. If you have questions, please don’t 

hesitate asking me, or the ladies in the office if they can assist with your answers. The requested changes are 

highlighted in blue. 

 

Thank you. 

Dan McMillan, Clerk- Treasurer                                                                                                                                                               

City of Beech Grove 

 

Receipting Activities- 

*Provided enough Employees and Clerk-Treasurer are available to comply 

 

• The responsibility for making bank deposits is segregated from those preparing the monthly bank 

reconcilement. (Remove in its entirety) 

Please Add: The Clerks employed in the Clerk-Treasurer’s office shall prepare the daily bank deposits 

and the Clerk-Treasurer shall make the daily deposits. Upon return from the bank, the Clerks shall 

verify that the deposit receipts are correct. In the absence of the Clerk-Treasurer, a Clerk will make the 

bank deposit, and an additional Clerk will verify the deposits are correct. 

 The monthly bank reconcilements are reconciled by Corporate Clerks and the Clerk-Treasurer, or the 

Clerk-Treasurer’s designee. 

• Receipts are reconciled to the cash receipts ledger by an individual other than the one collecting money and 

issuing receipts.  

Please Add -The Corporate Clerk or the Clerk Treasurer shall process the end of the day cash receipts 

for the utility; and the Utility Clerk or the Clerk-Treasurer shall process the end of the day cash receipts 

for the Corporate. Both shall sign off daily. 
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• Posting of receipts to the ledger is completed by an individual other than the one who collects money and 

makes the deposit. (Please remove in its entirety; see explanation below)            

When the Corporate Clerk prints a receipt for a vendor, contractor etc. the receipt post automatically 

and it is the same in the utility. Both the Sewage Clerk and Corporate Clerk collect money and the 

Clerk-Treasurer makes the bank deposits) 

 

• Accounts receivable records are maintained by an individual other than the one(s) involved in the billing 

process. (Please remove in its entirety; the utility clerk is involved in both)            

 Please add- The utility clerk maintains the account receivables records and downloads into Keystone 

the imports for billing that are supplied by Citizens Energy. Keystone then completes the billing. 

 

• The billing process is completed by an individual other than the one who collects cash payments from 

customers. (Please remove in its entirety)       

 The Utility Clerk is involved with the billing process with Keystone and she collects money.) 

 


