ALBUQUERQUE POLICE DEPARTMENT
GENERAL ORDERS

SOP 1-48 (Formerly 8-3) P&P Draft 09/20/2023

1-48 FISCAL DIVISION
Related SOP(s), Form(s), Other Resource(s), and Rescinded Special Order(s):
A. Related SOP(s)
3-20 Overtime, Compensatory Time, and Work Shift Designation (Formerly 1-11)
B. Form(s)
None
C. Other Resource(s)

Chief's Overtime (COT) Program Handbook

City of Albuquerque Administrative Instruction Number 2-8 Cash Handling, Depositing,
and Recording of Public Monies

City of Albuquerque Administrative Instruction Number 3-14 Purchase of Goods or
Services for Use by Employees

City of Albuquerque Administrative Instructions on Purchasing

City of Albuquerque and Albuquerque Clerical and Technical Employees, Affiliated
with the American Federation of State, County, and Municipal Employees (AFSCME,
Local 2962, AFL-CIO, CLC)

City of Albuquerque and Albuquerque Police Officers’ Association Collective
Bargaining Agreement (CBA)

City of Albuquerque Department of Finance and Administrative Services (DFAS) ePro
System and Coursework

Payroll Systems Section Instructions

ROA 1994, 88§ 5-5-1 to 5-5-40 Public Purchases
Work Force, TeleStaff, and Kronos Training

D. Rescinded Special Order(s)
None
1-48-1 Purpose

The purpose of this policy is to ensure the Fiscal Division provides efficient and effective
management of the Department's financial resources in accordance with federal and state
laws and regulations, City ordinances, and generally accepted accounting principles (GAAP).
The Fiscal Division is responsible for budget preparation and monitoring, accounting,
purchasing, payroll, Albuquerque Police Department (Department) travel requests, and
contracts.

1-48-2 Policy
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N/A

It is the policy of the Department to establish requirements to control the administration and
implementation of the Department's financial resources by adhering to City of Albuquerque
ordinances and administrative instructions for purchasing, as well as City of Albuquerque
Department of Finance and Administrative Services guidance documents to ensure that the
Department is properly safeguarding its assets, to make sound financial decisions, and to
provide accurate financial reports to the Support Services Bureau Deputy Chief.

1-48-3

A.

1-48-4

Definitions
Exception

A payroll term used to indicate that a time card is missing hours.

. Exception (Leave) Request

An entry in the Department scheduling or timekeeping system to use paid or unpaid
leave, such as sick leave, vacation leave, administrative leave, or compensatory time.

Missed Punch

An employee has failed to punch in or punch out for the day in the Department
timekeeping system.

Punch

For non-exempt (hourly) Department personnel, an entry that records when the
employee clocks in and clocks out each day in the Department timekeeping system.

Receipted

The act of taking possession of products in order to stage them for inspection, place
them into inventory, or deploy them to the end user (requester) for immediate use.

Scheduling System

The computer system that Department personnel use to allocate and manage
personnel.

Timekeeping System
The computer system the Department uses to capture time worked and leave taken
based on City of Albuquerque Human Resources Department rules, regulations, and

policies, and, when applicable, the employee’s union contract.

Fiscal Division

A. The Support Services Division Commander shall oversee the Fiscal Division.
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B. The Fiscal Division is comprised of several areas of responsibility, including, but not
limited to, the Budget/Accounting Section, Payroll, Purchasing, Travel, Off-Duty
Management, and Department Purchase Cards (P-Cards).

