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that are cropping up everywhere might also be interested. VandenBosch has contacted two
cruise companies but has not heard back.

Reineck asked about cost to construct to which VandenBosch responded that we do not
know because we do not know what the cruise ships require.

Arnold asked if the city were to host cruise ships whether the harbor would become a
commercial harbor to which VandenBosch noted, “Yes, and might qualify for dredging.”

VandenBosch will continue to look at possibilities and eventually the commission will look at
all potential projects and prioritize.

Member and Staff Comments

Sullivan. Hoping in the next meeting or two we could start looking at maintenance items such
as sediment traps.

Stephens asked if we should revisit our Strategic Plan. VandenBosch noted that budget is
coming up so this is a good time to look at that.

Pyle, Strong and Reineck had no additional comments.

VandenBosch. There is a lot of ice in the harbor so hopefully there will not be damage.
Adjourn
Motion by Strong, second by Stephens to adjourn at 6:17 p.m.

All in favor. Motion carried.

RESPECTFULLY SUBMITTED,

Marsha Ransom
Recording Secretary
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City of South Haven
Marina Fund - Fund 594

For the period ended January 31, 2014

YTD 2013-14
Revenues: Month Actual Actual Adopted Budget
State GrantS-Bldg & Dredging $ - $ - $ -
Interest and Rents 12 77 15,106
Charges for Service 331,001 447,391 510,000
Other Revenue - 2,707 8,740
Total Revenues $ 331,013 # $ 450,175 $ 533,846
YTD 2013-14
Expenses: Month Actual 0 Actual Adopted Budget
Personnel Costs $ 9,619 $ 54,696 $ 62,118
Supplies 148 2,895 7,000
Admin/Computing/Equipment Fees 3,353 22,945 38,435
Contractual Services 6,109 126,705 95,000
Other Services and Charges 14,756 85,661 135,180
Utilities 2,124 24,750 32,700
Repairs and Maintenance 106 9,838 -
Capital Outlay - 7,505 -
Operating Transfers Out 1,757 12,297 21,080
Total Expenses 37,971 - 347,294 391,513
Depreciation - - 133,300
Total Expenses and Depreciation $ 37,971 $ 347,294 $ 524,813
Net Fund Change $ 293,042 $ 102,882 $ 9,033
Retained Earnings June 30 $ 2,475,738
Less Net Capital Assets $ (2,379,613)
Net Undesignated Reserves $ 96,125
Add Seasonal Rentals paid but not posted to income yet $ 220,033
Deduct Expenses paid in advance, not posted to expense yet $ (234,044)
Deduct Receivables owed to Marina but not yet received
Deduct State amounts owed to Marina but not yet received $ (1,954)
Add current expenses owed but not paid yet $ 50,308
Adjusted Undesignated Reserves $ 233,350
Cash & Investments Balance at month end $ 233,350
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Marina Fund Revenue
As of January 31, 2014

Fiscal Year Ending in
Seasonal Transient
2002 234,236 161,984
2003 259,840 166,084
2004 280,151 167,907
2005 282,245 170,944
2006 300,819 173,817
2007 343,171 170,869
2008 368,408 168,362
2009 377,955 166,674
2010 350,635 161,584
2011 314,270 140,546
2012 330,660 151,046
2013 377,199 89,267
2014 352,095 95,296

Seasonal Marina Revenue

Jan Feb
2007 58,007 147,702
2008 60,795 185,520
2009 44,784 185,069
2010 13,035 218,460
2011 43,222 157,210
2012 31,810 178,650
2013 29,476 169,790

2014 328,765

Transient Marina Revenue
Jan Feb

2007
2008
2009
2010
2011
2012
2013

2014 2,236

[eNeNeNoNoNolNo)
[CNeNeNoNoNolNo)

Revenue
Total
396,220
425,924
448,058
453,189
474,636
514,040
536,770
544,629
512,219
454,816
481,706
466,466
447,391

Mar
34,975
32,325
32,390
41,530
38,473
44,840
80,125

Operational
Expense
369,081
403,463
429,353
479,287
517,881
471,088
493,906
492,039
485,399
521,900
427,390
599,418
258,150

Apr
42,960
36,210
25,955
20,235
31,230
14,750
37,555

Apr

8,528
11,657
11,972
8,445
373
4,684
2,466

Net
Revenue

27,139
22,461
18,705
-26,098
-43,245
42,952
42,864
52,590
26,820
-67,084
54,316
-132,952
189,242

May
23,115
19,130
31,150

5,050
12,498
31,795
28,362

May
11,494
8,957
10,994
9,029
16,162
12,448
3,689

Jun

-3,846
16,761
23,488
20,692

-158
-1,925
14,431

Jun
39,340
29,620
24,877
25,154
21,221
31,740
12,501

Marina Fund Revenue

NOTES ON OPERATIONAL EXPENSES:

Operational Expense does not include depreciation of approximately $133,000 per year.
Operational Expenses do not include large construction expenses.
Operational Expenses do not include the annual transfer to the River Maintenance Fund
of approximately $21,080 annually.

Operating Expense excludes reimbursable dredging costs

Jul
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703
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22,176

8,654
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4,392
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Oct
1,100
6,550

900
200
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3,940
7,735

Oct
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1,301
1,299
515

843

Nov
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26,799
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11,420

7,300
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1,000
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Calendar Yea
Total
354,102
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383,069
328,765
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139,930
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City of South Haven
Black River Park Fund - Fund 545
For the period ended January 31, 2014

YTD 2013-14
Revenues: Month Actual Actual Adopted Budget
State Grant $ - #$ - $ -
Charges for Service 50,050 105,113 148,500
Interest and Rents 18 115 3,000
Other Revenue - - 100
Total Revenues $ 50,068 # $ 105,229 $ 151,600
YTD 2013-14
Expenses: Month Actual Actual Adopted Budget
Personnel Costs $ - $ 23,423 $ 44,096
Supplies - 1,814 3,000
Admin/Computing/Equipment Fees 2,066 14,464 24,795
Contractual Services - 9,880 12,000
Utilities 651 5,943 7,702
Other Services and Charges 636 5,219 10,050
Repairs and Maintenance - 7 7,500
Capital Outlay - - -
Operating Transfers Out to 296 483 3,383 5,800
Total Expenses 3,837 64,133 114,943
Depreciation - - 50,300
Total Expenses and Depreciation $ 3,837 $ 64,133 $ 165,243
Net Fund Change $ 46,231 $ 41,095 $ (13,643)
Retained Earnings June 30 $ 627,980
Less Net Capital Assets $ (466,574)
Net Undesignated Reserves $ 161,407
Add Seasonal Rentals paid but not posted to income yet $ 41,673
Deduct Receivables owed to BRP but not yet received $ (33,710)
Deduct Expenses paid in advance, not posted to expense yet $ -
Add(Deduct) Amount due to/ from Beach, Rev earned but not in cash $ -
Add Accounts Payable owed but not paid yet
$ 210,465
Adjusted Undesignated Reserves
$ 210,465

Cash & Investments Balance at month end
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Black River Park Revenues

