CITY OF BALLWIN
POLICE DEPARTMENT

GENERAL ORDER 08-02

EFFECTIVE: JANUARY 14, 2015 CANCELS:

TO: ALL PERSONNEL INDEX AS:  FISCAL MANAGEMENT
BUDGET
PURCHASING
ACCOUNTING

SUBIJECT: FISCAL MANAGMENT

1L

1.

PURPOSE
The purpose of this General Order is to identify the policies and procedures used by this

Department to manage the different aspects of fiscal control. In most cases, these policies are
dictated by City of Ballwin ordinance or other city Finance Department directives.

BUDGET

The Ballwin Police Department budget is prepared annually based on the city’s fiscal year
running from January 1 to December 31, by the Commander of Administration and Operational
Support and reviewed by the Chief of Police and City Administrator. The final completed budget
for all city departments is approved by the Board of Aldermen. The policies for budget
preparation are found in the city’s official policy manual under Chapter 4, “Budgeting”.
ACCOUNTING

The accounting system for the City of Ballwin is Logos.Net by New World. The system has a
web-based interface allowing managerial departmental staff at all city locations access. Ultimate
responsibility for reporting resides with the Finance Officer who generates detailed budget to

actual comparison statements on a monthly basis.

The City’s Finance Officer publishes a Monthly Financial Report detailing:
e The initial appropriation for each account.
e  Amendments to appropriations.
e  Year to date encumbrances.
e Expenditures made during the period.

Unencumbered balances.

Significant variances from budget and/or prior periods are investigated by the Finance Officer.
The detailed budget to actual comparison statements are provided to the Mayor, Board of

Alderman, City Administrator and Department Heads on a quarterly basis.
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V.

FISCAL RESPONSIBILITY

A.

INDEPENDENT AUDIT - The Finance Officer, in accordance with RSMo 105.145,
shall provide for an independent audit of all the financial transactions and accounts of the
City to be made at the close of each fiscal year. Such audits will be conducted by a
certified public accountant who shall submit a report to the City each year.

INTERNAL MONITORING — Purchases under $1,000 are initially approved by the
Supervisor of the Community Affairs Unit or the Commander of Administration and
Operational Support, and are then routed to the Chief of Police for approval. Purchases in
excess of $1,000 must also be approved by the City Administrator. The Chief of Police
and the Commander of Administration and Operational Support have permissions within
the accounting system to view detailed account activity to monitor spending within the
Police Department. The City Finance Department verifies that segregation of duties and
authorization controls are functioning as designed. Such internal monitoring serves to
provide pertinent information for determining whether established internal control
procedures are being administered effectively and for evaluation of performance of staff
responsibilities for fiscal management functions.

PURCHASING

All Department purchasing is conducted in conformance with existing city ordinance governing
all city purchases including emergency purchases. These ordinances, Sec. 2-4.1 through Sec. 2-
4.9 can be found in the City of Ballwin Code of Ordinances.

BY ORDER OF: %/ /«%4«»« WL /s %5

Steven(Sthicker, Chief of Police Date

ATTESTED BY: W (4 {
Robert Kuntz, City Adgijistrator g Date

City Attorney

cC:

MPCCF REFERENCE

8.1,82,83,84,87,88



CITY OF BALLWIN
POLICE DEPARTMENT

GENERAL ORDER 08-06

EFFECTIVE: JANUARY 30, 2015 CANCELS:  GENERAL ORDER 16-3
TO: ALL PERSONNEL INDEX AS:  INVENTORY CONTROL
PROPERTY
EQUIPMENT
ASSETS

SUBJECT: INVENTORY CONTROL

II.

PURPOSE

The purpose of this General Order is to establish a procedure for creating and maintaining a
record of Department property, equipment and other assets to prevent loss, unauthorized use and
avoid inventory excesses and shortages.

PROCEDURE

The Commander of the Bureau of Administration and Operational Support is responsible for
maintaining an inventory of all significant Department owned property, equipment and resources
having a monetary cost between $250 and $5,000, and those items not having an individual
minimum cost of $250 but valuable to the degree that the Chief of Police wishes to track such
items. The inventory master list shall be maintained by the Commander of the Bureau of
Administration and Operational Support, is updated as needed and shall include a description of
the item, serial/identification number (if applicable) and current assignment or location of the
item.

The Commander of the Bureau of Administration and Operational Support or his designee shall

conduct an annual inventory and audit of all significant Department owned property, equipment
and resources.