1. The Fiscal Division Manager is responsible for the following:

a. Reporting directly to the Support Services Division Commander and the Chain
of Command,;

b. Receiving direct reports from the Fiscal Program Manager, Contract Manager,
and the Fiscal Officer who manages all personnel within the Fiscal Division;

c. Reviewing staffing needs in accordance with workload assessments to
determine the most efficient and effective means of allocating human resources
within the Fiscal Division;

d. Overseeing a Department employee’s financial transactions, including
purchasing, receipting, deposits, revenue, and billing;

e. Preparing and maintaining the Department’s annual budget, including, but not
limited to:

I. Reviewing the approved budget with the Chief of Police and command staff;

ii. Preparing budget status reports and projections for revenues and
expenditures;

iii. Reviewing monthly expenditures throughout the year to ensure timely
acquisition of budgeted items and to prevent budget deficits;

iv. Working with City of Albuquerque Budget Division personnel on appropriate
amendments, contracts, resolutions, and information requests;

v. Working with Department personnel to ensure contracts, purchases, and
budget are available for programs or projects as needed;

vi. Preparing year-end and interim reports when requested by the Chief of
Police;

vii. Developing problem resolution proposals; and

viii. Ensuring all rules, regulations, laws, and City policies are followed.

f.  On a semi-annual, quarterly, and annual basis, reporting the Department’s
annual budget to their chain of command and City of Albuguerque Department
of Finance and Administrative Services (DFAS) personnel;

g. Managing the transactions that are paid through the Department’s budget;

h. Ensuring the Department’s revenues and expenditures that are paid through the
Department’s budget are accurate;

i. Justifying budget variables;

]. Developing a proposed annual operating budget for the Department in
cooperation with other bureaus and divisions and with final review and approval
by the Chief of Police;

k. Providing financial expertise and analysis of budget requests for command staff
as requested,;

I. Evaluating the cost of services;

m. When necessary, developing revenue proposals;

Adhering to budget report deadlines as required by the Chief of Police and the

City annual budget requirements;

>
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2.

1-48-5

0. Responding to requests for budget information from the Chief of Police and City
Council; and

p. When necessary, presenting the Department’s proposed budget to the Chief of
Police, to the Chief Administrative Officer (CAO) during CAO budget hearings,
and to City Council at City Council budget hearings.

The Fiscal Program Manager shall become familiar with the responsibilities of the
Fiscal Division Manager to assist when needed.

Payroll Reconciliations and Payroll Systems Section

A. The Fiscal Program Manager is responsible for managing Payroll Section personnel to
include the Accountant one (1), the Accountant two (2), the Accounting Assistant, and
the Payroll Officer.

B. The Fiscal Program Manager shall:

1.

2.

Report directly to the Fiscal Division Manager and the Chain of Command;

Perform professional accounting activities in compliance with applicable standards
and specifications;

Reconcile the general ledger, payroll, or other financial records, financial reporting,
and record keeping;

Review and analyze various records and reports;

Respond to inquiries and complaints;

Understand all Collective Bargain Agreements (CBA), City Rules and Regulations,
Standard Operating Procedures (SOP), Merit Ordinances, Administrative

Instructions (Al), and Memorandums of Understanding;

Review and approve the reconciliation of the Department’s payroll systems on a bi-
weekly basis;

Be involved in the internal and external audits of the Department; and

Assist with all other payroll duties as requested by the Fiscal Division Manager.

a. All questions and transactions for payroll shall be routed through the
APDPayroll2@cabg.gov mailbox.

C. The Payroll Officer shall:
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1. Have an understanding of all CBAs, City Rules and Regulations, SOPs, Merit
Ordinances, Al's, and Memorandum of Understandings;

2. Report directly to the Fiscal Program Manager and the Chain of Command;

3. Maintain, reconcile, and audit various payroll reports and records;

4. Coordinate and assist in payroll activities, including preparing and maintaining sick
and vacation leave accruals and payroll audits;

5. Participate in monitoring the payroll function for the Department;
6. Review all of the Department’s payroll actions for accuracy;
7. Prepare payroll actions as requested,

8. Validate all payroll hours on a weekly and bi-weekly basis to ensure all Department
personnel are paid correctly;

9. Supervise and train the Accounting Assistants with receiving and verifying payroll
information and entering various payroll actions into the correct payroll systems;

10.Maintain records and develop reports concerning new or ongoing programs and
program effectiveness;

11. Prepare statistical reports as needed;
12. Participate in the development of Payroll Section policy and procedures;
13. Develop the Payroll Systems Section Instructions;