Black River Park Revenue
As of January 31, 2014

10

Fiscal Year Seasonal Transient Boat Launch & Seasonal Revenue Operational Net
Ending Dock Dock Parking fees Launch Permit Total Expense Revenue Note: Operational Expense does not include depreciation of approximately
2007 84,563 9,480 42,544 10,471 147,058 90,412 56,646 $50,000 per year.
2008 96,484 11,143 37,896 10,053 155,576 97,145 58,431 Operational Expenses do not include large construction expenses.
2009 93,239 9,240 37,261 11,922 151,662 99,992 51,670
2010 84,432 9,249 38,478 10,183 142,342 90,883 51,459 Transfer to River Maintenance Fund of approximately $5,800 annually
2011 66,393 8,658 42,038 3,859 120,948 113,430 7,518
2012 73,619 10,711 55,134 10,097 149,561 129,949 19,613
2013 71,440 9,150 47,844 10,980 139,414 102,155 37,259
2014 59,140 9,132 35,002 1,500 104,774 60,750 44,024
Boat Launching & Parking Fees Revenue Calendar Year
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total
2007 0 0 0 1,289 4,160 7,725 13,459 7,941 5,917 1,808 0 0 42,299
2008 0 0 0 831 2,768 5,172 11,030 10,046 4,709 2,170 0 0 36,726
2009 0 0 0 370 3,378 5,558 10,738 7,704 8,311 812 0 0 36,871
2010 0 0 0 527 6,102 4,284 13,972 11,844 2,799 2,186 0 0 41,714
2011 0 0 0 126 4,301 6,870 19,145 10,345 7,373 1,221 0 0 49,381
2012 0 0 0 0 7,000 10,050 19,667 9,346 4,702 2,376 1,031 112 54,285
2013 56 0 91 637 3,671 6,154 14,069 12,964 4,874 3,081 14 0 45,611
004 0]
Launching - Seasonal Permit Revenue Calendar Year
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total
2007 0 0 0 2,261 4,157 2,749 1,453 0 0 0 0 0 10,620
2008 0 0 0 1,885 3,743 2,972 1,620 0 0 0 0 0 10,220
2009 0 0 0 2,770 4,924 2,608 640 0 0 0 0 0 10,942
2010 0 0 0 1,370 7,158 1,015 1,546 0 75 0 0 150 11,314
2011 0 0 0 610 75 1,403 1,222 0 0 75 0 0 3,385
2012 0 0 0 600 6,620 1,580 1,200 0 0 -270 0 0 9,730
2013 0 100 400 2,400 3,900 3,250 1,050 200 50 0 0 100 11,450
2014
Seasonal Dock Revenue Calendar Year
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total
2007 9,140 27,530 6,155 11,695 12,270 5,762 0 0 250 400 5,200 4,787 83,189
2008 7,940 45,315 9,400 11,905 12,675 -1,388 0 0 200 2,000 5,009 1,655 94,711
2009 6,865 41,215 7,085 9,125 4,990 15,095 0 0 0 0 5,000 0 89,375
2010 3,740 30,265 19,680 11,325 15,585 -1,163 1,650 0 0 0 4,650 2,369 88,101
2011 6,550 22,995 3,740 7,215 8,505 8,720 727 3,707 0 1,680 2,175 4,670 70,684
2012 3,995 20,485 9,585 6,440 18,500 1,655 3,745 0 0 600 2,000 200 67,205
2013 3,070 24,760 11,180 6,850 17,300 1,735 55 985 0 800 4,700 2,650 74,085
2014
Transient Dock Revenue Calendar Year
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total
2007 0 0 0 169 1,303 1,986 3,988 2,672 984 0 0 0 11,102
2008 0 0 0 329 1,562 1,609 2,571 2,904 1,204 303 0 0 10,481
2009 0 0 0 0 483 1,776 2,444 3,796 1,332 0 0 0 9,831
2010 0 0 0 0 748 930 2,657 2,479 746 0 0 0 7,560
2011 0 0 0 0 818 1,958 4,492 2,190 1,181 23 0 0 10,662
2012 0 0 0 0 604 2,221 3,567 2,325 1,125 98 0 0 9,939
2013 0 0 0 0 163 1,873 3,815 4,435 808 74 0 0 11,168
004 0]
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City of South Haven
River Maintenance Fund - Fund 296

For the period ended January 31, 2014

YTD 2013-14
Revenues: Month Actual Actual Adopted Budget
Assessments $ - $ - $ -
Interest and Rents - 863 -
Other Revenue - - -
Operating Transfers In 3,073 21,513 36,880
Total Revenues $ 3,073 $ 22,376 $ 36,880
YTD 2013-14
Expenditures: Month Actual Actual Adopted Budget
Operating Supplies $ - $ - $ 500
Contractual Services - 13 -
Repairs and Maintenance - - -
Capital Outlay - 6,990 10,000
Total Expenditures $ = $ 7,003 $ 10,500
Net Fund Change $ 3,073 $ 15,373 $ 26,380
Prior Year End Fund Balance June 30 $ 25,506
Estimated YTD Fund Balance $ 40,879
Cash & Investments Balance at month end $ 40,879
Projected Cash Balance at Fiscal Year End $ 51,886
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Capital Improvement Prioritization
Marina Fund Projects

Marina Electric Upgrades, North Side, South Side, Maritime Marina

Maritime Museum Dock Repair

Dinghy Docks and Paddle Craft Facilities Throughout Harbor

Maritime Marina Restroom Replacement and Pavilion

Floating Dinghy Docks in Marinas

Harbor Signage, No Wake, Welcome, Municipal Marina Names

Harborwalk, Signage, Landscaping, Appearance Upgrades

Cruise Ship Dock

13
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Capital Improvement Prioritization
River Maintenance Projects

Sedimentation Traps

Fund Conservation District Projects to Minimize Erosion and Contaminants in River

Dredging Capital Plan Funding (Save Funds for Next Major Dredging)

Land For Dredge Spoil Placement

Annual Maintenance Dredging, Black River

Friends Goodwill Channel

14
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Capital Improvement Prioritization
Black River Park Projects

BRP Street Garage Site Fishing Access

Fish Cleaning Station and Entrance Drive

New BRP Marina Restroom (near Docks)

BRP Kayak Launch, Pavilion

BRP Parking Lot Repaving

Dunkley Street Parking Lot (near Fish Cleaning Station)

15
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HARBOR COMMISSION STRATEGIC PLAN
Approved April 17, 2012

Mission Statement

In the performance of it duties the Harbor Commission shall remain committed to the
continuous improvement of the Black River Harbor by taking a long term view of the
harbor's capacity, it's navigability, it's value to the community, and it's use by both public
and private interests, and shall assure the health, safety and enjoyment of the harbor by
providing recommendations for its maintenance and operation.

Goals and Objectives

A. Safety and Navigation

1. Dredging Needs of the Harbor

Assess the river conditions and prepare to perform maintenance dredging as
necessary.

Develop a checklist that outlines the steps to be used in assessing the need for
dredging and the process of dredging.

Maintain valid permits for maintenance dredging.

Dredging is one element of a comprehensive Black River maintenance program that
must be ongoing.

Develop recommendations for maintaining ingress and egress to the harbor, including
adequate depth at the pierheads.

Apply for any grant funding or other funding that becomes available for harbor dredging
or other safety improvements.

2. Electrical Utilities

Encourage all marinas and private slips to upgrade their electrical wiring if they are
making any electrical improvements.

3. Fueling of Marine Vessels
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The Commission has identified the direct fueling of boats as a major safety concern and
has developed the following action steps to educate the public and enforce the laws
regarding direct fueling:

« Work with marina managers and commodores to have signs posted clearly
explaining how and where boaters may fuel their boats.

* Develop an educational campaign that can be used in local schools, boater
safety classes, in the newspaper and other outlets.

» Enlist support of the Van Buren County Sheriff Marine Patrol along with SHAES
and South Haven Police to educate boaters on the dangers and laws regarding
direct fueling. Encourage warnings before citations and fines.

* Send a letter to the State expressing concern and requesting a statement on the
back of the Marina Operating Permit (MOP) stating: “Direct Fueling is against the
law and can lead to revocation of this MOP”.

