
 

CITY OF NEWTON 
 

FINANCIAL AUDIT ADVISORY COMMITTEE 
 

ACCOUNTING and AUDIT SUB-COMMITTEE AGENDA 
 

THURSDAY, FEBRUARY 21, 2013 
 
 
 
Room 222  
8 AM  
 
 Discussion with the Law Department regarding options related to the trust 
for Other Post-Employment Benefit (OPEB) funds. 

 
Review of the following individual department responses to the Auditor’s 

Management Letter with representatives of the School Department, Police 
Department, and Public Works Department. 

 
 Student Activity Funds 
 Police Details 
 Water and Sewer Billings 

 
 
Respectfully Submitted 
 
Gail Deegan, Chairman 











 
 

 
 

 
Executive Summary 

The Newton Police Department provides paid police detail services to private and non-profit 

individuals or entities as a means of protecting the health and safety of persons and property. The 

individuals or entities (“customers”) that contract for this service are obligated to pay fees promptly. 

The Police Department must make diligent efforts to collect these fees on behalf of the City, which 

efforts shall include pursuing all available debt collection methods for paid details such as: 

processing invoices; sending past due and final notices; making follow-up telephone calls to 

customers; and referring overdue accounts to the Newton Law Department. This standard operating 

procedure outlines key responsibilities in the accounts receivable and debt collection process. 
   

Considerations 

The Paid Details Records System (“PDRS”) is the official database used to record receivables and 

customer information. Police Department employees who have authorized access to this system will 

be assigned a logon and password and shall use all reasonable means to ensure data entered for any 

receivable or customer is accurate and complete, and that this information and system passwords are 

protected from unauthorized release.  
 

Procedure 

The Details Office shall be under the direct command of the Patrol Bureau Commander. Uniformed  

officers  assigned  to  this  office  are  responsible for strict adherence to the Newton Police 

Department’s Police Detail Policy and for the fair and equitable distribution of paid details to off-

duty officers. The Details Office staff shall collect and maintain accurate contact and billing 

information for all customers when police service orders (“paid details”) are generated by telephone  
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or the Police Department’s website. Complete customer information, which shall contain the name 

of the individual or entity responsible for payment and the name and phone number of the individual 

who requested the paid detail, will then immediately be sent to the civilian Paid Details clerk who 

works in the Chief’s Office under the direct command of the Chief of Police. The Paid Details clerk 

has the primary responsibility for day-to-day compliance with accounts receivable and debt 

collection procedures.    
 

Customers who contract with the City of Newton for police detail services shall be encouraged to 

pay all service fees online, including the ten (10) percent administrative fee pursuant to 

Massachusetts General Laws, Chapter 44, Section 53C. The billing procedure for customers who 

have neither the opportunity nor capability to pay service fees online shall be as follows: 
 

1. An itemized detail invoice for police services, payable within thirty (30) days, shall be 

processed by the Paid Details clerk and sent to the customer.   
 

2. All invoices shall include the invoice date, due date, a unique invoice number, address and 

telephone number for the police department, name and billing address for the customer, name 

of individual or entity responsible for payment, location where the services were provided, 

date and time the services were provided, the hourly detail pay rate for each assigned officer, 

and the sum total owed by the customer for police services. 
 

3. Effective on November 6, 2012, and pursuant to Massachusetts General Law, Chapter 40, 

Section 21E, and Newton City Ordinance, Chapter 17, Section 17-15, interest at the rate of 

fourteen (14) percent per year will accrue on all police services fees that remain unpaid 

beyond the invoice due dates, which is thirty (30) days from the date of the invoice. Notice of 

said interest accrual shall be posted on all invoices processed after November 6, 2012.         
 

4. When the initial invoice remains unpaid after thirty (30) days, the Paid Details clerk shall 

send a “Past Due” notice to the customer via regular mail, and communicate with the 

customer by telephone or e-mail to inform the customer of this past due notice and the 

potential for interest accrual.  
 

5. When a Past Due notice remains unpaid after thirty (30) days, the Paid Details clerk shall 

mail  a  “Final Notice”  to  the  customer  with  a  signed  letter  from  the  Chief  of  Police  
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indicating that the account is overdue and will be referred to the Law Department for 

collection if not settled within thirty (30) days. As a courtesy, the letter should also provide 

an option for the customer to contact the Police Chief’s Office to discuss modified payment 

plans in the event the customer is experiencing short or long-term financial difficulties.     
 

