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ROSENBERG POLCE DEPARTMENT 

Policy 1.03    Fiscal Management 

Effective Date: 02-21-2017 Replaces: N/A 

Approved:        
                                                Chief of Police 

Reference: TBP 1.02, 1.03 and 1.10 

 

 

I. POLICY  

 

It is the policy of the Rosenberg Police Department to maintain the highest level of fiscal 

responsibility.  The Chief of Police is responsible for the development and submission of the 

departmental budget as well as the financial management of the department.  It will be the 

policy of the department to maintain accurate and detailed records of all monetary transactions 

in order to remain above reproach. 

 

II. PURPOSE  

 

The purpose of this policy is to establish procedures for employees making routine and 

emergency expenditures for goods or services necessary for the efficient  operation of the 

department. 

 

III. STATEMENT OF SPECIFIC RESPONSIBILITY 

 

The Chief of Police, as a department head of the City of Rosenberg, Texas, has the authority and 

responsibility for the fiscal management of the department. (TBP: 1.02) 

 

IV. DEFINITIONS  

 

A. Routine Expenditure: Purchases that are budgeted and/or planned for and handled 

through the city purchasing department. 

 

B. Emergency Expenditure: A use of city funds necessary to accomplish vital goals of 

the department that by their nature cannot be postponed until regular business hours. 

These expenditures might be for goods or services.  Emergency expenditures are 

always more than fifty ($50) dollars and are approved by the Chief of Police. 

 

C. Petty Cash Expenditure: A purchase of services, supplies, or equipment, necessary 

for the operation of the department, in the amount of fifty ($50) dollars or less. 

Individuals charged with the management of petty cash funds must give prior 

approval for any petty cash purchase. Supervisors may approve petty cash 

expenditures prior to the purchase if the petty cash manager is unavailable. 
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D. Purchase Order (P.O.): An authorization from the city purchasing office for payment 

to a vendor for goods or services. 

 

E. Purchase Order Number (P.O. #): The number assigned by the city purchasing office 

for a specific expenditure. Vendors consider a P.O. # the same as cash, and it must 

be indicated plainly on all invoices. 

 

F. Vendor: Any authorized retailer, wholesaler, manufacturer, or other supplier of 

goods or services to the City of Rosenberg. 

 

G. Tax Exemption Certificate: A document provided to vendors by the city purchasing 

office that indicates that purchases made for city use are exempt from state sales tax. 

 

H. Requisition: The form used to request goods or services. 

 

I. City Purchasing Office: The authority in the City of Rosenberg with the 

responsibility of exercising fiscal control over all expenditures made by city 

employees. 

 

J. Payment Authorization Form: The document used in lieu of a purchase order for the 

following items: (a) freight bills, (b) travel expenses, (c) authorized organization 

dues, (d) equipment rentals exceeding two months, (e) advertising, (f) purchases 

from vendors who do not accept purchase orders and require check or cash. 

 

V. RESPONSIBILITIES 

 

A. The Chief of Police has the ultimate authority, responsibility, and accountability for 

the fiscal management of the department.  

 

B. The Chief of Police prepares the departmental budget with input from supervisors 

and officers of the department. 

 

C. Supervisors are responsible for providing budget requests that contain any necessary 

documentation for their areas during the budget preparation process.  

 

D. Other sworn or non-sworn employees may be designated and authorized to handle, 

maintain, deposit cash transactions within the Rosenberg Police Department.  These 

employees will be designated by the Chief and/or as part of  their job functions.   

 

E. The Chief of Police is also responsible for at least a monthly review of the budget to 

include the amount budgeted, the amount spent year-to-date by category, and the 

amount remaining.  Any projected budget shortfall shall be discussed with the city 

manager as soon as it is discovered. 

 

VI.   GENERAL PROCEDURES 

 

The city purchasing office is responsible for monitoring the suitability of vendors, 

and the police department will not purchase goods or services from any vendor 

currently under suspension by the city. 
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All departmental employees who handle cash transactions shall be responsible for all 

departmental and city policies, procedures and training for cash transactions. 

 

All departmental employees shall refer to the City of Rosenberg Personnel Policies 

and Cash Handling Procedures, for a complete description of all cash handling, 

auditing, accountability and expenditures 

 

 

VII. EMERGENCY EXPENDITURES  

 

NOTE:  Emergency expenditures over $2,000 require finance department approval. 