* Provide the fire code letter from the SHAES Executive Director to marinas.

4. Emergency Services

Promote a close working relationship with the Sheriff Marine Patrol, Coast Guard, Coast
Guard Auxiliary, South Haven Police Department and South Haven Area Emergency
Services. Meet at least annually to discuss mutual issues related to harbor safety.
Review procedures to respond to fuel and contaminant spills.

Encourage agencies to maintain oil absorbent equipment to manage emergencies.

5. Erosion and Contaminants

Work with the DEQ, DNR, Drain Commission, farmers and other entities to ensure
proper procedures are followed to reduce erosion and contaminants in the river in the
City and upstream from the City.

Support testing for E. coli and work to resolve any related issues.

6. Harbor Traffic Flow and Safety

Identify ways to improve traffic flow especially on weekends and during special events

Ensure that the channel between the harbor lines is kept clear of natural obstructions,
anchored boats and barges, and all new docks and headwalls.
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Add a light to the bridge that will signal to boaters when the bridge is closing.

7. Public Access

Support public access and use.
Explore installation of a mast hoist for people launching sail boats at the boat launch.
Traffic at the launch area can be dangerous, identify safety improvements.

8. Signage

Evaluate the current signs and upgrade/remove as necessary. Locate signs
strategically so as not to block valued views.

Increase the number of No Wake signs, including adding signs at the bridge and at the
Southside Marina.

B. Municipal Marina Facilities

1. Municipal Marina Facilities

Promote quality facilities at all municipal marinas.

The Southside Marina has excellent facilities (showers and restrooms, lounge and
meeting rooms, picnic areas, etc) for its boaters. Similar quality facilities should be
provided to all other Municipal Marinas.

The City should move forward expeditiously with the construction of a new facilities
building at the Northside Marina. Support use of grant funding to replace the existing
facility.

The City should upgrade and expand the restroom/shower facilities at the Museum and
Black River Park Marinas, adding a lounge area. These are likely to be long term
projects.

At Black River Park Marina and the Museum Marina, add a roof and screen walls to the
new deck. All facilities should be handicap accessible. Boaters should be surveyed
first to determine if this meets their needs.
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Promote availability of bicycles for boater use at the municipal marinas.

C. Infrastructure

1. Develop a Capital Improvement Plan

A capital improvement plan should be developed for each of the marinas. The Harbor
Commission should review the plan and identify projects that it would like to see
completed. The plan should include a budget and timeline for such improvements.
Annually review the River Maintenance capital improvement plan.

2. Dinghy Docks and Paddle Craft Facilities

Fully support the Pedestrian, Bicycle and Paddle Plan which was adopted by the City
Council on 2/16/2009. Improve existing dinghy docks and access at the Dyckman
bridge.

http://www.south-haven.com/csh%20folder/csh/Pages/Communications/PlansReportsStudies.html

Clean out and trim Celery Pond creek to create a small craft launch site and dinghy
dock.

Add a dinghy dock at the Museum Marina.

Try to design dinghy docks so they would be usable for a river launch service if one
becomes available.

3. Harborwalk
Complete the Harborwalk to include signage, lighting, benches, landscaping etc.

Find and analyze the original plan for the Harborwalk to determine if the plan has been
fully implemented. If it has not continue implementing the plan.

Improvements are needed on the public easements through Mariner’s Dockage and
Pier's End Cove.

Complete Harborwalk to create a unified concept by adding better way finding signs,
paving materials, improve interpretative plaques etc.

Encourage a cooperative maintenance agreement between the City and the Michigan
Maritime Museum.

4. Green Space/Views
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The Commission recommends that the city retain and acquire, when available,
adequate public space along waterfronts. These areas should be maintained and
developed for open green space and public access.

5. Former Street Garage

Add a sea wall extension and dinghy dock at the former street garage, encouraging
natural sea walls.

D. Planning

1. Future Development and Impact on Safe Navigation

The Harbor Commission supports a detailed Harbor study that would update existing
material from the 2001 Smith Group JJR report. To accomplish this we need to hire a
competent and professional consultant to determine the capacity of the Black River
Harbor and to provide guidance for future policy and decision making with a 10 year
outlook.

The South Haven City Council should authorize a forward looking study of our Harbor to
determine if additional slips and/or services are needed. Is our Harbor at capacity
(defined as its ability to safely handle its current usage)? If not, how many additional
boats can it handle given its current configuration? Are additional slips needed? If so,
where should they be located? If it is at capacity based upon current configuration, are
there modifications that would permit increased capacity?

Consider funding a comprehensive professional study. The study should look at where
are we and where do we want to be in the next 5 to 10 years. This study should be
delayed at this time due to the unusual economic conditions until a certain level of
economic normalcy returns to the harbor. In the interim, contact area schools, colleges
and universities seeking their help with acquiring accurate data on size, quantity and
frequency of use of vessels using the Black River. Analyze the new numbers from the
study with a focus on the last paragraph on page 4 of the JUR memorandum of
4/23/2001 which discusses the capacity of the river based on channel widths.

Additionally the needs assessment should look at existing facilities to determine if they
currently serve our needs, how they could be modified to best serve our needs today
and what needs to be changed to best serve our future needs?

A process needs to be defined, created, promoted and followed setting development
goals and criteria based on consideration of our harbor size, location and boating and
community concerns.

Continue to monitor and provide guidance on the new waterfront park extension east of
the Steelheader’s fishing wall and its impact on safety and navigation
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Any additional waterfront development or development affecting the waterfront must be
scrutinized very carefully, both before, during and after the planned construction. In
advance of any construction the impact upon the harbor (which includes the Black River
to the City limits) by the project as well as the proposed methods of construction of the
project (remember Sherman Hills) must be carefully examined and evaluated. The
impact on boat traffic (if, for example, additional slips are proposed) and the impact
upon navigation must be evaluated. Of concern is erosion of soils flowing into the river
caused by poor and unsupervised developments.

As proposals for the development are presented, the Harbor Commission will consider
issues of need, safety, navigational hazards and environmental concerns and make
appropriate recommendations.

2. Development Approval Role

All projects using harbor maintenance funds and all developments along the river
should come before the Harbor Commission for their recommendation.

Participate in any discussion regarding the Celery Pond property.

The Harbor Commission should have a role in any changes that affect marinas, river or
harbor.

3. Natural Environment Preservation

Allow for innovative development without totally eliminating the vegetation and public
access in the Black River around the present canoe launch area.

We need to be proactive on waterfront development for example Sherman Hills. The
City needs to determine how the river needs to be protected when a development is
proposed.

Work with DNRE and other entities regarding environmental issues for the entire Black
River Watershed.

Encourage all marinas to achieve Clean Marina Status.

4. Effects of Development and Loss of Marine Services

Assess whether we have adequate marine services in the harbor, including fueling, haul
out, storage, marine repair service, marine parts and supply, dockage (seasonal and
transient) and pump out facilities. If some services appear to be lacking, encourage
private businesses to provide them. If private businesses are unable to provide the
services or stop providing needed services, consider municipal services.
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E. Funding

1. Ongoing Dredging Project Funding
Investigate other sources of revenue for dredging.

Recommend an increase from 3% to 6% of marina revenues set aside for the River
Maintenance budget.

Recognize the need for additional funding for dredging and allocate some of the tax
collection from the increased assessments of property and homes on the river for
dredging.

Request funding from the DDA to allocate toward harbor maintenance.

Determine if the current method of calculating special assessments for dredging is
equitable and or if changes are needed.

2. Capital Improvement Plan

The Commission duties include an annual review of this plan along with the Black River
Maintenance document. As part of that review recommendations must be made in a
timely manner.

