
Attention: Bookkeeper 

Dear Sir: 

September 7, 1982 

The public accounting firm of Touche Ross & Co. has been 
engaged to examine the financial records of Uontgomery County for 
the year ended June 30, 1982. In connection with this examination 
they will also examine the financial records of the fire depart­
ments pertaining to tax funds for the year then ended. Accordingly, 
you ure advised to proceed as follows:· 

1. Prepare and mail to the auditors a standard bank confirmation 
for all bank accounts containing tax funds at June 30, 1982. 
nlank forms and an example of a completed form have be~n 
enclosed for your use. The form must be signed by an 
jn<li.vidual authorized to sign on the respective account. 
For each checking account list the first and last check 
number used during fiscal 1982. 

2. Prepare a listing and description of any litigation involving 
th~ Departmenl during fiscal 1981. Audi tionally, _ list and 
describe any pending or threatened litigation axi~tin~ at 
June 30, 1982 or through the date of this letter. 

1. Prep.ire and muil to the nudi tors c1 l.i.!.:~t of the! name~!; ;wcl 
a<ld~csses of all Board of Directors and officers as of 
June 30, 1982. This list should. also include tlic active fire 
chief of the Department nnd the individual who is responsible 
for the daily operations of the Depu.rtment if such individual 
is not otherwise listed. 

'l'he ilbove items !.ihould be mailed as soon a~ pos~ible L.o: 

Touche Ross & Co. 
1900 M Street, N.W. 
Washington, D.C. 20036 
Attn: Steve Bonacci 
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It is ilnticipated that the examination of the fin~ncial 
records will be conducted at the facilities of the particular 
fire de par tmen t involved. The audit will take pL.1ce on dates that 
will be arranged by Touche Ross&· Co. It is anticipated that all 
uuJiLs will be schcuulecl <luring the month of October. 

In the meantime, you are requested to prepare the following 
:..;cheJulc!c; for the auditors: 

1. A lr ial balance extracted from the Dep,1 rtment' s geuera.l 
l l~dl.j (__~.r • 

') , .. 

3. 

4 • 

r· 
:.J • 

A,working balance sheet and operating statement. 

Reconciliation of fund balance June 30, 1981 to June 30, 
1982 ledger balance. 

Bank reconciliations for each account ~s of June 30, 1982. 

Schedule of investments (certificate of deposits an<.l other) 
showing the description of each investment, beginning of the 
year balance, purchases, sales (red~nptions), end of year 
lK11ancc and i nvcstmcnt income: c..:.irnc~c.1 for the year. Plc:as(~ 
indicate name and nddress of deposi t.ory which is holdj nq P,tch 
i 11ve!., t111e11 t. 

G. schedule of accounts receivable and travel advances, givinu 
Llw n.:imc, u.Llllrcsr; ,1nd amount clue from cacll (lcblor as of 
,-June• 10, ] C)B2. 

a) l\. schedule o:( all unpaid invoice!.-: (accuur1U; payable) 
as of June 30, 1982. 

b) A ~chcdu le of all purchc1:.:;c comm i Lrncn L,; ( c11cur,1brc.incr..::~) 
as of June 30, 1982. 

r:) Schedule of prior ycu.r cncumh1~;_111cc:; and .i 11r1 ica Lt· a111(_,ui1t 
<lisburs0d during the current year with clwd: numLer ar.d 
Lla le. 

t1) Sc:1cdule of nmounts wi tbhel<l from empl oyccs' - pay Lkt t-_ 

have no L been rend tte<l Lo the t.1pp.i:opr iu. Le dcpos:i t.ory 
ns of .:rune 30, 1982. 

~) SchL~du ll1 of o UH!r lL1bili tie!J i.rn<l tleU:r n.xi c:rl!di t.s ii 
applic.:iblc. 