14. Monitor scheduling system work activities to ensure that payroll is in compliance
with this SOP;

15. Prepare compensation plan changes;

16. Participate in the development, testing, and implementation of the automated
systems that are used to complete payroll functions;

17. Create and maintain customer files, including, but not limited to, contracts, special
events, and filming permits;

18. Obtain approval from the City’s Legal Department and the Office of the Chief on
COT Program agreements;
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19. Maintain the Department’s access database that stores COT program records and
coordinate with City Accounting Division personnel; and

20. Any other duties that apply as directed by the Fiscal Division Manager and Fiscal
Program Manager.

D. The Accounting Assistant shall:

1. Have an understanding of all CBAs, City Rules and Regulations, SOPs, Merit
Ordinances, Al's, and Memorandum of Understandings;

2. Update the Department’s payroll systems on a bi-weekly basis for:

New hires;

Transfers;

Retroactive/additional pay;

Specialty pay;

Clearance forms (resignations, retirements, and terminations);
Military entries;

Timesheet Corrections Forms and Timesheet Additional Pay memos;
Family Medical Leave Act (FMLA), Injury Family Medical Leave (IFM), and
Injury Light Duty (ILD) entries;

i. Leave donations;

J.  Suspensions, Administration Leave, and Administration Assignments;
k. Bereavement;

I. Password resets for Telestaff; and

m. Schedule changes.

S@~ooo0oTy

E. The Accountant one (1) shall:

1. Perform entry-level accounting activities in compliance with applicable standards
and specifications;

2. Post data to the general ledgers, registers, journals, and logs;
3. Prepare journal vouchers;

4. Be responsible for reconciliation for all Department P-Cards and manage their use;

5. Have an understanding of all CBAs, City Rules and Regulations, SOPs, Merit
Ordinances, Al's, and Memorandum of Understandings;

6. Have a full understanding of the Accounting Assistant’s job assignments;

7. Update the Department’s Payroll systems on a bi-weekly basis for:
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a. Manual checks;
b. Temporary upgrades, consistent with SOP Overtime, Compensatory Time, and

Work Shift Designation;

Transfers;

Temporary duty re-assignments;

On-the-job training; and

Additional pay set up (incentive pay, shift differentials, etc.).

~® a0

8. Ensure all time card exceptions and leave requests are approved by Department
supervisors by the end of the pay period for both Telestaff and Kronos;

9. Generate payroll reports and queries;
10.Maintain, reconcile, and audit a variety of ledgers, reports, and account records;
11.Examine and correct accounting transactions to ensure accuracy; and

12. Any other duties that apply as directed by the Fiscal Division Manager, Fiscal
Program Manager, and Payroll Officer.

F. The Accountant two (2) shall:

1. Perform professional accounting activities in compliance with applicable standards
and specifications;

2. Be responsible for the reconciliation of the general ledger, payroll, or any other
financial records, financial reporting, and record keeping;

3. Review and analyze various records and reports;
4. Respond to all inquiries or complaints;

5. Understand all CBA’s, City Rules and Regulations, SOPs, Merit Ordinances, Al’s
and Memorandums of Understanding;

6. Reconcile APD Payroll systems every two (2) weeks (Kronos, People Soft, and
Telestaff);

7. Audit various payroll components every month;
8. Assist payroll during the payroll cycle every two (2) weeks;

9. Maintain the Scientific Evidence Division (SED) account activity;
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10. On a daily basis, categorize the Payroll mailbox;
11. Assist with the bi-weekly payroll close; and

12.Perform any other duties that apply as requested by the Fiscal Division Manager or
Fiscal Program Manager and the Chain of Command.

G. Department personnel shall:

1. Validate their calendar or time card within their assigned scheduling or timekeeping
system to ensure that all time is correct and properly accounted for, including all
planned leave requests;

a. When an employee has an unexpected absence from work, they shall contact
their immediate supervisor.
i. The employee’s immediate supervisor shall enter their employee’s
unplanned leave hours in their assigned scheduling or timekeeping system.