3. Harbor Budget Policies

It is the duty of the Commission to review and make recommendations to the annual
River Maintenance, Marina Fund and Black River Park budgets in a timely manner so
they can be considered during the budget adoption process of the City Council.

All assessment categories should identify a budget and funding mechanism. Consider
for example:

» Future waterfront developments should be specifically assessed for their impact
on the harbor.

» Establish a broad based assessment (as broad as possible) to fund the
maintenance of the harbor.

» Analyze the current income from the operation of the Municipal Marinas and
Public Launch site to get a full understanding of the usage and to determine an
appropriate contribution to harbor maintenance.

F. Marketing and Communication

1. Emergency Communication
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Be in a position to communicate safety information for ongoing and emergency issues
with marina owners, managers and users. Develop ways to communicate safety
information with boaters.

Establish an email list for contact with boaters and harbor stakeholders.
Install bulletin boards at the boat launch.

2. Marina Management

Evaluate management of municipal marinas.

There needs to be more communication with transient and seasonal boaters using
marina facilities and the boat launch. Create and distribute feedback cards to survey
customer service and desired amenities. Do customer satisfaction surveys on a regular
basis and conduct appropriate follow up.

Include welcome packages with information on the City and local businesses, gifts and
coupons. Inform boaters where they can rent bicycles and vehicles.

Install informational bulletin boards at all municipal marinas to inform boaters and the
public of events, phone numbers, tourist information etc.

Improve on-going staff training.
Encourage development of a marina and harbor marketing plan on an annual basis.

The Commission needs to schedule annual meetings at the marinas to hear concerns
and suggestions for improvements of services.

3. River Stakeholders

Communicate with the City and its boards and commissions as well as the DEQ, DNR,
Drain Commission, farmers, boaters etc. to ensure we maintain a high quality harbor,
including water quality issues.

Promote the Clean Marina program to harbor marinas and as a marketing approach for
the harbor.

Use bulletin boards at marinas and boat launch to post Harbor Commission meeting
schedule, agendas and Harbor Commission contact information.
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4. Survey and Feedback Procedures

Survey boaters and slip owners to determine what services they want and how it should
be provided. Gather feedback and implement changes on dredging and other issues.

Survey all boaters, slip owners and marina owners regarding river maintenance and
safety issues. Use an email list to inform and listen to river stakeholders.
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February 10, 2014

TO: Harbor Commission

FR: Paul VandenBosch

RE: Marina Independent Accountant's Report

In Fall, 2013, staff requested an audit of the Municipal Marina. The full report and the staff
response are attached in this agenda packet.

The auditor identified a number of procedures which need to be improved, in particular related
to invoicing and bank deposit of seasonal and transient revenue, and logging of how many
boats of what length are at the marina each night.

Staff has reviewed the auditor findings and has responded by setting up a bank deposit
system, an improved invoicing system managed by the City, daily deposit logs and boater

occupancy logs.

By following the procedures outlined in the staff response to the audit, we feel that we will be
able to satisfy the concerns identified by the auditor related to the previous boating season.

25



February 18, 2014
Harbor Commission
Regular Meeting Agenda

City of South Haven

Harbor Commission Agreed Upon Procedures

For the 2013 Boating Season
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Independent Accountant’s Report on Applying Agreed Upon Procedures

Agreed Upon Procedures Review
Discussion on Limiting Conditions
Findings and Observations

Attachments

Detall of Findings and Recommendations
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INDEPENDENT ACCOUNTANT'S REPORT ON APPLYING
AGREED UPON PROCEDURES

January 22, 2014

To the Harbor Commission
City of South Haven, Michigan

We have performed the procedures enumerated below for the 2013 boating season or other
periods as indicated, which were agreed upon by the City of South Haven Harbor Commission
and management of the City of South Haven to assist with certain aspects of the operations of its
marina’s (collectively the “Marina”). The agreed upon procedures engagement was performed in
accordance with standards established by the American Institute of Certified Public Accountants.
The sufficiency of the procedures is solely the responsibility of those parties specified in this
report. Consequently, we make no representation regarding the sufficiency of the procedures
described below either for the purpose for which the report has been requested or for any other
purpose. We performed the following procedures:

¢ Updated the “business rules” related to slip rentals and other charges (including price
setting, discounting, free nights etc.)

o Reviewed daily usage logs of each marina for the 2013 boating season (April 15 through
October 15)

e Tied revenue per transient database to the general ledger (also included consideration of
the State reservation system)

o Reviewed the number of seasonal slip rentals at each marina

o Determined that payment for each seasonal slip has been received

e Compared daily calculated revenue to bank deposits

o Determined whether approved discount policies were adhered to

¢ Reviewed invoices for payments made directly to the Marina management company

We were not engaged to and did not perform an examination, the objective of which would be the
expression of an opinion on the revenues, expenses or internal controls associated with the
Marina operations. Accordingly we do not express such an opinion. Had we performed
additional procedures, other matters might have come to our attention that would have been
reported to you.

This report is intended solely for the use of the City of South Haven Harbor Commission and
management of the City of South Haven and is not intended to be and should not be used by

anyone other than these specified parties. Distribution of this report without the consent of
Vredeveld Haefner LLC and approval of management of the City of South Haven is prohibited.

Chadorsolrd Hewgfpeor LY
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We were engaged to perform agreed upon procedures as outlined in the Independent Accountant’s
Report on Agreed Upon Procedures. These procedures included obtaining data from the City of South
Haven and the contracted Marina manager to perform our analysis. Since we were not engaged to
perform an examination under Generally Accepted Auditing Standards, our services did not necessitate
obtaining evidential matter that would have increased the reliability of information given to us for review.

The following list summarizes limiting conditions related to the services performed as part of this
engagement:

REVIEW OF CURRENT ACTIVITY

Our services included reviewing transactions for the 2013 boating season which runs from April
15 through October 15. Some of the findings identified in this report are based on certain
information from the 2012 previous boating seasons which were partially reviewed by us.

ITEMS NOT AVAILABLE OR PROVIDED

There were many items we anticipated receiving which did not exist or were not made available

to us. We did not receive a database of boating days information for the transient activity. We
received only a portion of the transient boating tickets.
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o Documented the “business rules” related to slip rentals and other charges (including price setting,
discounting, free nights etc.)
0 Business rules were updated however it was quickly discovered that they were not being
followed.
0 Reviewed daily usage logs of each marina for the 2013 boating season (April 15 through October 15)
0 Observed State reservation system details for transient slip rentals however there were
also reservations through an internal system (RezStream) which could not produce the
reports we needed.
0 The seasonal database consisted of an excel spreadsheet which was found to be
inaccurate.
o Tied revenue per transient database to the general ledger (will also include consideration of State
reservation system)
0 The detail to support the State and internal systems was haphazard; therefore we were
unable to complete this step.
o0 Reviewed the number of seasonal slip rentals at each marina
0 We observed seasonal excel spreadsheets (one for each seasonal marina) maintained
by marina staff of which the spreadsheets were found to be inaccurate.
o Determined that payment for each seasonal slip has been received
0 It appears there are seasonal slip renters owing fees to the City.
o Compared daily calculated revenue to bank deposits
o0 No daily revenue logs were maintained by the marina therefore this step could not be
completed.
o Determined whether approved discount policies were adhered to
o No reports we observed provided any documentation to indicate whether a discount
amount should be applied.
o0 Reviewed invoices for payments made directly to the Marina management company.
0 We scanned the City’'s general ledger detail and observed invoices paid to HAPA LLC.
We observed several invoices (attached to the HAPA LLC invoice) which included no
indication that the products or services received related to the Marina — they were
delivered and invoiced to a different business.
0 We observed several invoices paid by HAPA LLC and invoiced to the City that included
payment of sales tax.
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City of South Haven
Marina Operations
Detail of Findings and Recommendations

Findings:
Transient Customers

e We reviewed the State Harbor Detail Reports for the months of February through June 2012 and
determined that, based on transaction date and arrival date, $43,887.25 was recognized in
revenue in fiscal 2012 that should have been deferred until fiscal 2013.

e We reviewed the State Harbor Detail Reports for the months of February through June 2013 and
concluded we are unable to calculate the amount that should have been deferred until fiscal
2014 because starting in April 2013 the Marina did not run all transactions through the State
system and certain reservations that were made by the Marina in the State system were coded
as a customer generic point of sale with no reservation details.

e Selected the Month of May 2013 to test the Payments with Account Changes report.