7. Schedule of notes and mortga<Jes pay,7b1c, ~Ji.vii1g name .:wcl 
a<1L1ress of no Le holder, clescr iption of coll a tcral plcdqcd, 
uriCJillal amounts, interest rate, term and du(~ ualt!; pa'ii!H:nls 
of pr:incipal and .int.c1·cst durln<J the year ,1111! ouL:_;L1tHli11rJ 

.lii1l<111cc ar; of ,lune 30, 1982. 
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o. schedule of miscellaneous cash receipts such as: gasoline 
tax refund, tuition reimbursements, sale of fixed n~set~, 
reimbursement of workmen compensation, insurance rebates. 

9. In u.d<lition, if applicc:i.ble, the following schedules ~hould 
be prcpa.rcd: 

a) Annual leave and compensatory time ean,~c1 c.1ml unu!:;ed 
as of June 30, 1982. 

b) Expenses greater than $300.00 charged to: 

Account 627 - Buildings and Ground~ 
Account 703 - Motor Vehicle 

c) Expenses greater than $100.00 charged to: 

Account 667 - Food 
Account 731 - Professional and Technical Services 

d) Listing of all apparatus or facilitie~ acquired during 
fiscal 1982 using any County funds. 

e) Listing of all disposition8 of any app.1ratus or 
facilities originally acquired with County funds; 
listilh.J !;hould detail or.i9iI1a.l c.:o~L, sille:...; p.cic.:c~ aiiu 
portion of original cost funded with County r.1onic:s. 

l\n example of a sti:lrnli:1rcl bank con L.i rm11 t .i.rJ11 I iii:; bec11 c11c 1 o::(:c1 
fc>r your use. In addition, copies of L1:.t year'r; workinq b,1lancr: 
~h~el and p.rofil anc.l loss statement alo11<J wlth the adjusting 
jour11Ld. c11tr ies ,trc incl udc<.1. 'l'hc o thc·r :.;clH:c1ulc·~~ r<!<iLWs lC!cl Ill· 1y 
be in any format which neatly sets forth the required data. 

·rile .Gcheclul C!, ,CCJllCsted !:.ho11lcl be av.-, i li1bJ C! f()r· l'C'.Vi,·1.-1 no 
laU:~r than September 27, 1982. Your cooperation in cffici,~nt 
uuJits ol Ll1c Lax funds will be appreciaLeJ. 

L11L:lusu1. t! 

Very tLuly yours, 

W-4:llin-Hl R. Bliss, Chairman 
Montgomery County Fire & Rescue 

Commi f;~;i on 

! i 
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DE.PAFITi)iENT . . .. . . ' . ' • - :, - .· 
Hyattatown Volun\,er · ft:n•,. 

. . . . . . . 
DESCRIPTION At,fQ ,IU~T, 

·,.'. 

;.,,_·., 

··. ,,; . 
• • -~ • -r 
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• • ~ ,, ·l 

' ~ i 
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lo·~,,.. •• ,';1..,1, 

,DETAIL 

···~· OJRRENT-
··-. - AUTHORIZEO 

/ 

. / . 

I 
( 

':·. 

'1 _ _, 

ACTIVITY CODE 
2 1 

UNIT 
COST 

150 
.100 
100 
4 

750 

REQUEST. RECOMMENDED APPROVED 
NQ. AMT. NO. AMT. NO. AMT. 

l 
1 
l 

1 
1 
1 
1 

2 

1 300 ., I 

/1 9250 I 

425 
2,975 

·. 350 
17-

.~2'1.,-~-
300 
975 

i 
'EXHIBIT 
1Extract 

1,,500 
I 

Capital 
~,500 

,' ! 

"i· 

;: ,: ~ : . .. 

.. .; 

,·. ·, 

G 
of HVFD FY 82 
Outlay Bndget 

<; 
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DEPART,1ENT ' . ' ' . · ' :, · . ' · Pl VISION 
Hyattatown Volunt,e~·f:lre P,ep,~ 1 .Ino, 

' ' • • ~ ' • • • I , ' 

DESCRIPTION AtfQ ,tUSTWICATION 

' " 

· DETAIL 

WRRENT 
Al/n-l)RIZED 

~ • I 

200 

. 2,000 

;l•;. 

