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Shishmaref Activity Report

Josie Morrow, LGS/RUBA, Nome Regional Office

General Information

Three field trips were made to Shishmaref this quarter by Nome RUBA/LGS Josie Morrow.
The primary purpose of the trips was to assist the consultant hired with RUBA Program funds
to implement and train staff on QuickBooks Pro 99. The implementation and training were
completed during this quarter and are considered a success.

Assistance to the City by Josie through phone and fax and field trips throughout this quarter
can be summarized as follows:

Installed the new printers in the City and Utility business offices. Instructed both
Clerks on the use of the hardware and how to trouble-shoot some more common
problems.

Helped the City Clerk prepare the ballot question and public notices for the Special
Election to remove the Local Option. Drafted a letter for the Clerk to send to the
Department of Justice for pre-clearance for the Special Election. Provided the Clerk
and Council with information on implementing the change if the Local Option were
removed. The Special Election was held in May and the issue failed. Importation and
sale of alcoholic beveragesis till prohibited in the City of Shishmaref.

Attended the May Council meeting with the RMW and assisted him with his
presentation concerning the preventative maintenance plan, daily logs, installation of
water meters on the larger users, and required testing and reporting. An appea was
made by both the Nome RUBA and the RMW that rates be increased for all services
this next fiscal year.

During the April and May field trips met with the City Clerk, Utility Clerk, and
Gaming Coordinator to review changes in the accounting system once the new
software was implemented. Drafted new job descriptions with the three staff after
discussion of the changes. Discussed these changes with the Council in May and
finalized the changes with the Vice Mayor and two Clerks in June.

Put the FY 01 budget forms onto the City Clerk’s PC and ran through an exercise with
her for linking worksheets.

Reviewed the draft FY 01 Budget and helped the City Clerk recalculate costs for
Gaming.

Investigated citizen and employee complaints regarding possible thefts of Gaming
monies. All monies were accounted for. However, did recommend to the City Clerk
and Vice-Mayor that receipts be deposited daily.

Completed the 1999 Consumer Confidence Report on water quality.

Reviewed the fuel purchase agreement for the Clerk so she could tie down the price
on the late summer barge order.

The City sent the Utility Clerk and Gaming Coordinator to the Introduction to City/Utility
Financial Management workshop in Nomein May. Thisweek long workshop was sponsored
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by DCED’s RUBA Program and Norton Sound Health Corporation, Office of Environmental
Hedlth.

Observations and Recommendations:

Finances — The City continues to play Pulltabs only. At the end of the quarter, the Council
finally put into effect the Nome RUBA’ s recommendations that the Gaming
Coordinator’ s hours be cut back, that door prizes be discontinued, and net proceeds be
dedicated totally to debt reduction and support of City services. These changes should
infuse an additional $50,000 to the General Fund this next fiscal year.

The Council and employees have become aware that user fees are not adequate to support
the utility budgets. The Council is now of amind to accept a Rate Study as part of the
FY 2001 work plans. Once some good financial information can be obtained, the Nome
RUBA will develop some rates and present them in a training workshop with the Council
and staff.

The Utility Clerk remains behind on billings this quarter. Repeated requests for an aging
of customer accounts receivable have been ignored by this same clerk, so it is difficult to
assess at this time the amount past due. In addition, the Utility Clerk has not been
submitting accurate monthly budget reports. The last month completed was February
2000. Last quarter the City Clerk did direct the Utility Clerk to redo the reports, and it
was reported to the Nome RUBA that this was completed, but Josie noticed on the June
field trip that thiswas not so. Josie did discuss this unacceptable situation with the Vice-
Mayor, and it was determined that it would be quicker for the City Clerk to compile the
information for the budget and certified financial statements. The new accounting
software will eliminate the need for the Utility Clerk’ sinvolvement in monthly
statements and payroll tax reports as of the new fiscal year. The Nome RUBA will be
implementing the billing system on the software next quarter, so the City Clerk will have
the billing under her control and will be able to produce timely reports, including aging of
customer accounts receivable.

The City does not have any insurance at thistime. They have past debt due AML/JIA in
the amount of $24,000. In addition, they owe the Division of Energy approximately
$51,000 for abulk fuel loan. The FY 01 budget has provided for payment of both debts.
AVEC has alevy on the City’s FY 01 Shared Revenuesin the amount of $13,120 for
unpaid electric utility bills. The City Clerk was unaware of thislevy, and had recently
remitted $3,000 to AVEC. She had projected that the remainder of the electric bills
would be up to date later this next quarter, when net proceeds from Gaming were paid to
the City General Fund. The City Clerk isfollowing up on thisissue with AVEC.

Accounting Systems— All bank statements were reconciled as of this quarter, and the City
Clerk is using the accounting software to complete this monthly task. The Nome RUBA
recommended closing out the Utility checking account at the end of the quarter, and using
one checking account for the City and Utility departments. Gaming and Grants still have
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their separate Bank Accounts. However, al transactions, with the exception of customer
billings, are being recorded through QuickBooks Pro.

The QuickBooks Pro Implementation and Training contract went fast and smooth this
quarter. Patti Crofut was the contractor hired by the RUBA Program, and she did an
excellent job with the City Clerk in getting al the calendar year payroll onto the system.
The City Clerk isan exceptional learner, and sheisusing al but the billing component.
Patti did not have time during her contract with DCED/RUBA Program to get to the
customer billing section, so the Nome RUBA will train the City Clerk later next quarter.
In the interim, the City Clerk has directed the Utility Clerk to catch up all customer
accounts and to provide her with an aging of customer accounts receivable. The Nome
RUBA isfollowing up on this situation.

