Directives in this chapter relate to administration, budgeting, accounting, purchasing and procedures for the inventory and control of agency-owned property.

7.1	FISCAL MANAGEMENT RESPONSIBILITIES

The Chief of Police and Captain have the authority and responsibility for fiscal management and fiscal matters for the Pocomoke City Police Department and must comply with financial requirements established in the City Code and City Policy. The Chief of Police and Captain has the ultimate accountability over all fiscal matters of the department.

A.	The Chief of Police and Captain will be personally involved in departmental financial management.

7.2	BUDGET

7.2.1	PREPARATION OF THE DEPARTMENTAL BUDGET
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Annually, in late‑March and early‑April, the department budget for the next fiscal year is prepared.  The Chief of Police and Captain will actively participate in the development of budget lines and provide documents and instructions as to budget line development and justification. The draft departmental budget is then staffed and discussed with the City Finance Director and City Manager by the Chief of Police and Captain for their review, comments, and questions. Following the review, the Chief of Police and Captain are responsible for the final budget preparation and management. The preparation of the budget is completed by the Chief of Police and Captain. The final review and presentation to the City Manager’s Office will be executed by the Chief of Police and Captain.

7.2.2	RECOMMENDATIONS FOR USE IN BUDGET DEVELOPMENT                 

All department personnel will have an opportunity to request new budget capital item acquisitions. The recommendations will be based on detailed operational and activity analysis which clearly demonstrates a need and operational capability to be enhanced, etc.  

	Recommendations are based, in part, on the department's goals and objectives, and the goals contained in the department's current multiyear plan. All recommendations become an integral part of the Chief's budget. As part of the annual budget process, the number, types, and grades of positions are established for the department. All persons on the department payroll must be legally employed and filling positions in accordance with budget authorization.

In certain situations, such as a pending retirement or resignation, the Chief of Police may request from, and be authorized by, the City Manager to "piggyback" hire, or to hire a new employee against a particular position vacancy before the actual termination of the employee in that position provided sufficient funds are available.




7.3	PURCHASING

7.3.1	REQUISITION AND PURCHASE OF DEPARTMENTAL EQUIPMENT    
	AND SUPPLIES
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All purchasing of Department supplies and equipment will be at the discretion and approval of the Chief of Police or in his absence the Captain. 

When emergency situations arise, involving any circumstances that could not have been anticipated by prior fiscal planning, the Chief of Police or Captain may request additional funding from the City Manager’s Office, which may, in turn, seek City Council approval and authorization.  Rental agreements will be made in accordance with City policy.

      City procedures exist which provide adjustment mechanisms which the Chief of Police may use to request approval of the transfer funds from one account to another as shortages and/or overages are respectively identified. Such requests are made to the Director of Finance and City Manager’s Office depending on the amounts and reasons therefore.

7.4	ACCOUNTING

7.4.1	DEPARTMENTAL ACCOUNTING SYSTEM

Central accounting system of the City of Pocomoke City is accessible from City Hall, making review of accounts readily available to ensure an orderly, accurate, and complete documentation of the flow of funds.

The Director of Finance is responsible for maintaining a record reflecting all departmental financial transactions on a fiscal year basis.

The accounting system used by the Director of Finance will be reviewed by the Chief of Police and Captain, for any errors, omissions, or unexplainable transactions.

The accounts will include the following information concerning each budget line:

        1. 	Initial appropriation for each line;
[bookmark: QuickMark]        2.	Balances at the commencement of the monthly period;
        3.   Expenditures, credits and encumbrances made during the period; and
        4.   Unencumbered balance.


7.4.2	DEPARTMENTAL PROCEDURES FOR COLLECTING, SAFEGUARDING CASH

       1.   	Cash as Evidence or Found Property

            All cash taken as evidence or turned into the department will be properly accounted for. After the cash is documented it will be taken to City Hall by the property custodian, where it will be sent to a city bank account, until proper disposition can be made.


7.4.3	INDEPENDENT AUDIT FOR DEPARTMENTAL FISCAL ACTIVITIES

The financial books and accounts of the city shall be audited as of the 30th day of June in each year by a competent person or persons appointed by the Council.  The audit shall be presented to the Council and to the Mayor within ninety (90) days of the first day of July in each year.  The Council or the Mayor may order an audit of the financial books and accounts of the city by a competent person or persons appointed by it or him at any time it or he may deem it proper so to do.
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