2. On a weekly basis, review and approve all time card entries no later than Sunday
at midnight; and

a. Department personnel shall enter any non-scheduled work activity as soon as
possible but no later than twenty-four (24) hours, including, but not limited to:
i. Court time;
ii. Calls for service overtime;
iii. Chief’'s Overtime;
iv. Tactical plan participations;
v. Mandatory overtime assignments; and
vi. Any activity in which they are not pre-scheduled to work.

b. Department personnel shall notify their immediate supervisor of any
inaccuracies or omissions in their time card.

c. By electronically approving their time card, Department personnel are attesting
to the information being complete and accurate.

3. Verify that the hours entered by their immediate supervisor in their scheduling or
timekeeping system are correct.

a. If after reviewing their bi-weekly paycheck, the employee notices an
inconsistency in their pay, they shall take the following steps to correct the
inconsistency:

i. The employee shall clearly articulate the issue by e-mailing their immediate
supervisor and, when applicable, include the following information:
1. For the timekeeping system:
A. The reason why the employee’s immediate supervisor needs to enter
a punch manually;
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1.

B. The specific location of where the employee was when they missed a
punch;

C. The location and time the punch should have been for; and

D. Whether other Department personnel witnessed this employee at that
location and time.

2. For the scheduling system:

A. The reason why the leave request or overtime was not entered or
approved on time;

B. The location of where the overtime was worked, including the case or
Computer-Aided Dispatch (CAD) number; and

C. The date and time the overtime was worked.

H. A supervisor shall:

Create and maintain current and accurate schedules when using the scheduling or
timekeeping system for Department personnel who are under their supervision;

Review and approve any leave requests, including time card exceptions for their
subordinates on a daily basis;

Enter their employee’s unplanned leave hours into the scheduling or timekeeping
system;

Make all necessary corrections and adjustments to the employee’s time card,;

a. A supervisor may adjust an employee’s clock in and/or clock out time to correct
the time card but shall not edit with the intent to avoid, decrease, or increase
overtime compensation.

Approve their employee’s time card on a weekly basis, no later than Monday at
nine (9) o’clock a.m.;

a. By approving a time card, the supervisor is attesting that, to the best of their
knowledge, the time card is complete and accurate.

If unable to access the timekeeping system, delegate through their chain of
command for another supervisor to review and approve their employees’ time
cards;

a. A supervisor shall not allow another employee to log into the scheduling or
timekeeping system using their credentials.

Ensure that all planned leave requests are submitted correctly (in the scheduling or
timekeeping system; and

a. For the first week of the pay period, or Saturday through Friday, a supervisor
shall approve their employee’s leave requests.
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8. Ensure all employees under their supervision are educated in the use of the
scheduling or timekeeping system.

N/A a. Department personnel may refer to the training materials that are found on the
City’s SharePoint site at Work Force, TeleStaff, and Kronos Training.

6 |1-48-6 Purchasing Unit

A. The Purchasing Unit is comprised of the Contract Manager, Accountant one (1), and
Department Buyer, who manage all of the contracts and purchasing to assist with the
administration, oversight, management, and coordination of purchasing.

1. The Contract Manager shall:

a. Supervise and train the Buyer and Accountant one (1) to ensure understanding
of their job duties;

b. Report directly to the Fiscal Division Manager;

c. Create, coordinate, and review the formulation, finalization, and approval of
contracts as required in coordination with management, City Purchasing, City
Legal, Fiscal Division, budget, purchasing, contractors, vendors, or tenants;

d. Administer and supervise contract monitoring, contract administration, and

compliance;

Determine the need for contract amendments, supplemental agreements, and

extensions of contracts;

Identify the scope of the services needed for each contract;

Create a first draft of the contract using the City’s Purchasing Division-approved

contract templates;

Work with City Legal personnel to get approval of contract terms;

Obtain vendor signatures on contracts and other documents as required by City

Legal personnel and City Risk Management Division personnel;