Both City and Utility files are a shambles. It was determined this quarter that there will
be established a centralized record keeping system for both the City and Utility functions
with appropriate vendor, customer, and payroll files. These files will be maintained by the
Utility Clerk. The Utility Clerk’s job description was rewritten this quarter because of the
changes in the way the accounting system will work for payroll, vendor payments, and
ultimately billing. An appropriate working title will be determined for this Clerk, but her
basic duties will be receipting of al monies coming to the City, bank deposits,

preparation of purchase orders, check requests, and time sheets, filing, minutes of
meetings, and answering the phone. The City Clerk will maintain the accounting
software, preparing all payroll and vendor checks, inputting cash receipts and reconciling
them with bank deposits, payroll reports, bank reconciliations, accounts payable and
receivable reconciliations, monthly financial reports, and periodic grant reports.

It is expected that the new accounting system and newly defined duties within the
business offices, including the Gaming activities, will result in stronger internal controls
and more timely and accurate financial reports. The reports include balance sheet
accounts as well as the traditional revenue and expenses and budget information. The
Nome RUBA is providing training to the Council and staff this next quarter, with follow-
up next quarter, so that everyone understands the reports and can start using them for
managerial decisions.

Neither the Nome RUBA, nor the consultant nor the City Clerk felt confident about
including any of the other office staff in the accounting implementation and training.
Josie has recommended to the Council that they recruit for an alternate City Clerk as soon
as possible so that a backup person can be trained on the system.

Tax Problems — The City owed some payroll tax deposits at the end of this quarter, but
remitted the amount due with the report. While implementing the new accounting
software, the Nome RUBA noticed that the 1% quarter 2000 Form 941 was not done
correctly by the Utility Clerk. The report needs to be corrected, and the City Clerk
indicated she would take care of it as soon as possible. There will be some taxes due with
the corrected report, along with penalties and interest. These errors should not be
happening anymore because future reports will be produced by the accounting software
and reconciled by the City Clerk.
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Personnel System — Personnel policies and procedures need updating as well asjob
descriptions, classification, and pay scale. Intense personnel training is needed for all the
Council members and staff and is a priority for this calendar year. Delegation of
supervisory authority needs to be considered for the City Clerk, and the Nome RUBA
discussed this with the Vice-Mayor during the June field trip. The Vice-Mayor was going
to visit the ailing Mayor and encourage him to write a letter of delegation of authority.
Currently, there continues to be day to day problems with the employees that could be
addressed if the City Clerk had such authority.

Organizational Management — Customer service agreements need to be identified and
filed into customer accounts, and those with missing signatures need to be followed up
with the customer. Collection policies and procedures need to be reviewed and revised,
with necessary changes incorporated into the customer agreements. The Council and
staff need training in the current organization and options for improvements that have
been presented by Nome RUBA need to be considered. An Organization Chart with lines
of authority needs to be agreed upon and communicated to Council, staff, and public. The
City did send the City and Utility Clerks and a Council Member to the Utility
Organization Management workshop in Nome in mid-November 1999, so it is expected
that any work session with the Council in the near future will be more readily accepted.

The City’s Code of Ordinances are very old, and the Nome RUBA is obtaining assistance
from Anchorage RUBA Leroy Seppilu later this calendar year to work with the Council
to revise the Code.

L eader ship/Gover nance — The Mayor underwent serious surgery this quarter, and the
Vice-Mayor has been acting for him. The Vice-Mayor meets with the City Clerk on a
regular basis and discusses business with the Mayor before acting. These two officers
work well together. The Nome RUBA reports that the increasing willingness of the
officers and council members to follow advice from the City Clerk has resulted in more
confidence in this employee, in particular when dealing with difficult personnel
situations.

The Council needs training this calendar year on Council Powers and Responsibilities,
and the Nome RUBA will do this as soon as possible after the municipal elections and
reorganization of the Council.

Operation of Utility — Neither operator has been successful in passing the OIT tests. The
RMW istrying for apractical exam for at least one of the operators. Monthly operating
reports need to be generated by both the water plant and haul operators and presented at
the monthly Council meetings. It was recommended that the operators attend the monthly
Council meetings to give their reports and answer questions. There needs to be more
public awareness of the “dirty” job all the operators have and an appreciation for their
continued service to the community.
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The Remote Maintenance Worker (RMW) recently completed a Preventative
Maintenance Plan for the Utility and presented it to the Council in May. The RMW also
developed alog for daily, weekly, and other periodic maintenance, and he reviewed this
log with the City Clerk and primary Water Plant Operator, City Clerk, and Council during
thissame field trip. The Council understands that these logs, along with the testing logs,
should be presented to them monthly. When the Nome RUBA discussed the terrible
results the City had on its 1999 Consumer Confidence Report on water quality, it was
decided between the Vice Mayor and City Clerk that the City Clerk, who is OIT Certified,
will meet the operator on duty at a designated time; and she will supervise that the testing
happens as proscribed.

The City Clerk did complete the 1999 Consumer Confidence Report with the Nome
RUBA and Steve Shreiber of the National Rural Water Association; and the reports were
distributed and the Certifications of Compliance sent to DEC in atimely manner.

Ranking
1 = Inadequate
4 = Adequate to meet minimum requirements
7 = Exceeds requirements
Category | 1 4 7

Finances X
Accounting Systems X

Tax Problems X
Personnel System X
Organizational Management X

L eadership/Governance X
Operation of Utility X
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