0 Based on discussion with the Marina Manager, when a customer makes a reservation
directly with the Marina and does not go through the State system, the Marina does not
charge the customer until the arrival date. This appears to be inconsistent as there are
transactions on the report with amounts presented as advance deposits which would be
based on the transaction date in comparison to the arrival date. In addition, there are
insignificant amounts presented as accounts payable which are likely refunds owed to
customers for early departures however the Marina Manager was unable to explain the
nature of these items.

0 It was noted that there was a MasterCard credit card charge for the Marina manger on
5/28/13 for $72.00 and a VISA refund for the same amount on the same day for the
same individual. After scanning the entire report for the months of May through August
2013, no other transactions involving the Marina manger were noted.

0 Steve Brooks is listed with a transaction date of 5/14/13 however the State receipt date
is 7/14/13. This transaction should be showing on the July Payments report as revenue
not on the May Payments report as an advance deposit. In addition, while this
transaction is properly showing on the State Harbor Detail Report for July, it is coded as
a customer generic POS item (which is normally used for food and merchandise sales)
instead of as a reservation (which shows the customer name, arrival date, departure
date, number of slips etc.). The Marina Manager was unable to definitively explain why
the dates do not match.

0 Eric Fiste is listed with a transaction date of 5/25/13 however the State receipt date is
5/6/13. While this transaction is properly showing on the State Harbor Detail Report for
May, the dollar amounts do not agree. The Marina Manager was unable to explain why
the amounts do not match.

0 Jeff Poczatek is listed in the DNR section of the report with a transaction date of 5/26/13
however he is not listed on any of the May through July 2013 State Harbor Detail
reports. The Marina Manager was unable to explain why this individual’s transaction is
not showing on the State reports. In addition, the Marina Manager was unable to
provide a valid receipt for the transaction.

0 It was noted during review of the monthly Payments with Account Changes reports that
refunds are being processed by the Marina (i.e. — Mastercard refund to Ken Boegeman
on 7/19/13 for $31.20).
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The Group Unit Income report was prepared for the months of May through September 2013.
Although the report itemizes each individual slip and the number of days occupied, we are not
able to calculate the anticipated total gross revenues based on the Board approved transient slip
fees as there is no record of the size of boat that occupied each slip. Based on discussion with
the Marina Manager, there is no field in the computer system to record the boat length and the
boater charges are manually calculated. Marina personnel will periodically enter the boat
length into the notes section of an individual’s account however this practice is not consistently
performed.

The Housekeeping report for 7/7/13 was provided as a sample and it was noted that Tim Tyler
was listed as a departure for that date however the note on the report for his transaction shows
a date range of 6/30-7/1/13 which indicates he should have checked out of the Marina the
previous week. The Marina Manager was unable to explain the discrepancy.

0 The Marina Manager provided the invoice and State receipt for the above reservation.
The manager wrote on the invoice copy that there was a note in the file that this
reservation was paid for in cash which is incorrect as there is credit card information
itemized on the State receipt in the payment details section.

0 The transaction properly shows on the July 2013 Payments with Account Changes report
on 7/5/13 however the $82.00 charge is split evenly between advance deposit and
revenue on the report. It should be presented entirely as revenue since the occupancy
dates were 7/5-7/7/13 which are within the date range of the Payments with Account
Changes report. The revenue should have been fully earned by the end of the month.

The Financial Summary report was prepared for the date range 4/15-11/5/13 as a sample
however the Marina manger was unable to print the same report for individual month periods.
During the audit process the Marina Manager continually provided supporting documentation
that was mismatched and not applicable for the items requested (i.e. — State receipts for
months and amounts that did not match the corresponding invoice).

Based on review of HAPA LLC invoice #21 dated 4/11/13, it was noted that the items ordered by
the Marina Manager were delivered to the Marina Manager’s personal place of business. It was
also noted that the manager paid sales tax on the items purchased even though the City has a
tax-exempt certificate.

Based on discussion with the Marina Manager, it appears there are very few processes,
procedures and internal controls regarding the reservation, cash receipting and cash
disbursement transaction streams.

Seasonal Customers

Reviewed the 2013 seasonal sales log reports for the Black River Park, Museum (maritime) and
Northside marinas as of 10/13/13.

0 The reports were prepared in a Microsoft Word document. There were extensive
incorrect subtotals and balances noted in the reports which were likely due to the data
being updated manually.

0 There was no documentation on the reports to indicate which individuals, if any, arrived
mid-season and received a discounted rate. For purposes of the refunds and
uncollected receivables amount noted below, it is assumed that there were no mid-
season customers.

0 Forindividuals that had paid a deposit but had a remaining balance due, there was no
documentation on the reports indicating if the individual had subsequently cancelled
their reservation. For purposes of the uncollected receivables amount noted below, the
balance of their reservation fee is included in receivables.

0 For certain individuals on the Northside report there was a ladder notation however
there was no documentation indicating if the customer was a first time guest and the
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fee should be $100 or if they were a returning guest and the fee should be $S20 (in
accordance with the Boat Slip Agreement). In addition, even though for certain
individuals there was a ladder notation on their account, there was no ladder related
collection fee nor was there documentation as to whether the customer actually utilized
a ladder. For purposes of the refunds and uncollected receivables amounts noted
below, ladder related issues have been omitted from the balances.

0 Based on the information provided, it appears that the City owes $387 in refunds to
customers and has $13,741 in receivables that have not been monitored and collected.

0 After sample testing selected customer accounts and making any necessary report
corrections as a result of the testing performed, it was noted that the aggregate cash
collected total per the reports was $451,450. Cash receipts per the City’s Receipt
Register report totaled $445,076 which leaves an unreconciled difference of $6,374.

0 On the Northside report there was a customer listed for slip number 97 however,
according to the Board approved Seasonal Dock Rates schedule, there are only 96 slips.

0 For 3 of the 20 customers selected for testing on the Northside report, a customer
payment was noted on the report however the corresponding amount was not listed on
the City’s Receipt Register report.

e We reviewed the City’s Receipt Register report for the period 8/1/12 — 9/1/13 and noted 9
separate occurrences during the period of the City receiving a receipt from HAPA LLC. In each of
these instances, HAPA LLC wrote a check payable to the City for what appears to be seasonal
dock fees and other deposits/charges collected by the Marina and deposited into the Marina
Manager’s personal bank account. The aggregate amount of the checks written by HAPA LLC to
the City totaled $33,130.

