[bookmark: _GoBack]Utilities Memo
9/30/2012
City of Largo

CRI obtained understanding of billing and collections of utilities from Frances Parker, Accountant, on 9/19/2012.

Personnel
Frances Parker – Accountant (Utilities)
Barb Anderson – Senior Accounting Clerk (Utilities)
Sharon O’Neil – Senior Accounting Clerk (General Accounting)
Tara Jankiewicz – Accounting Clerk

The City of Largo provides sewage service, storm water service, refuse removal, and reclaimed water to its residents and businesses, as well as providing sewage service to about eighty commercial users in Pinellas Park.  Most of the sewage service, the storm water service, and the residential refuse removal are collected by Pinellas County under an inter-local agreement.  The City Commission adopts the rate structure each year based on a long-term budget with the exception of wastewater rates which are based on a recent study done by PRMG.  

City of Largo bills customers for the following items:
1. Commercial Reclaimed Water
a. Billed using Utility Billing System in ADG every two months
b. Approx 150 accounts are billed
2. Sewer – small portion of Largo’s sewer lines are in Pinellas Park; therefore, the City bills those customers for use of the lines
a. Billed using Utility Billing System in ADG every month
b. Approx 80 accounts are billed
3. Refuse – roll off’s, commercial dumpsters, extra residential pick-ups
a. Billed by Solid Waste department using Refuse Management System (RMS)

Pinellas County handles billing and collections for the City for the following items:
1. Sewer
2. Storm water
3. Reclaimed residential water
4. Refuse
5. Utility taxes

Customers who hook up to Pinellas County water and receive service from Largo pay a deposit that covers a small portion of each of the services.  Once a customer is twenty-one days in arrears, then the service is to be discontinued.  Pinellas County will take as much of the deposit as is necessary to cover their costs, notwithstanding the purpose for which it was received (the bill for the deposit breaks it down by service).  If a debt exceeds $100, a lien will be put on the property either by Pinellas County and/or City of Largo.   The City of Largo is connected to the Pinellas County utilities billing system so Largo can answer customer questions, view customer history and billing, and run specific reports.

Billing is processed within three days of a water meter reading.

The detail of the outstanding receivable that PCU maintains is about 4,500 pages long.  The last 2 pages of that report provide an aged summary by type of service.  PCU also provides the Assistant Finance Director with a summary of the daily collections (Excel spreadsheet) and the dates and amounts of the cash transfers to COL.  In addition, the City runs an aging by 30 day increments report and a total a/r by service report from the County system.  The system that generates this information is an SAP system.  

Billings and payments made to PCU are summarized on the last page of the Municipal Report, FI004 (in the SAP system).  The monthly SAP FI004 is generated after Pinellas County closes their monthly postings, which is completed by the 8th of the following month.  The Utilities Accountant (Frances) runs a report at the end of each month for the billing, adjustments, and write-offs.  She then provides this information to the Sr. Accounting Clerk who prepares the JE for the billing along with the detail information for what has been billed by the SW department. 	Comment by TPA SWinstall: Key Control A

The PCU payments are wired weekly directly to the City’s operating bank account.   Bank deposits are reconciled monthly the first week of the month by the Senior Accounting Clerk.  The PCU weekly wires are confirmed from the County Clerk’s office.  The payments made by Pinellas County are reconciled to the report the City receives that indicates payments.  The City receives a report from PCU each week that is a summary of the payments made for that week broken down by service type or utility tax.  The Senior Accounting Clerk confirms the amount wired with the bank statement and prepares the journal entry.  The journal entry is reviewed and posted by the Assistant Finance Director.	Comment by TPA SWinstall: Key Control B

	Monthly Reconciliations:
· Utility payments are posted to the G/L by the end of the 2nd week of the following month
· Billings are posted to the G/L by the middle of the 3rd week of the following month

Pinellas Park Sewer Lines
The City of Largo provides sewerage service to about 80 commercial users in Pinellas Park.  These users post a minimum deposit of $225, up to $992, based on the size of their meter.  The deposit can be adjusted based on their billing history as well.  The idea is to have about two times the base rate as a deposit.  These customers are billed directly by the City of Largo.  The meter readings are performed by the City of Pinellas Park and sent to the Utilities Sr. Accounting Clerk.  The information is entered into a spreadsheet and then into the ADG utilities billing system which generates the bills.  These are processed by the Utilities Sr. Accounting Clerk.

Reclaimed Water
Reclaimed water for single family and duplex residences are billed by Pinellas County at a flat rate.  Commercial and High density structures are billed by the Utilities Sr. Accounting Clerk.

An interested party will get a permit through the Environmental Services department then contract with a private firm for installation.  The deposit will be based on the size of the meter.  Environmental Services staff is to send the paperwork to Utilities Accounting when the final permit is issued.  If this is not done, the meter reader will report the new meter to the UA who will then follow up with ES to get the paperwork.

Meters are read on a monthly basis.  There is one cycle for Reclaimed Water, and it is billed every two months (the monthly readings are to ensure there are no problems, such as leaky pipes).  After entering the monthly reading in an Open Office spreadsheet, the Utilities Sr. Accounting Clerk prints the spreadsheet and balances it.  If it is correct, the reading information is keyed into ADG, where the billings are calculated.  The ADG information is compared to the Open Office information.  If this information balances, the billing is run.  All the GL reports and associated information is forwarded to the Senior Accounting Clerk (Gen Accounting) for posting. The Utilities Sr. Accounting Clerk prepares the bills for mailing.

Mailed Payments
The mail is picked up from the mail room by one of the Finance Accounting Clerks.  All envelopes addressed to the City that contain checks are given to the other Accounting Clerk for sorting and endorsing.  The Accounting Clerk gives all Utilities checks to the Senior Accounting Clerk who does the posting of the payments, in accordance with the remittance advice detail.  If the remittance advice is not present, sometimes an account number is present. 

After posting the remittance advices the checks are added to the balance of the Finance deposit and then forwarded to the Accounting Clerk for inclusion in the overall deposit.

Roll On/Off
Dumpsters used by commercial users are primarily billed through Pinellas County.  Changes to these customers go through the Solid Waste division of the Public Works department to utilities billing where the Utilities Sr. Accounting Clerk makes the appropriate changes and sends them on to Pinellas County.  Extra trips for these customers are billed and collected by Solid Waste.

Construction companies and some large commercial users use the larger roll-on/off receptacles and are billed by Solid Waste.  Some of these pay in advance and others pay after the service has been performed.




GL Accounts:

	Description
	Revenue Account
	A/R Account

	Residential Reclaimed
	41-343-517
	41-115-276

	Comm Reclaimed
	41-343-516
	41-115-275

	Residential Refuse (Customer Charges)
	50-343-510
	50-115-210

	Comm Dumpster
	50-343-450
	50-115-105

	Sewer (Customer Charges)
	41-343-510
	41-115-210

	Stormwater Utility Fee
	14-343-610
	14-115-100

	Water Utility Tax
	01-314-300
	N/A