J. Create purchasing requisition request documents;

k. Track contracts that are in process through PeopleSoft; and

I.  Any other duties that apply as directed by the Fiscal Division Manager and
Fiscal Program Manager.

o

R

2. The Department Buyer shall:

a. Be responsible for all Department requisitions, including ensuring that they are
consistent with the City Administrative Instructions on purchasing;

b. Assign the Department’s requisitions to the appropriate AP clerk;

c. Gather and forward formal bids, requests for proposals (RFP), and
specifications to DFAS personnel;

d. Monitor contracts to ensure that all invoices are complete and paid by the end
of the City’s fiscal year; and

e. Any other duties that apply as directed by the Chain of Command.
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3. The Accountant one (1) shall:

a. Provide technical training to Accounting assistants with the Accounts Payable
with the following:
i. Payment vouchers;
ii. Exceptions;
iii. Travel; and
iv. Deposits.
b. Assist the Contract Manager with requisitions and Purchase Orders;
c. Be responsible for reconciling Purchase Orders to payments; and

d. Closeout Purchase Orders.

B. Department personnel shall:

1. Follow all provisions for the purchasing of goods and service and receiving any
purchased items in accordance with the City’s Public Purchases Ordinance, the
City’s Administrative Instructions, and City Procurement Division documents and
manuals;

2. Contact Fiscal Division personnel prior to making any purchases, regardless of the
cost or value, at apdfiscal@cabg.gov;

3. Contact Fiscal Division personnel for general purchasing questions;

a. Fiscal Division personnel shall guide Department personnel with the required
documentation needed for purchasing.

b. Department personnel shall provide all documentation for purchasing in a timely
manner.

c. When Department personnel are seeking to establish or renew a contract for
services, they shall contact Fiscal Division personnel sixty (60) days prior to the
contract termination date for cancellation or reinstatement.

i. Fiscal Division personnel shall notify the Department employee who is
involved in the contract three (3) to six (6) months prior to the contract
termination date.

ii. Department personnel shall respond to the email within one (1) week with
the pertinent requested information.

d. When possible, Department personnel who are requesting to purchase items
shall provide Fiscal Division personnel with three (3) written quotes from three
(3) different vendors.

3. A division supervisor shall:

a. Be responsible for checking with the Fiscal Division about their division’s budget
constraints;

b. Ensure their division personnel who make purchases are in compliance with
DFAS ePro courses 101 and 102;
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c. Be responsible for ensuring their division personnel complete the following
steps when making purchases through DFAS ePro:
i. The Department employee who made the purchase receives the actual
goods or services;
ii. The Department employee who received the goods shall inspect the goods
by validating or matching the purchase order and the packing/delivery slip;
iii. If the order was incorrect:
1. The employee who made the purchase shall notify the supplier of the
problem(s) and discrepancy(s);
2. The supplier addresses the problem(s) and discrepancy(s); and
3. Document the name of the person who accepted the return of the item,
why the item was returned, and when the item was returned.
iv. If the order was correct:
1. The employee who made the purchase shall receipt the order in the
DFAS ePro system; and
2. The employee shall attach the packing/delivery slip to the receipt in the
DFAS ePro system.

6 |1-48-7 Budget/Accounting Section

A. The Budgeting/Accounting Section is supervised by the Fiscal Officer, who is
responsible for Travel and Accounts Payable.

1. The Fiscal Officer shall:

o

Supervise the Accounting Assistants and any other personnel assigned to the

unit;

Report directly to the Fiscal Division Manager;

Calculate funding for supplemental agreements;

Determine the source of funds and authorize an increase to encumbrance;

Authorize additional services to outside consultants;

Determine additional funding sources;

Research and approve all purchase order adjustments;

Revise orders according to contract obligations;

Research invoices for problems in billing;

Prepare financial status reports for all operating fund programs;

Display budget expenditures, balances, projections, and relevant financial

information;

I.  Reconcile the Department’s general ledger;

m. Review open accounts receivables (AR), including invoicing, reconciliation, and
collections;

n. Respond to requests from internal and external auditors;

Have a full understanding of their subordinate’s job duties; and

p. Any other duties that apply as directed by the Fiscal Division Manager and

Fiscal Program Manager.