Recommendations:
General

e A policy should be developed and implemented regarding the permissibility of Marina personnel
to process refunds to customers.

e The cash register should have an imprest amount each day at the start of business and the
drawer should be cashed out and balanced at the end of business each day.

e A daily sales record form should be completed each day. The report should equal the cash
register total for the day and the batch processing amount from the credit card machine. These
slips should be attached to the report each day.

e The daily sales record form should have each type of revenue broken down by category. It
should also indicate the cash and checks received and the credit card transactions relating to
each category.

e An official bank deposit bag should be utilized for depositing money in the bank. The bag
number should be listed on the daily sales record form which should be placed inside the bag
before securing it and taking the deposit to the bank.

e Bank deposits should be made on a daily basis. If several days of business are included in one
deposit, individual daily sales record forms should be attached to the deposit so it is clear what
days are included.

e A City official should approve all invoices submitted by the Marina Manager prior to
reimbursement. The Marina Manager should consult with a City official prior to obligating funds
in excess of a certain threshold.
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All goods purchased by the Marina should be delivered directly to the Marina or to the City
offices rather than to the Marina Manager’s personal place of business. In addition, the City’s
tax-exempt certificate should be utilized whenever possible to avoid paying sales tax on Marina
purchases.

The Marina Manager should provide financial reports to the City finance department for aid in
reconciling the bank account and recording transactions into the City’s general ledger.

Transient Customers

Marina reservations should be processed through the State system as a reservation rather than
as a point-of-sale transaction.
The Marina Manager should obtain a better understanding of the functions and reporting
options within the RezStream system.
The Marina Manager should ensure that transactions are correctly entered into the RezStream
system under the proper transaction type (i.e. — check, DNR, MasterCard, VISA etc.).
The Marina Manager should ensure that transactions entered into RezStream contain the
correct transaction date.
The Marina Manager should ensure that transaction amounts entered into the RezStream
system match the amount actually charged to the customer.
A procedure should be implemented to record the boat size of each customer within the
RezStream system.
The Marina Manager should ensure that arrival and departure dates are properly entered into
the RezStream system for each customer reservation.
The Marina Manager should review key reports from the RezStream system on a regular basis to
identify anomalies and resolve any discrepancies on a timely basis.
The Marina Manager should ensure that notations within individual customer files match actual
circumstances. The manager should also implement procedures to improve overall
documentation and file maintenance.
City personnel should perform periodic surprise visits to the Marina to perform internal auditing
procedures to:

0 Verify occupancy

0 Compare selected boat lengths to the Marina’s records

O Recalculate selected customer accounts to ensure the proper amount was charged

Seasonal Customers

Seasonal sales records should be automated in either the Marina computer system or in a
Microsoft Excel spreadsheet. Controls should be implemented to ensure that the customer data
(including cancellations, mid-season discounts, ladder rental, waiting list fees and transient
rentals) is properly maintained/updated and that the account balances are correctly calculated.
Controls should be implemented to ensure the seasonal customer accounts are regularly
reviewed/monitored to ensure that refunds to customers are processed and that receivable
balances are collected.

Procedures should be implemented to reconcile the seasonal cash receipts recorded by the City
to the customer account records maintained by the Marina.

According to City policy, all seasonal dock sales are to be collected by the City. Accordingly, the
Marina Manager should discontinue collecting seasonal customer payments, depositing the
balances into his personal bank account and writing a personal check to the City for the amount
collected.
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January 24, 2014
MEMORANDUM
From: Wendy Hochstedler, Finance Director
To: Brian Dissette, City Manager

Paul Vanden Bosch, Harbor Master

Subject: Audit Findings & Marina Management Procedures and Policies

In response to your inquiry about the $13,741.00 of unbilled and uncollected receivables identified by
audit, the following invoices have been issued as requested by Paul Vanden Bosch:

1. Jeffrey Flynn, Invoice #478, 1/02/14 for balance of 2013 fees $ 2,295.00
2. Ed Campbell, Invoice #479, 1/02/14 for 2013 fees $ 4,090.00
3. Dave Meilahn, Invoice #608, 1/21/14 for 2013 fees $ 5,790.00

$12,175.00

As of the date of this letter the above invoices have not been paid.

With respect to the refunds due to customers identified by audit, there have been no refund requests
submitted to the Finance Department for processing.

Attached is the Marina Management Procedures and Policies document. This document was
culmination of recommendations from the Harbor Master, audit recommendations and cash management
recommendations from the Finance Director. It was developed as a guide to be used by the independent
contractor that provides marina management services to the City.

The documented procedures and policies will provide evidence of the City’s compliance with the auditor's
recommendations relating to material weaknesses sited during the 2013 Fiscal Year audit.

Please contact my office if you have any questions or concerns.
Sincerely,

{4/~ SO ) Ay
N e l‘i/.});f K¢ /u‘.-r{:".'({{'{ —

Wendy J. Hochstedler
Finance Director

attachment
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MARINA MANAGEMENT PROCEDURES & POLICIES

The City currently maintains four marinas: 1) South Side Marina has 40 slips including
the headwall, 2) North Side Marina consists of 96 slips, 3) Museum Marina has 26 slips
plus 300 feet of broadside dockage (about 8 additional boats), and 4) Black River Park
Marina consists of 60 slips. Currently, the South Marina is kept strictly for transient
boaters and portions of the North Marina and Black River Park are for seasonal (not to
exceed 60% of total slips).

ANNUAL RATE SCHEDULE

Rates are approved by the City and State for both transient and seasonal slip rentals
before the boating season begins. The fees are based on length of the slip only so the
linear footage of the boat is not a factor at this time. The current fee resolution refers to
the state system fee schedule, so if Waterways changes their fee schedule from a slip
length fee to a boat length fee, our fee schedule will also change.

SEASONAL SLIP RENTALS

Seasonal slips are available at three of the municipal marinas.

Seasonal deposits are due in the Fall with the balance due prior to the start of the
season. The full season is due in advance or a late payment penalty is applied in
accordance with the annual rate schedule.

In January, the Marina staff shall provide the City with a listing of seasonal slip rental
information and the City will prepare individual invoices for the seasonal slip rental fees.
The listing should include 1) Slip Number, 2) Name and contact information, 3) Dock
Size and rate, 4) Date and amount of deposit paid. (Exhibit “A” — Sample Invoice)

Payment of invoices should be sent directly to City Hall and will be processed through
the regular cash receipting function at the Customer Service Counter.

Payments can be made in person, by mail, through the City’s website by credit card, e-
check, or phone.

Receipts will be generated by the City and forwarded to the Marina for their records.
Marina staff will email receipts to the Seasonal Boater and create files for each
seasonal dock.

The City finance department will monitor outstanding accounts receivable balances for
seasonal slips and will send reminder notices and statements to customers.
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SEASONAL SLIP PAYMENT LOG

The Seasonal Slip Payment Log (Exhibit “B”) should be completed with every payment
towards a seasonal slip, excluding payment of invoices generated by the Finance
department.

The Seasonal Slip Payment Log has an adjustment line. Any discount must be listed
here with justification.

The original should be attached to the cash/check payment and placed in the daily
deposit bag.

A copy should be given to the customer as a receipt.
A copy should be retained by marina management and filed in a folder for each slip.

The Finance department will maintain the seasonal slip rental information for individuals
that have been invoiced through the City’s miscellaneous receivables program. Other
sales records for slip deposits received at the Marina should be automated in either the
Marina computer system or in a Microsoft Excel spreadsheet.

Marina management shall ensure that the customer data (including cancellations, mid-
season discounts, ladder rental, waiting list fees and transient rentals) are properly
maintained & updated and that the account balances are correctly calculated.

Marina management shall ensure the seasonal customer accounts are regularly
reviewed & monitored to ensure that refunds to customers are processed and that
receivable balances are collected.

