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	Policy #

Fiscal Management
	Related Policies:

	This policy is for internal use only and does not enlarge an employee’s civil liability in any way. The policy should not be construed as creating a higher duty of care, in an evidentiary sense, with respect to third party civil claims against employees. A violation of this policy, if proven, can only form the basis of a complaint by this department for non-judicial administrative action in accordance with the laws governing employee discipline.

	Applicable State Statutes: 

	KACP Accreditation Standard:  8.1,8.2,8.3,8.4,8.5,8.6

	Date Implemented:
	Review Date:


I. POLICY

The Police Department follows the fiscal management policies that are established by the City 

II. PROCEDURE

A. Fiscal Management Responsibility

a. The Chief of Police is responsible for the overall fiscal management of the Police Department working closely with the City Fiscal Officers.  The Chief of Police responsible for supervising and approving all budget recommendations and purchase requests.

b. The City Finance and Administration Department is responsible for maintaining accurate accounting of all funds allocated to the Police Department and keeping the Chief of Police apprised on the status of various funds.

B. Fiscal Management Function / Budget Process

a. The Administration Division is responsible for the preparation of the annual Department budget, supervision of internal expenditures and maintaining liaison with the City Fiscal Officers.

b. Each Section Supervisor will participate in the development of the Department budget and submit appropriate justification for the continuation of existing projects or adequate guidelines for proposed changes or addition of expenditure of their respective division.

c. No later than March first of each year, Division Commanders will submit, in writing, budgetary requests and recommendations for the preliminary, budget.  This recommendation will be based on operational and activity analysis, future personnel needs and an assessment of currently assigned positions to ensure that the positions allocated to departmental functions are appropriate.

C. Position Control

a. Positions within the Police Department are controlled by the Chief of Police.

D. Agency Accounting System

a. The agency accounting system will be monitored by the Chief of Police.  The accounts are maintained by the City Fiscal Officer and relayed to the Chief monthly report.

b. This system provides the monthly status on the following:

a) Initial appropriations for each account.

b) Year-to-date expenditures.

c) Balances at the commencement of the monthly period.

d) Expenditures and encumbrances made during the previous month.

e) The unencumbered balance.

E. Cash Management & Fees

a. Report Copy/Miscellaneous Fees

a) When cash is received as payment for copies of reports or any other fees, the police clerk provides a receipt from the receipt book to serve as a record of the cash transaction.

b) The receipt should be as complete as possible including the date, the name of the person, the amount of money received and logged on the Daily Receipt Log.

c) The original of the receipt will be given to the payee and the copy of the receipt will remain in the receipt book and logged on the Daily Receipt Log.  

d) Request via mail for reports, which include payment by cash or check will be processed and mailed, the cash or check will be logged on the Daily Receipt Log.

b. Daily Receipt Log

a) A log of all cash and check transactions by the police department will be logged on the Daily Receipt Log sheet. Each transaction will be log with:

1. Cash/Check #

2. Received From

3. Reason / Report # / City Citation #

4. Amount

b) Daily the log sheet will be totaled, signed and submitted to the city finance officer or his designee. The city finance officer or his designee will verify the log sheet totals, sign and return the original log sheet to the police clerk for filing.

F. Petty Cash Fund

a. The Police Clerk for purchases of low cost miscellaneous items/services maintains a $100.00 petty cash fund for the Department.

b. Petty Cash is received by request from the Finance Department in increments of $100.00.  Along with the request supplied to the Finance Department are the receipts of the expenditures.  A running log is also kept verifying the date, the name of the person who used Petty Cash money, what the money was used for, and a running balance of cash which remains in the Petty Cash fund. 

c. Only the Police Clerk and Chief of Police may distribute money out of the Petty Cash fund. 

d. A quarterly audit of the Petty Cash account will completed by the City Finance Officer and Police Clerk.

G. Audits

a. The Finance Officer of the City continuously monitors the cash and non-cash activities of the Police Department.

b. Annually the City will have an independent audit conducted of all Police Department and other City accounts.
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