A. EQUIPMENT READINESS AND ISSUANCE

1. Bureau commanders and supervisors are responsible for equipment (i.e. vehicles, radios,
radar units, weapons, etc.) assigned to their respective bureaus or units.

2. Individual employees are responsible for equipment assigned specifically to them.

3. Bureau commander and supervisors are responsible for ensuring the operational
readiness, including preventative maintenance and inspection of equipment assigned to
their respective bureau or units. Individual employees are responsible for the operational
readiness, including preventative maintenance and inspection of equipment assigned
specifically to them.

4. The Commander of the Bureau of Administration and Operational Support is responsible
for ensuring inspection and maintenance of the overall condition of the Police

Department building.
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6. The issuance or re-issuance of Department equipment, etc. is the responsibility of the
Commander of the Bureau of Administration and Operational Support or his designee.

a. Personnel requiring replacement equipment shall submit a memo to his/her
supervisor who will forward the memo to the Commander of the Bureau of
Administration and Operational Support.

b. Upon approval, the Commander of the Bureau of Administration and Operational
Support or his designee will make the necessary arrangements for obtaining and
issuing the requested item(s).

c. The issuance of replacement equipment may require the employee to return to the
Commander of the Bureau of Administration and Operational Support the
unserviceable items for storage or disposal.

d. The issuance of pistols and ammunition will be the responsibility of the
Department’s Firearms Unit Coordinator. The Firearms Unit Coordinator shall
maintain a cross index of personnel and equipment issued. This shall be
submitted to the Commander of the Bureau of Administration and Operational
Support for entry into the inventory. No pistol shall be issued to any employee
without first receiving prior authorization from the Commander of the Bureau of
Administration and Operational Support.

e. Upon separation of the employee from the Department, the return of the
equipment shall be documented and maintained by the Commander of the Bureau
of Administration and Operational Support or his designee.

B. SURPLUS PROPERTY DISPOSAL

Motor vehicles, equipment and other property become outdated, or no longer suited for
the purpose to which they were originally purchased. Changing technology, normal wear,
or the fulfillment of the useful life makes the disposal of surplus property inevitable.

The Ballwin Police Department conforms to the City of Ballwin’s official policy

governing surplus property disposal. The policy for surplus property disposal can be
found in the city’s official policy manual under Chapter 4, “Surplus Property Disposal”.

BY ORDER OF: %{ ﬁw Doppectbon Y e

Steven é&hicker, Chief of Police Date

ATTESTED BY:__&M 7'/6,/ 13

Robert Kuntz, City Admifijtrator Date
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cc: City Attorney

MPCCF REFERENCE

8.6,



CITY OF BALLWIN
POLICE DEPARTMENT

GENERAL ORDER 08-09

EFFECTIVE: JANUARY 15, 2015 CANCELS:  GENERAL ORDER 16-4
TO: ALL PERSONNEL INDEX AS: GRANT MANAGEMENT

SUBJECT: GRANT MANAGEMENT

L PURPOSE

The purpose of this General Order is to establish a procedure for the management of all agency
grants. This includes identifying who is responsible for the maintenance of the grants and grant
records in accordance with the requirements of the grantor.

II. PROCEDURE

The Ballwin Police Department applies for many different types of grants, including purchasing
grants for equipment and traffic grants which provide funding for officers to work overtime. This
also includes grants requiring matching funds. All grant applications must be reviewed and
approved by the Chief of Police or his designee, prior to submission. Those grant applications
requiring City of Ballwin approval shall be submitted to the City Administrator for final review
and approval.

A. The supervisor of the unit applying for the grant will serve as the grant coordinator for that
grant unless advised otherwise by the Chief of Police or his designate.

B. All grant maintenance and management will be that supervisor’s responsibility until the grant
is complete unless advised otherwise by the Chief of Police or his designate.

C. Copies of the grant award and monthly reimbursement reports shall be submitted to the city’s
Finance Department.

D. Upon the final conclusion of each grant, the grant coordinator will transfer the complete grant
package with all relevant records and documentation to the Commander of the Bureau of
Administration and Operational Support. Storage of grant records, per the requirements of the
grantor and Missouri Records Retention will be the responsibility of the Bureau of
Administration and Operational Support.

BY ORDER OF: %%( /éﬁ'w M 4 /5/5'

Stegoh’Schicker, Chief 6f Police Date
ATTESTED BY: __@ M I/Z’/ L5
Robert Kuntz, Clty inistrator "Date

cc: City Attorney

MPCCF REFERENCE
8.9,