The Finance department shall provide the Marina manager with an aged accounts
receivable report at month-end showing the seasonal slip receivables outstanding.
(Exhibit “C” — Sample Aged Accounts Receivable Report)

The Finance department will also provide a City cash receipting report that shows
monthly collections by the front counter for dock related items. The receipt type items
that may be included on the report include 1301-Black River Park Seasonal Dock
Rental, 1302-Black River Park Transient Dock Rental, 1303-Marina Seasonal Dock
Rental, and 1304-Marina Transient Dock Rental. The cash receipts recorded by the
City should be reconciled to the customer account records maintained by the Marina.

Marina staff should contact the Finance department when discrepancies occur and any
differences shall be resolved in a timely manner.

Marina staff shall prepare a seasonal slip occupancy report that indicates the status of
all seasonal slip as of the last day of the month during boating season. This report
should include the Slip number and indicate whether the slip is occupied or unoccupied.
Slips that are unoccupied but not available for rent should be noted as well as whether
staff has rented a seasonal slip to a transient boater or any other special situation that
may arise relating to the seasonal slip.
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SEASONAL DISCOUNTS

The following discounts may be applied to seasonal boater fees, subject to approval of
the Marina Manager:

A first year discount of $500 may be offered to new seasonal boaters.

Shallow draft slips or unused slips may be rented for use of dinghies and small boats at
$1,000 per dinghy/boat per season.

If, after the deadline for payment for the season, there appears to be a lack of boats to
fill longer slips, the Marina Manager may rent slips to shorter boats at a rate equal to the
boat length plus one half the difference of the slip length and boat length.

The Marina Manager may request in writing from the City Manager special rates to
improve occupancy. The Marina Manager may apply those rates after receiving written
approval from the City Manager.

Note: Special attention should be given if a boater changes slips. Marina staff will need
to know the original slip number in order to find the customer’s previous payment
information. The new slip could be noted on the previous payment slips and moved to
the new slip folder.

In the case of Waiting List payments, no slip number will be available. There should be
a separate Waiting List folder.

During the boating season, individuals may decide they want a seasonal slip. These
individuals are given a discounted seasonal rate for the remainder of the season
computed as follows:

(Remaining days until October 15) * (Seasonal Rate) / (number of days in boating
season Apr 15 to Oct 15)

Boating days as used in this document is the number of nights stayed.

Appropriate documentation is required for all discounts applied and/or special situations
that may arise during the season. Marina management must provide details upon
request during the annual financial review.
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TRANSIENT DOCK RENTALS

Transient boaters can be docked at any of the four marinas. Typically, most boaters at
South Side Marina are transients, many boaters at Black River Park are transients, few
boaters at North Side Marina are transients and very few boaters at the Museum Marina
are transients.

In 2011 the City entered into an agreement with the State to participate in its on-line and
call in reservation system. Boaters wanting to reserve a slip at the Southside Marina
may do so by calling the State or going online to reserve a slip. The City is required to
monitor the reservations to insure that there are no double bookings that conflict with
the State’s system.

In addition, boaters can contact South Haven Municipal Marina directly to reserve a slip
at all marinas. Further, many groups would rather contact the Marina directly as the
State does not have the capability to “group” reservations together or recognize that
several boaters would like to stay together. The City may elect to block a number of
slips from the State’s system to accommodate larger groups.

All transient boaters who stay at the Southside Marina pay their fees through the State’s
reservation system. All payments for the Southside go directly through the State’s
System. For the Northside and Maritime Museum, fees are collected and most boaters
pay for their stay via credit card which is deposited directly into the City’s account with
Chemical Bank.

Employees are to be trained on how to properly code sales in State Reservation
System.

Reservations made directly by Marina staff are entered into Rezstream and placed into
individual slip according to availability. Periodically, the State’s reservation system
should be checked for reservations made through the State’s online or phone system.

Rezstream is a software program designed for daily reservations that can be used as a
scheduling tool for those transient slips not on the State reservation system.

The Marina Manager should ensure that transactions are correctly entered into the
RezStream system under the proper transaction type (i.e. — check, DNR, MasterCard,
VISA etc.) and that transactions contain the correct transaction date.

The Marina Manager should ensure that transaction amounts entered into the
RezStream system match the amount actually charged to the customer.

The Marina Manager should ensure that arrival and departure dates are properly
entered into the RezStream system for each customer reservation.

The Marina Manager should possess an understanding of the functions and reporting
options within the RezStream system.

40



February 18, 2014
Harbor Commission
Regular Meeting Agenda

TRANSIENT OVERNIGHT LOG

South Side Marina is equipped with the computers and credit card equipment to charge
under the State Reservation System, but North Side Marina, Museum Marina and Black
River Park are not.

Transient Overnight Logs (Exhibit “D”) are required to be completed each morning by
marina staff as the first task in the morning, preferably before boats start moving in and
out of the marina. The logs should be included in the daily deposit bag.

The data to be logged are the boat name and boat length. This log system should be
based on actual observed boats that overnight in the marina.

City Finance Department shall compare the boat-overnight reports with payments
received through the State Reservation System.

TRANSIENT DISCOUNTS

The following discounts may be applied to transient boater fees, subject to approval of
the Marina Manager. Rates for the boating season may include (1) special Pre-
Memorial Day/Post Labor Day rate of stay 4 nights get 3 nights free; and (2) After July
15, a Remainder of Season discount whereas a seasonal slip may be rented for the
remainder of the season with the fee calculated as the number of days remaining until
October 15 times the minimum Waterways Transient rate for the length of the boat..

Appropriate documentation is required for all discounts applied and/or special situations
that may arise during the season. Marina management must provide details upon
request during the annual financial review.

REFUNDS

All refunds are to be reviewed and paid by the City in accordance with the normal cash
disbursement process for the weekly check run. If the request is received no later than
Wednesday noon of each week, the checks will be issued and mailed to the person
identified on the refund authorization form. No refunds should be processed by Marina
staff.

Refund Authorization Form (Exhibit “E”) must be provided to City for each refund.

Refunds should be made in reference to a previous payment, and the person named on
the Refund Authorization Form must match the person who made the previous
payment.

The Marina Manager must authorize all refunds by signature.
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CASH MANAGEMENT

The cash register(s) should have an imprest amount each day at start of business and
the drawer(s) should be cashed out and balanced at the end of business each day.

Municipal Marina Deposit Ticket - Daily Sales Record form (Exhibit “F”) must be
created EACH business day even if there are no sales for the day. The report should
equal the cash register totals for the day and the batch processing amount from the
credit card machine. These slips should be attached to the report each day.

The Daily Sales Record must have each type of revenue broken down by category -
seasonal, transient and miscellaneous sales. It should also show the amount of cash
and checks taken in and the amount charged to credit cards for the transactions relating
to each category.

Deposits should be made on a daily basis. A deposit should be made at the end of the
day if there are any funds on hand regardless of the amount. In the event that several
days of business are included in one deposit, the Daily Sales Record(s) must be
attached to the deposit so it is clear what days are covered.

The local bank has numbered security bags available for deposit use. Indicate on the
Daily Sales Record form the Bag Number used for the deposit include the form inside
the bag before sealing it off and making the deposit at the bank. Remember that the
transient overnight logs should also be included in the daily deposit bag, as well as any
seasonal slip rental reports, if any.

Deposit bags are to be delivered to the banks night deposit drop box. The closing staff
should make the night deposit.

The City Finance department will pick up the bags from the bank and compare the
credit card and cash deposit information against the bank deposit information. Any
discrepancy must be resolved by Marina staff and the finance department. Revenue is
recorded into the general ledger based on the Municipal Marina Deposit Ticket - Daily
Sales Record forms.