·84 
.55 
39 

ACTIVITY 

UNIT 
COST 

REQUEST 
NO. AMT. 

1 1,300 
1 1,250 
1 425 -------1 2,975 

~50 _·+s 

,::--: ;/\~' ': ; 

2.75 100 i:. ?7.5.i 
2.50 600 ).,500 . 
4.oo 500 , 21000 
295 2 590 

·, 1.900 1 1,900 .. 
· · 28 3 84 ' 

55 2 110 
39 2 --· 7~8_, 

6,537 

1 3.50 
1 1:'l5~ 

CODE 
2 1 

RECOMMENDED APPROVED 
NO. AMT. NO. AMT. 

.. -~- . 

-o-- ''.,:,. 

·f·,, 

·1, 

350 
175 
150 
300 

1 '1.5Q .. , -·'-· ,.__.., ___ _ . ....--.--;--·- ···-·· ... 
1 300 •---'97.__5_ 

1 
_l 
1 
1 ".;,, 

i 
'EXHIBIT G 

.. 

750 2 

1 Extract of HVFD FY 8 2 
1

1
500 Capital Outlay Budget 

1,.500 I 

18.o~~ 



( .l ( J ( ) .. ( i 
- - .. ~ 

- :·:: ...... - -·-- . __ ... -- _.,.___,___ __ . -·- .. ~ ... 
. ..;::-, 

,..: .,.~ 

. " . ... -.-:..~- ---~ .... __ --·. -·--· 

. - -1'\ 

. - ' 
·--·- ;.., ___ ::· . 

. . 

HY A TISTOWN VOLUNTEER FIRE DEPT~ INC. 
HYATTSTOWN. MARYLAND 

····-····- __ ·· .. : .. ···_-REQUEST fOR MATERiALS-----,.0. fq·, o 

CodeNo._9 .... 1 ... 9...._ ___________ Date (.· -~-!,;L 

·Gllemity .. - 1•~ ·- -- - .. Unit hice To«a!Cosl 

I ei\,u t "n. "'' 'c- Tl\ t t. ~ [\C\ 
~ 

- ·-
0 -

.. -· -- -·-- -- - .. .. .. ·- - .. --- -- -- --- -···· .. ··- - --
-

- -- . -- - - ·--

-

' 

(' ... "~" .-, ~~ ... ff\~r .. 

Indicate bal- the pu,..- har which the eoowe _ ... .., ii n,quired Alllt•owacl by Bd. of Der. 

Emerpncy Appro,,at &t 

EXHIBIT H 
HVFD Purchase Request 



EXHIBIT I 
Invoice for jack 
incorrect serial 
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with 
number 
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EXHIBIT J 

Invoice for jack with 
correct serial number 
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PURCHASE ORDER · 
:•.C:;t'· ~--~~ 

·:: ,-\ •..... ,... { I 

:.<r;f\ '-" P.O. 1910 
i 

.•. ~ ,_ t · . 25801 frederick Road · 

.. , INC. ;-• ,._ ; 

-_ , ; . : . . Clarksburg, Marylana 20734 
_./"'°"~--(~1) 972-3398 (301) 874-S7'l7 

I i 

' Fi 
',· . - I 

. ;'/p-: 
I · , 

" ;/ • CALLAn & CRA":-:ETI,n:c. I_ 

·' ,'.'fi . ! r; 
;10) 217 WEST PATRICK STREE'f 
. ",' .I .JtRE!:1ERICK.r-m •. 21701 : ... }Li'°' '>~, ·- -~. 

; 

:) 

I­
'· 

A.I.A.P. 
TERMS 
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Maryland Tax Exemption No. 824 
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DEPT. OR REQ. NO. FOR OWN USE 

, .. 