6. All accounts or other outstanding debt that is delinquent beyond a ninety (90) day period 

must be immediately reported to the Chief of Police and/or Executive Officer. S/he will take 

steps to attempt to mitigate this debt, and if unsuccessful, will refer the delinquent account(s) 

to the Newton Law Department for collection.  
 

The Paid Details clerk shall prepare a “Do Not Hire List” for all non-regular accounts that are 

delinquent for ninety (90) days or more. The list shall contain the customer and/or entity name, the 

overdue invoice number(s), and the total amount owed by the customer for police services. The list 

shall be updated as required and sent electronically upon each revision to the Details Office staff 

with copies sent to the Chief of Police, Executive Officer, Comptroller’s Office, Law Department, 

Department of Public Works, Engineering Department, and the Inspectional Services Department. 

Uniformed officers assigned to the Details Office shall cross-reference this list when taking police 

detail services orders to ensure that Newton Police officers are not hired to work for customers with 

overdue accounts. Overdue accounts must be settled with the Chief’s Office staff or with Newton 

Law Department staff before further police detail services will be authorized and/or rendered to the 

customer(s).    
 

Schedule of Payments 
 

All paid details funds collected by Police Department employees in the course of their service to the 

City must be recorded in the PDRS and summarized as to amount and purpose on a standard City 

cash receipt schedule and deposited in full with the Treasurer-Collector’s Office (with a copy of the 

schedule provided directly to the Comptroller) on the day they are received. In the event that this is 

not possible, the receipts must be logged and secured in a locked cabinet or safe until the following 

business day when the receipts must be deposited with the Treasurer-Collector’s Office. All deposits 

made with the Treasurer-Collector’s Office must be summarized as to amount and purpose on a 

standard cash receipts schedule, an electronic copy of which is available on the Comptroller’s forms 

page of the City intranet. This is a three-page form, with the original to be hand-delivered to the 

Treasurer-Collector’s Office;  a  second  copy  to  be delivered to the Comptroller’s Office;  and  the  
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third copy to be retained by the Police Department. Please refer to the City of Newton, 

Massachusetts, Departmental Cash Receipt Collection Policy (Attachment 1) for additional 

requirements on funds handling. 
 
Pre-Payment Process      

The Police Department is actively working on a pre-payment system that will allow customers to 

pay for police details in advance of the detail using a  credit  card. While there presently exist some 

capabilities for credit card processing throughout the City, there is no process in place at this time for 

credit card pre-payments for police detail services. However, once police services are provided and 

an invoice is processed, customers may log on to the Police Department’s main website and make 

MasterCard, Discover Card or check payments via the “Inform Us” and then “Pay On-Line” links. 

This policy will be amended once the pre-payment system is in place.   
 

Debt Write-Off Policy 

If, despite diligent efforts to collect on an account, the Law Department is unable to do so the 

account may be deemed “uncollectible.” This determination will only be made after the Law 

Department has made reasonable efforts to pursue the receivable up to and including legal action. 

When a receivable is deemed uncollectible, the Law Department attorney responsible for police 

detail collections will consult with the ranking police representative responsible for police details 

and the City Solicitor, to recommend that the receivable be written off. A receivable may also be 

recommended for write-off when a determination is made that the cost of collections is greater than 

the value of the receivable. The ranking police representative and the City Solicitor shall approve all 

write-off recommendations. The write-off recommendations shall then be forwarded to the City 

Comptroller, who shall be responsible for adjusting the City’s records accordingly. The individual or 

entity responsible for payment of any uncollectible receivable(s) shall be placed on the Do No Hire 

List. To the extent that unobligated salary funds are available in the current year Police Department 

operating budget, these funds shall be used to fund the write-offs. Should funds not be available in 

the Police Department salary appropriation for this purpose, a supplemental appropriation shall be 

requested from the Mayor and Board of Aldermen to fund the uncollectible amounts.               
 

Records Management 

The Newton Police Department is the keeper of the official record for all internal receivable 

information. Receivables entered by authorized employees into the PDRS will supersede any paper 

copies  of  the  same  information. The  Newton  Police  Department  must  maintain  any  supporting  
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or back up documentation related to a receivable entered in the PDRS, and is responsible for 

retaining and archiving receivable records in accordance with disposal schedules published by the 

Massachusetts Secretary of State’s Records Conservation Board.   

 