There should be no co-mingling of funds between personal funds, other business funds
and City Marina business funds.
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PURCHASES FOR MARINA GOODS & SERVICES

CREDIT PURCHASES: The City will provide a “City of South Haven” commercial
purchasing card to the Marina Manager to use for the purchase of marina goods and
services. In accordance with the City of South Haven, Procurement (Credit) Card Policy,
the Marina Manager will be required to complete a Credit Card Cardholder Agreement.
The City reserves the right to set the credit limit on the card.

Receipts for all credit card purchases must be submitted in accordance with the City of
South Haven, Procurement (Credit) Card Policy and Cardholder Instructions. These
receipts will be used to reconcile the monthly credit card billing statement. Each receipt
should be coded with a general ledger expense account number to insure proper
posting to the accounting records.

Any purchases made without a proper receipt will be considered non-marina purchases
and will be charged back to the Marina Manager.

All goods purchased by the Marina should be delivered directly to the Marina or to the
City offices. In addition, the City’s tax-exempt certificate should be utilized whenever
possible to avoid paying sales tax on Marina purchases.

CASH PURCHASES AND PERSONNEL COSTS: In accordance with the South
Haven Marina Manager Independent Contractor Agreement (“Agreement”), the Marina
Manager will submit monthly invoices to the City for cash purchases and personnel
costs. After initial review by the Finance Department to determine if appropriate receipts
are attached, the Harbor Master shall review all invoices submitted for reimbursement.
Upon approval, invoices will be paid within the time frame specified in the agreement.

The Marina Manager should consult with the City on marina expenditures expected to
be in excess of $1,000 before obligating the Marina. This does not include personnel
cost reimbursement.
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MONTHLY REPORTING & ANNUAL FINANCIAL REVIEW

Monthly reports shall be provided to the City as required in paragraph 2.1.d.17 and 3.1
of the South Haven Marina Manager Independent Contractor Agreement.

The Marina Manager should provide financial reports to the City finance department for
aid in reconciling the bank account and recording transactions into the City’s general
ledger.

An independent review of Marina financial records is required. The City shall hire an
independent auditor to conduct the audit and the Marina staff and Finance department
staff shall cooperate at all times during the auditor’s review.

Marina management shall have the following records for review:
1. Individual receipts for each transient stay and/or payment;
2. From computerized reservation system (Rezstream);
a. Dalily sales;
b. Revenue by Type
c. Accounts receivable
d. Payments with Account Changes;

3. Individual computerized and hard copy files for each seasonal boater including
receipts.
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Harbor jgsio
o BB AQf;.South Haven INVOICE
539 Phoenix Street
._i South Haven, MI 49090-1499 E ]ﬂrm PL E
=] Ph. {269) 637-0700 Fax{269)637-5319
Date Numbexr Page
01/02/2014 | 0000000478 1
Customer No.: 000148
Contact:
Terms: NET 30
Bill To: Service Address: 0
Servica Date: 07/01/2013
Quantity Jpescription ] Unit Price| Amount |
i SEASONAL SLIP FEES- o
] F i g .
SLIP numbgy + C(r!}’(&ml‘
Lecadion rdem‘,éw Y\MZfS
BALANCE DUE ON MARINA SLIP # Total Invoice:
. . 7 . Credits Applied: 0.00
BOATING SEASON rdﬁhﬁﬁf yéar
LESS PAYMENT
BALANCE DUER
e Payments Applied: c.oc
Invoice Balance:
Please retun this portion with payment.
Customer ID: 000148
Due Date: 01/02/2014
Amount Due: '

Bill To:

Please make checks payable toc City of South Haven

whochstedler
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= L P - 2 L
TNCOOIa VoCUTg oo e

Date
Payment Amount

Marina
Desired Slip Number
Slip Length

Annual Slip Rental Fee

Check One:

Deposit (Y/N)

Partial Payment (Y/N)
Balance Payment (Y/N)
Waiting List (Y/N)
Other (Specify)

Customer Name

Customer Email

Customer Phone 1
Customer Phone 2
Customer Phone 3

Customer Address 1
Customer Address 2
Customer State, Zip

Boat Name
Boat Length
Boat Type

Previous Payments
Current Payment
Adjustment

Slip Rental Balance

Fill this sheet out for each seasonal payment.

Seasonal Slip Payment Log

NSM

MM BRP

(Dinghy, Ladder, etc.)

Justification:

Place the original attached to the check/cash into the daily deposit bag

Provide a copy to the customer as a receipt.

File a copy in a file folder for the slip number for future reference.
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ul/ugs2u14 February 18,2014 Aged Accounts Receivable Report for CLLYY UF SUUTH HAVEN rage: 174

03:07 py  Harbor Commission Population: All Records DB: South Haven

Regular Meeting Agenda Aging as of 01/31/14
CUSTOMER # INVOICE # SERVICE DATE CURRENT OVER 30 OVER 60 OVER 90 OVER 120 TOTAL
NaME
000149 000000047%  07/01/2013 4,080.00 0.00 0.00 0.00 0.00 4,090.00
namé..

000148 0000000478 07/01/2013 2,295.00 0.00 0.00 c.00 0.00 2,295.00
nam2__

GRAND TOTALS: €,385.00 0.00 0.00 0.00 0.00 6,385.00

JOURNALIZED AMOUNTS ONLY: 6,385.00

NON-JOURNALIZED AMOUNTS ONLY: 0.00

BILLING ITEM BREAKDOWN

6,385.00 0.00 0.00 0.00 0.00  §,385.00
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February 18, 2014 South Haven Municipal Marina

FErorCormmmisSion

Regular Meeting Agenda Transient Overnight Log
PAGE 1 OF 2

Date: Employee Name:

List all boats which overnighted as transient boaters. Boat Name and Length are required.
South Side Marina:

Slip Boat Name Boat Length

1 Headwall

2 Headwall

3 Headwall
4 Headwall
5 Headwall
6 Headwall

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36

37

38

39

40
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February 18, 2014 South Haven Municipal Marina

Fdroor COIMImissIion

Regular Meeting Agenda Transient Overnight Log
PAGE 2 OF 2
Date: Employee Name:

List all boats which overnighted as transient boaters. Boat Name and Length are required.

North Side Marina, Museum Marina:
Slip Number/Marina Boat Name Boat Length
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FErorCormmmisSion

Regular Meeting Agenda Transient Overnight Log
PAGE 1 OF 2

Date: Employee Name:

List all boats which overnighted as transient boaters. Boat Name and Length are required.
Black River Park:

Slip Boat Name Boat Length
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February 18, 2014 South Haven Municipal Marina

FErorCormmmisSion

Regular Meeting Agenda Transient Overnight Log
PAGE 2 OF 2

Date: Employee Name:

List all boats which overnighted as transient boaters. Boat Name and Length are required.
Black River Park:

Slip Boat Name Boat Length

41
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45
46
47
48
49
50
51
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58
59
60
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South Haven Municipal Marina

Refund Authorization Sheet

Date

Customer Name

Customer Address 1

Customer Address 2

Customer City, State Zip

Refund Amount

Marina Location

Slip Number

Justification

Prepared By:

Marina Manager Signature
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MUNICIPAL MARINA DEPOSIT TICKET

DAILY SALES RECORD

CASH/CHECKS CREDIT CARDS
SEASONAL DOCK RENTAL 667-003
TRANSIENT DOCK RENTAL 667-004
MISC SALES 645
594-001-001-013 TOTAL DEPOSIT $0.00 $0.00
DEPOSITED BY: DATE:

BAG#

FINANCE DEPARTMENT USE ONLY

BANK DEPOSIT DATE:

JE:
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