O B Gl = N T =

o

2. The Accounting Assistants shall:
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h.
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Receive, sort, and enter payment information into the payroll system,;
Verify dollar amounts, vendor names, and addresses;

Prepare bank deposits;

Perform a variety of duties, including financial spreadsheets, word processing,
and verification of data input;

Maintain files and records retention as required;

Coordinate various travel arrangements as necessary;

For travel:

i. Create travel authorizations (TA) and create cover sheets for travel;

ii. Gather pertinent information that was not attached to the travel request;
iii. Create cash advances (CA);

iv. Create expense reports; and

v. Process the daily deposit.

Any other duties that apply as directed by the Chain of Command.

3. The Accountant one (1) shall:

Assist Department personnel and external customers with general Fiscal
Division inquiries;

Provide technical assistance and training to staff in matters related to financial
accounting and budgeting;

Receive, sort and enter payment information into the payroll system;

Verify dollar amounts, vendor names and addresses;

Prepare bank deposits;

Perform a variety of duties including financial spreadsheets, word processing
and verification of data input; and

Maintain files and records retention as required.
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1-48 FISCAL DIVISION (FORMERLY-FINANCIAL-MANAGEMENT
BAMISION)

Related SOP(s), Form(s), Other Resource(s), and Rescinded Special Order(s):
A. Related SOP(s)
3-20 Overtime, Compensatory Time, and Work Shift Designation (Formerly 1-11)
B. Form(s)
None
C. Other Resource(s)

Chief’'s Overtime (COT) Program Handbook

City of Albuquerque Administrative Instruction Number 2-8 Cash Handling, Depositing,
and Recording of Public Monies

City of Albuquerque Administrative Instruction Number 3-14 Purchase of Goods or
Services for Use by Employees

City of Albuquerque Administrative Instructions on Purchasing

City of Albuquerque and Albuquerque Clerical and Technical Employees, Affiliated
with the American Federation of State, County, and Municipal Employees (AFSCME,
Local 2962, AFL-CIO, CLC)

City of Albuquerque and Albuquerque Police Officers’ Association Collective
Bargaining Agreement (CBA)

City of Albuquerque Department of Finance and Administrative Services (DFAS) ePro
System and Coursework

Payroll Systems Section Instructions

ROA 1994, 88 5-5-1 to 5-5-40 Public Purchases

Work FeorceTeleStaffand-KronosTrainingWork Force, TeleStaff, and Kronos Training

D. Rescinded Special Order(s)
None
1-48-1 Purpose

The purpose of this policy is to ensure the Fiscal Division provides efficient and effective
management of the Department's financial resources in accordance with federal and state
laws and regulations, City ordinances, and generally accepted accounting principles (GAAP).
The Fiscal Division is responsible for budget preparation and monitoring, accounting,
purchasing, payroll, Albuquerque Police Department (Department) travel requests, and
contracts.

1-48-2 Policy
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N/A

It is the policy of the Department to establish requirements to control the administration and
implementation of the BepartmentDepartment's financial resources by adhering to City of
Albuquerque ordinances and administrative instructions for purchasing, as well as City of
Albuquerque Department of Finance and Administrative Services guidance documents to
ensure that the Department is properly safeguarding its assets, to make sound financial
decisions, and to provide accurate financial reports to the Support Services Bureau Deputy

ChiefB.
1-48-3 Definitions
A. Exception

1-48-4

A payroll term used to indicate that a time card is missing hours.
Exception (Leave) Request

An entry in the Department scheduling or timekeeping system to use paid or unpaid
leave, such as sick leave, vacation leave, administrative leave, or compensatory time.

. Missed Punch

An employee has failed to punch in or punch out for the day in the Department
timekeeping system.

Punch

For non-exempt (hourly) Department personnel, an entry that records when the
employee clocks in and clocks out each day in the Department timekeeping system.

Receipted

The act of taking possession of products in order to stage them for inspection, place
them into inventory, or deploy them to the end user (requester) for immediate use.

Scheduling System

The computer system that Department personnel use to allocate and manage
personnel.