PRICE AMOUNT, 

$400.00 $400.00 

. '-j ! i 

EXHIBIT K 
HVFD Purchase Order 
#1910 for Black Hawk 
Jack 
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BYATTSTOWN VO~UNTED i'IBE DEPT., µiC • 
~I l"RJqlERICK IIO~D 

~~-·u11ca, MARYLAND 20171 
November 4, 1982 

Touche Ross & Company , 
··1900 M Street, N.W. 
lilubingtoo, D.c. 200~ 

Gentlemen: 

In connection with your examination of the financial statements 
of the General Fund of the Hyattstown Volunteer Fire Department, Inc. 
as of June JO, 1982 and for the year that ended for the purpose of 
expreaaing an opinion as to whether the financial statetnents present 
fairly the f1nancial position, results of operations and changes in 
Fund Balance of the General Fund of the Hyatt~town Voluuteer Fire 
Department, Jnc. in conformity with generally accepted accounting 
principles we confirm, to the best of our knowledge and belief, the 
tollowin& representations made to you during your exam,nation. 

1. We are responsible for the fair presentation in the finan­
cial statements or financial position, results of operations and 
changes in Fund Balance in conformity with generally accepted accountins; 
principles. We understand that, as is customary, your examination 
-was made in accordance with generally accepted auditing standards 
and accordingly included sµch tests of the accounting records and such 

. other audition procedures as you considered necessary in tbe circum­
atancea for the purpose of expressing an opinion en the financial state­
ments. We also underst~d· that such examination would not necessarily 
41acloae all irregul_tilties should there be any • 

2. We ;MVe made ava;ilable to you all - ' 

a. Financial records and related data. 

b~ Minutes or the meetings of the board of directors. 

3. · .There have been no -

a. Irregularities involving management or employees who 
have significant roles in the system or internal accowit­
ing control.: 

b. Irregularities involving other employees that could 
have a material effect. on the financial statements. 

' 

EXHIBIT M 
Letter of Representations 
(2 pages) 

euaat,EU .. HON••: P'RSDlt"ICK COUNTY 131-8'99 MONTGOMERY CQUNTY 972-33-8 
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c. Communications from regulatory agencies concerning non­
compliance with or deficiencies in, financial reporting 
practices that could have a ma~erial effect on the fin-
ancial statements. · 

4. There have been no plans or intentions that may materially 
affect the carrying value of classification of assets and liabilities. 

i 
5. Tbe following t.iave been properly recorded or disclosed in 

the financial statements: 

a. Related party transactions and related amounts receiv­
able or payable, including sales, purchases, loans, 
transfers, leasing arrangements anll guarantees. 

b • .l&rrangements with financial institutions, involving 
compensating balances or other arrangements involving 

· restrictions on cash balances and line - or - credit 
or similar arrangemeDta. 

c. Agreements to repurchase usets previously sold. 

6. There are no -

a. Violations or possible violations of laws or regulations 
whose effects should be considered for disclosure in 'the 
financial statements or as a basis for recording a loss 
contingency.' . 

• i 

b. Other material liabilities or gain or loss contingencies 
that are required to be accrued or disclosed by State­

.men~ or Financial lccoW1ting Standards No. 5. 

7. There are no unasserted claims or assessments that we know 
of which are probable of assertion and must be disclosed in accordance 
with Statement of Finan.~ial Accowiting Standards No. 5. 

8. There are no material transactions that have not been pro­
perly recorded in tbe accowiting record~ underlying the financial 
atatementa. 

9. The Canpany tuts satisfactory title to all owned assets and 
there are no liens or encumbrances on such assets nor has any asset 
been pledged. 

10. No eYents have occurrea subsequent ,to the balance sheet date 
that would require· adjustment to, or disclosure in, the financial 
•tat.emerita. 