 

A. Any police employee needing to make an emergency expenditure will submit a 

memorandum through the chain of command that provides the following details: 

 

1. What the expenditure is for. 

2. Why the expenditure constitutes an emergency. 

3. The cost of the expenditure. 

4. Names of three possible vendors if the expenditure is for more than $50. 

 

B. The Chief of Police or designee is responsible for: 

 

1. Deciding whether the expenditure is an emergency. 

2. Causing the memorandum to be marked "approved" or "disapproved" and 

initialed. 

a. If the request is approved, the Chief or designee will cause the 

bidding of the goods or services requested to be made, awarding the 

bid to the lowest bidder conforming to specifications and delivery 

requirements. 

b. If the request is disapproved, the Chief or designee will notify the 

requesting person to proceed with a routine requisition discussed 

later in this policy. 

 

C. It is the responsibility of the employee receiving authorization for an emergency 

expenditure to: 

 

1. Make arrangements with the approved vendor to provide the goods or 

services. 

2. If the vendors request a tax-exempt number, 1-74-6002014-6. If the vendor 

asks for a tax exemption certificate, advise them that you will request the 

police department’s fiscal office to forward a tax-exempt certificate to them 

on the next business day. 

 

 

D. It is the responsibility of the Chief of Police or designee to prepare a requisition, 

attaching all invoices or receiving slips, and forward it to the city purchasing office 

and arrange for out-of-pocket cash reimbursements, where applicable, using a 

payment authorization form with the receipts attached. 
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E. All departmental employees shall refer to the City of Rosenberg Purchasing Policy, 

for a complete description of all emergency expenditure procedures. 

 

VIII. ROUTINE EXPENDITURES  

 

A. It is the responsibility of any police employee needing to make a routine purchase of 

goods or services to: 

 

1. Obtain approval of a supervisor. 

2. Create an informal memorandum that provides the reason and the type of 

service or goods to be purchased. 

3. Hand carry the request to the Chief or designee. 

4. Contingent on approval, receive a purchase order number from the Chief or 

designee. 

5. Arrange for the delivery of goods or services by the vendor. 

6. Return all invoices and/or receiving slips to the Chief of Police or designee.  

 

B. Prior to approving the request, it is the responsibility of the Chief or designee to 

secure adequate documentation for the purchase, and ensure that budgeted funds are 

available. 

 

C. It is the responsibility of the Chief who authorizes a routine purchase of equipment 

and later needs to cancel the order to: 

 

1. Immediately notify the Finance Director or designee of the desire to cancel. 

2. Route a formal memorandum to the Finance office. 

 

D. Any employee who makes a purchase of $50 or less, requiring cash reimbursement, 

will take the receipt to the petty cash custodian for processing. The petty cash 

custodian has the authority to approve or disapprove all petty cash expenditures in 

accordance with established practice. 

 

E. The petty cash custodian will ensure that the expenditure meets the criteria for use of 

a payment authorization.  If it does, the petty cash custodian will do the following: 

  

1. Complete the authorization form. 

2. Attach the receipt(s). 

3. Forward the documents to the city finance director's office.  

4. Pay the bill or reimburse the employee as indicated. 

 

F. The Chief of Police must approve all routine repair and maintenance  expenditures 

over $100 (one hundred dollars) prior to receipt of the services. 

 

All departmental employees shall refer to the City of Rosenberg Purchasing Policy, for a 

complete description of all expenditure procedures. 
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IX. PROPERTY LOSS AS A RESULT OF POLICE DUTIES 

 

 

A. It is the responsibility of an employee experiencing a loss of personal or city owned 

property in the line of duty to submit a memorandum that lists the following details: 

 

1. The circumstances of the incident. 

2. Whether the loss affecting the employee was a result of damaged, lost, or 

destroyed property. 

3. The value of the property with proper documentation including receipts, age, 

and condition of the item(s) at the time of the loss, and any other information 

the employee thinks is relevant. The documentation must be such that a 

reasonable person could establish fair market value. 

 

B. It is the responsibility of the chain of command to make a recommendation for or 

against reimbursing the employee experiencing the loss and to  

 

1. Recommend a dollar amount for replacement based on: 

a. Fair market value of the item(s) or equipment. 

b. Cost replacement for the item(s) or equipment that provides the same 

purpose. 

2. The Finance Department will make the final determination. 

 

C. Reimbursement will be made only for items that are normally utilized in the course 

of police duties, such as: 

 

1. Wristwatches, clothing, footwear, weapons, and any other equipment not 

supplied by the department. 

2. Reimbursement will not be made for items that are not normally utilized in 

the course of police duties, such as ornamental jewelry, hats, and expensive 

watches, clothing, or footwear.  Valuable items of this sort are worn at the 

employee’s own risk. 

 

D. All employees are expected to maintain care and control of city equipment issued to 

them. Damage or loss of city equipment may result in reimbursement by the 

employee. Claims for personal or city owned items lost, stolen, or damaged will be 

reviewed as to the circumstances surrounding the loss, including whether or not the 

employee made every reasonable effort to prevent the loss. 

 

 

 