Timekeeping System

The computer system threugh-which-the Department uses to captures employee’s
hours-and-caledulates-time worked and leave taken as-based on City of Albuquerque
Human Resources Department rules, regulations, and policies, and, when applicable,
the employee’s union contract.

Fiscal Division
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——The Support Services Division Commander shall oversee the Fiscal Division.
A.

B. The Fiscal Division is comprised of several areas of responsibility, including, but not
limited to, the Budget/Accounting Section, the-Payroll, Purchasing, Travel, Off-Duty
Management, and Department Purchase Cards (P-Cards). -Reecenciliations-and
Payroll- Systems-Section-the-Purchasing-Unitand-the-Chiefs Overtime (COH
Program-

1. The Fiscal Division Managerand-Fiscal-Program-Manager isare-is responsible for

the following:

a. Reporting directly to the Support Services Division Commander and the Chain
of Command;

b. Receiving direct reports from the Fiscal Program Manager, Contract Manager,
and the Fiscal Officer who managemanages all personnel within the Fiscal
Division;

b-c. Reviewing staffing needs in accordance with workload assessments to
determine the most efficient and effective means of allocating human resources
within the Fiscal Division; and

d. Overseeing a Department employee’s financial transactions, including
purchasing, receipting, deposits, revenue, and billing;

e. Preparing and maintaining the Department’s annual budget, including, but not
limited to:

i. Reviewing the approved budget with the Chief of Police and command staff;

ii. Preparing budget status reports and projections for revenues and
expenditures;

ili. Reviewing monthly expenditures throughout the year to ensure timely
acquisition of budgeted items and to prevent budget deficits;

iv. Working with City of Albuguerque Budget Division personnel on appropriate
amendments, contracts, resolutions, and information requests;

v. Working with Department personnel to ensure contracts, purchases, and
budget are available for programs or projects as needed:;

vi. Preparing year-end and interim reports when requested by the Chief of
Police;

vii. Developing problem resolution proposals; and

viil. Ensuring all rules, regulations, laws, and City policies are followed.

f. On a semi-annual, quarterly, and annual basis, reporting the Department’s
annual budget to their chain of command and City of Albuquerque Department
of Finance and Administrative Services (DFAS) personnel;

g. Managing the transactions that are paid through the Department’s budget;

h. Ensuring the Department’s revenues and expenditures that are paid through the
Department’s budget are accurate;

i. Justifying budget variables;
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. Developing a proposed annual operating budget for the Department in
cooperation with other bureaus and divisions and with final review and approval
by the Chief of Police;

K. Providing financial expertise and analysis of budget requests for command staff
as requested;

|. Evaluating the cost of services;

m. When necessary, developing revenue proposals;

n. Adhering to budget report deadlines as required by the Chief of Police and the
City annual budget requirements;

0. Responding to requests for budget information from the Chief of Police and City
Council; and

p. When necessary, presenting the Department’s proposed budget to the Chief of
Police, to the Chief Administrative Officer (CAO) during CAO budget hearings,
and to City Council at City Council budget hearings.

e-2. The Fiscal Program Manager shall become familiar with the responsibilities of
the Fiscal Division Manager to assist when needed. -

1-48-5——— Budget/Accounting-Section
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1-48-5

Payroll Reconciliations and Payroll Systems Section

A. The Fiscal Program Manager is responsible for managing Payroll Section personnel to
include the Accountant one (1), the Accountant two (2), the Accounting Assistant, and

the Payroll Officer.

AB.

The Fiscal Program Manager shall: -shalk

1.

Report directly to the Fiscal Division Manager and the Chain of Command;

Perform professional accounting activities in compliance with applicable standards

and specifications;

Reconcile the general ledger, payroll, or other financial records, financial reporting,

and record keeping;

Review and analyze various records and reports;

Respond to inquiries and complaints;

Understand all Collective Bargain Agreements (CBA’s), City Rules and

Requlations, Standard Operating Procedures (SOPs), Merit OrdinanceOrdinances,
Administrative Instructions (Al):s, and Memorandums of Understanding;

Review and approve the reconciliation of the Department’'s payroll systems on a bi-

weekly basis;
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. o 1l , I bi Kiybasis:
2.8. Be involved in the internal and external audits of the Department; and

9. Assist with all other payroll duties as requested by the Fiscal Division Manager.

a. All questions and transactions for payroll shall be routed through the

APDPayroll2@cabqg.gov mailbox.