-,James Bullock 
./ Preaiden t 

Frank ling 
Treasurea 

Mary Anna Burgee 
Bookkeeper 
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HYATTSTOWN VOLUNTEER FIRE DEPT., INC. 
2580 I FREDERICK ROAD 

CLARKSBURG, MARYLAND 20871 

JULY 27, 1982 

MR. BILL R. BLISS, CHAIRMAN 
MONTGOMERY COUNTY FIRE/RESCUE COMMISSION 
EXE9UTIVE OFFICE BUILDING 
101 MONROE STREET 
ROCKVILLE, MARYLAND 20850 

DEAR MR. BLISS, 

f 

THIS LETTER IS TO INFORM THE FIRE/RESCUE COMMISSION THAT THE 
HYATTSTOWN VOLUNTEER FIRE PEPARTMENT HAS SPENT $300.00 OUT OF 
THE FY81-82 BUDGET, CODE #627(BUILDING AND GROUNDS) FOR THE 
INSTALLATION OF SHOWER DOORS IN THE MENS BATH ROOM AT STATION 
29. ALTHOUGH THESE ITEMS ARE IN THE FY82-83 ALLOTMENT WE FELT 
THAT FOR THE SAFETY OF THE PERSONNEL AT STATION 29 IT WAS A 
NECES$ITY AT THIS TIME. 

WHEN THE SHOWER NOZZLES WERE INSTALLED AT STATION 29 THEY WERE 
POINTED DIRECTLY AT THE ENTRANCE. SHOWER CURTAINS SIMPLY DO 
NOT RETAIN THE WATER TO THE SHOWER STALLS. EACH TIME SOMEONE 
TAKES A SHOWER THE BATH ROOM FLOOR IS FLOODED WITH AN INCH OR 
MORE OF WATER. THE POSSIBILITY OF ELECTRICAL SHOCK ALONE WE 
FEEL IS JUSTIFICATION FOR INSTALLING THE DOORS AT THIS TIME. 
WE HAVE BEEN FORTUNATE THAT NO ONE HAS BEEN INJURED FROM SLIP­
PING OR FALLING ON THE WET FLOOR 

I AM SURE THAT THE COMMISSION IS WELL AWARE OF THE INCREASE IN 
BOTH INJURIES AND WORKMANS COMPENSATION CLAIMS IN THE COUNTY 
AND WE FEEL THAT $300.00 FOR THESE DOORS IS FAR LESS THAN THE 
HOSPITAL BILLS OF SOMEONES INJURIES. 

THERE rs ALSO SOME CONCERN AS TO WHAT DAMAGE MAY RESULT TO THE 
BUILDING WITH THIS AMOUNT OF WATER ACCUMULATING IN THE LOW AREAS. 

THE OTHER REASON FOR THIS LETTER IS THAT OUR ADMINISTRATIVE 
ASSISTANT VOICED SOME CONCERN ABOUT UTILIZING THIS MONEY BE-
FORE THE FY 82-83 BUDGET WENT INTO EFFECT. 

CONTRACTORS CONTACTED FOR ESTIMATES ALSO ADVISED US OF A JULY 
1 PRICE INCREASE FOR BOTH MATERIALS AND INSTALLATION FEES. 

( 1 ) 

BUSINESS PHONES! FREDERICK COUNTY 831-8-499 

EXHIBIT N 
Letter from Pres., HVFD 
to Chair F/R Commission 

MONTGOMERY COUNTY 972-3398 
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OTHER ITEMS THAT WERE PURCHASEDlHIS YEAR(FY _81-82) FROM CODE 
#627 WERE A DEHUMIDIFING SYSTEM BECAUSE OF THE DRY HEAT IN THE 
BUILDING THAT REMOVES ALL MOISTURE FROM THE AIR IN THE BUILDING. 
AN ADDITIONAL RUNNING GEAR RACK...-FOR THE ENGINE ROOM FOR NEW / 
MEMBERS. REPLACEMENT OF THE COMMERCIAL TYPE ELECTRIC STOVE BURNERS 
WITH A MORE COST EFtECTIVE SYSTEM AND THE REPLACING OF BROKEN 
AND DAMAGED APPLIANCES FOR THE CENTRAL VACUUM CLEANER SYSTEM. 

IF YOU HAVE ANY QUESTIONS CONCERNING THIS MATTER PLEASE CONTACT 
ME AS SOON AS POSSIBLE. 

SINCERELY, 

Va~cf.&cu 
~;MES L. BULLOCK, PRESIDENT 

IHYATTSTOWN VOLUNTEER FIRE DEPARTMENT 
25801 FREDERICK ROAD 
CLARKSBURG, MARYLAND 20871 



M E M O R A N D U M 

\' 

March 16, 1979 

TO: ALL DEPARTMENTS AND AGE NC I ES .,. -...v . 1 
/~ 

/\l.\;'~-­
FROM: John W. Short, Di rector, Budget & Research/ --\ · 

SUBJECT: Budgetary Change fonn 
-, I ._, 

A revised fonn is attached and is to be used effective this date 
when requesting a substitution of capital outlay, reallocation of 
appropriation, a County Executive Transfer, a County Council Transfer or 
a supplemental appropriation. Additional documentation should be 
attached when necessary to justify the request. 

For your use, some .current definitions are provided: .. 
Aplropriation - Pennission or authorization to spend money within a specified 
do lar limit for an approved work program. A specific amount indicated in 
the appropriation resolution passed each year by the County Council. For 
operating budget purposes, appropriations are made at the department level for 
salaries and wages, operating expense and capital outlay (3 appropriations). 
Within these categories but at lower levels (e.g., division, activity, 

.·· subactivity), are appropriation allocations. 

Reallocation of Appropriation - Shifting of planned expenditures within the 
appropriation. An example (see sample) is an operating expense from one 
division or activity or subactivity to operating expense of another sub­
activity, activity or division within the same department. 

County Executive Transfer - The County Executive is authorized by Charter to 
approve transfers of appropriations within the department, not to exceed 10% 
of the original appropriation. An example (see attached) would be transferring 
an operating expense within a division, activity, or subactivity to salaries 
and wages of another division, activity, or subactivity within the same 
department. (It could be the same division, activity and/or subactivity.) 

County Council Transfer - The County Council is authorized 'by Charter, and 
upon the recorrmendation of the County Executive, to approve transfer of 
appropriations up to 10% of the original appropriation to another appropriation 
outside of the department providing the appropriation to be transferred. 

Supplemental Ahpropriation - A new, overall increase in authority to spend 
money and whic requires indicating a source of funding. A supplemental 
appropriation can only be authorized by the County Council upon the 
recommendation of the County Executive and then only within conditions 
specified by Charter. 

- -· 

EXHIBIT 0 
Procedure for substitution 
of capital outlay (3 pages) 
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Account.- pseudo code - a six digit code which is a basic building block . 
of the accounting system {FAMIS) and is required on all financial transactions. 

Project/Location - a six digit code which may be used with the pseudo code 
for specific groupings of expenditures. 

ObJect Code - a two digit code used with almost all financial transactions 
which group expenditures by category so as to make possible the summarization 
on a Countywide basis, of certain types of expenditures and budgets {e.g., 
utilities, printing, motor pool). 

De artment, A enc , Activit, Subactivit - Levels of groupings of pseudo 
co es and proJect an o Ject co es • he highest level is department, then 
agency (4 digit code) then activity (2 digit), then subactivity (2 digit). 

While this lis.t of definitions does not describe every code or word 
used in the budget process, it does cover most areas required for the 
preparation of a BR 10. Any additional questions you may have should be 
directed to the appropriate budget analyst on 279-1611 . 

EAL:ec 

\ 



REQUEST FOR BUDGETARY CHANGE . s A f1 pl£ C... 
{ORIGINAL PLUS 4 COPIES) 

Date 3/20/79 
TO: Office of Budget and Research 

J. Jones, Director 
Dept of Water & Sewer 
J. Carter, Chief 
Division of Water 

Check Type of Action Requested Check Funding Source! 
~ia: 

D Supplemental Appropriation -
FROM: 

County Executive Transfer CIP § County Council Transfer B General 

Reallocation of Appropriation D Other 
-------------------·· Substitution of Capital Outlay .. -

SECTION I - Accounting Data 
Agency, activity, appropriation, Codes 
and account title Pseudo ProJect ObJ From 

Dept of Water & Sawer 
Division of Water 
Operations maintenance (04) 
Capita 1 ·'Qut lay 124701 

SECTION II - PURPOSE/JUSTIFICATION 

Cancel Add 

l Osei 11 oscope 

$ 

$1,200 1 Heavy Equipment wrench 

Amount 

: 
I 

; 

\ 

; 

' : 

To 

/ 

$ 

$1,200 

Due .to increasing use of our heavy equipment, more major overhauls have been required 
making this additional equipment more valuable than the oscilloscope. . 

SECTION III - DISPOSITION 
RECOMMENDATION AND ACTION Date Date -

Fund 

BUDGET Analyst 
Assigned to 
Approved -------

Director, Budget & Research 

Chief Administrative Officer 

County Executive 

Disapproved BR Control N'_o _______ _ 

ACCOUNTING 
Received on Processed o_n_J.,,..E _____ _ 
By __________ _ 
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BYATTSTOWN VOLUNTEER FIRE DEPT., INC. 
25801 FREDERICK ROAD 

CLARKSBURG, MARYLAND 20734 

August 4, 1981 

TO: All career and volunteer members 

(/) FROM: James L. Bullock, President 

~ SUBJECT: Purchases and expenditure of funds 

Effective immediately fil purchases for or in behalf of the Hyattstown Volunteer 

Fire Department shall be authorized in advance before such purchases are bought. 

This includes any cash purchases that reimbursement will be requested.and any 

charges to Department accounts. All items requiring_:: purchase orders shall have 

such purchase order written and approved liocluding all shipping or transportation 

cost) before the purchase is made. 

Authorization and approval for purchases is granted by the Board of Directors 

,through the President. No one else has the authority to authorize purchases in 

behalf of the Department. 

Any purchases made without prior authorization shall be the responsibility of those 

making the purchase. The Department will not pay the Dill. 

I 
I. 

EXHIBIT P 
HVFD internal regulations 
on purchasing authority 
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OVERALL COMMENTS 

FIRE DEPARTMENTS AS A GROUP 

Accounting and Reporting Function 

A majority of the fire departments do not have the internal 

capacity to maintain their books on an accrual basis and prepare 

financial statements in accordance with generally accepted 

accounting principles. In addition, the County Government does 

not provide the departments with much guidance or support in the 

accounting and rep~rting areas. 

The departments' lack of adequate capability in these areas 

prevents them from effectively meeting accou~ting and reporting 

requirements as established by the County Council or other 

authoritative bodies such as the National Council on Governmental 

Accounting·(NCGA). In some cases, the accounting and reporting 

inadequacies may impair the ability to effectively operate and 

administer the budget. 

While the scope of our work was not sufficient to enable us 

to recommend a "best solution," we believe the following possible 

alternatives are appropriate and should be considered by the 

County. 
EXHIBIT Q 
Touche Ross & Co. 
comments on FY 81 
Fire Department audits 
(4 pages) 
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A. County Government Maintenance 

We believe it may be feasible for the County Government 

to maintain the accounting records and prepare financial 

statements for the "tax fund" activity of the various fire 

departments. This approach may be desirable from both an 

administrative and economic standpoint. The largest 

expenditure made by the fire departments (payroll) is already 

being administered and accounted_for by the County 

Government. Additional activities such as accounts payable 

and cash disbursement processing could probably be 

incorporated into existing systems maintained by the County. 

This approach would probably require the addition of one 

professional accountant and one clerical person to the 

present Finance Department staff. The professional 

accountant would be responsible for: coordinating all 

accounting and buqgeting activities of the departments, 

establishing and maintaining appropriate controls, 

implementing procedures necessary to comply with the 

reporting requirements of the County Council and the NCGA and 

the preparation of monthly or quarterly financial statements. 

B. Internal Audit Review 

. 
Accounting and reporting practices could probably be 

improved by establishing a liason within the Division of 

I. 

i 
I 

I 
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Auditing to monitor the accounting activities of the 

departments and provide guidance and consulting assistance as 

necessary. The internal audit individual would be 

responsible for implementing procedures and controls to 

ensure good accounting and management practices and 

compliance with all reporting requirements. 

Because of the number of departments and their dispersed 

locations, this would probably be a full-time job. 

c. Fire Commission Approach 

This approach would be similar to the Internal Audit 

Approach. A position would be created within the Fire 

Commission to establish, administer and maintain the 

accounting and reporting functions of the various fire 

departments. The position would be filled with a 

professional accountant, whose responsibilities would 

encompass many of the activities discussed in •A• and •a,• 

above. 

D. Use of External Accounting Professionals 

Some of the departments presently engage outside 

accountants to assist in the accounting and reporting 

function. We noted that departments which utilize the 

assistance of a professional accountant generally have more 
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accurate and complete financial statements prior to the 

audit. In these cases, the accountant's scope of services 

would probably be expanded and given more precise direction 

to implement fully this recommendation. 

This approach would involve the retention of a local CPA 

firm or accountant.by each department. As a minimum, the 

firm or accountant would provide monthly assistance to the 

department by •closing the books• and preparing accrual basis 

financial statements. Guidelines for financial statement 

format would be provided QY the County. It would be the 

responsibility of the fire department and the accountant to 

obtain the necessary information to reflect all department 

transactions and to prepare statements in accordance with 

generally accepted accounting principles as established by 

the AICPA and NCGA. The accountant would also be retained to 

assist in the closing of the books and audit preparation at 

the fis~al year-end. 

We. estimate that the cost of this approach would not be 

very large. The incremental cost would be less for 

departments presently using an outside accountant or in cases 

where the engagement of an outside accountant would reduce 

the necessary internal personnel requirements. 

This approach would give the individual departments some 

/independent flexibility as long as County established 

accounting and reporting requirements are being met. 



James L. Bullock, President 
Hyattstown Volunteer Fire Department 
25801 Frederick Road 
Clarksburg, Maryland 20871 

Dear President Bullock: 

September 14, 1982 

The Commission received your letter regarding spending in the 0627 account 
and monies spent from Operating Expenses for Capitol Outlay items. 

The Commission understands your changing n~eds; however, we would like to 
call to your attention the following: 

1. You may not spend monies from FY '83 prior to July 1, 1982. 
To do so is contracting or purchasing before monies are available. 
This can not happen again. 

2. It is required that you come to the Commission for approval for 
any substitution or changes in your Capital Outlay. 

The Commission 'is legally charged with the responsibility that tax monies 
be properly handled through budget procedures which are correctly followed by 
the corporations. To do otherwise forces the Comission to take steps for 
stricter budget control. 

Remember, items must not be purchased without prior Commission approval. 
To do otherwise causes serious problems for all involved. 

MDG:ns 

Sincerely, 

, 
•.i. _, . (. ,., 

Bill R. Bliss 
Chairman 

fl1111l,lt1:11 1 I\ j 1111111·\ I II\ .11111 J(, ·., llt i 111111111·.·,,,,,1 

EXHIBIT R 
Response from Chairman, 
F/R Commission to HVFD 