B-C. The Payroll Officer shall:

1. Have an understanding of all CBAs, City Rules and Requlations, SOPs, Merit
Ordinances, Al's, and Memorandum of Understandings;

no

Report directly to the Fiscal Program Manager and the Chain of Command:;

3. Maintain, reconcile, and audit various payroll reports and records;

4. Coordinate and assist in payroll activities, including preparing and maintaining sick
and vacation leave accruals and payroll audits;

o1

Participate in monitoring the payroll function for the Department;

6. Review all of the Department’s payroll actions for accuracy;

7. Prepare payroll actions as requested:

o

Validate all payroll hours on a weekly and bi-weekly basis to ensure all Department
personnel are paid correctly;

9. Supervise and train the Accounting Assistants withwithwith receiving and verifying
payroll information and entering various payroll actions into the correct payroll

effectiveness;

2.11. Prepare statistical reports as needed:;

3:12. Participate in the development of Payroll Section policy and procedures;

-7-
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4.13. Develop the Payroll Systems Section Instructions;

5— Monitor scheduling system work activities to ensure that payroll is in compliance

with this -Standard-Operating-Procedure{(SOP},
14.

15. Prepare compensation plan changes;

16. Participate in the development, testing, and implementation of the automated
systems that are used to complete payroll functions;

17. Create and maintain customer files, including, but not limited to, contracts, special
events, and filming permits;

18. Obtain approval from the City’'s Legal Department and the Office of the Chief on
COT Program agreements:

8-19. Maintain the Department’'s access database that stores COT program records
and coordinate with City Accounting Division personnel; andand

9.20. Any other duties that apply as directed by the Fiscal Division Manager and
Fiscal Program Manager.

G:D. The Accounting Assistant shall:

1. Have an understanding of all CBAs, City Rules and Requlations, SOPs, Merit
Ordinances, Al's, and Memorandum of Understandings;

5.2. Update the Department’s payroll systems on a bi-weekly basis for:

a. New hires;
b. Transfers;
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b-c. Retroactive/additional pay;

g-d. Speecialtypecialty pay;

h-e. Clearance forms (resignations, retirements, and terminations);

f. Military entries;

g. Timesheet Corrections Forms and Timesheet Additional Pay memos;

h. Family Medical Leave Act (FMLA), Injury Family Medical Leave (IFM), and
Injury Light Duty (ILD) entries;

i. Leave donations;

. Suspensions, Administration Leave, and Administration Assignments;

k. Bereavement;

|. Password resets for Telestaff; and

m. Schedule changes.

E. The Accountant one (1) shall:

1.

Perform entry-level accounting activities in compliance with applicable standards

and specifications;

Post data to the general ledgers, reqisters, journals, and logs;

Prepare journal vouchers;

Be responsible for reconciliation for all Department P-Cards and manage their use;

Have an understanding of all CBAs, City Rules and Requlations, SOPs, Merit

Ordinances, Al's, and Memorandum of Understandings:
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6. Have a full understanding of the Accounting Assistant’s job assignments;

7. Update the Department’s Payroll systems on a bi-weekly basis for:

Manual checks:

Temporary upgrades, consistent with SOP Overtime, Compensatory Time, and
Work Shift Designation;

Transfers;

Temporary duty re-assignments;

On-the-job training; and

Additional pay set up (incentive pay, shift differentials, etc.).

o

=e 2o

8. Ensure all time card exceptions and leave requests are approved by Department
supervisors by the end of the pay period for both Telestaff and Kronos:

9. Generate payroll reports and gueries;

10. Maintain, reconcile, and audit a variety of ledgers, reports, and account records;

11.Examine and correct accounting transactions to ensure accuracy; and

+12. Any other duties that apply as directed by
the Fiscal Division Manager, Fiscal Program Manager, and Payroll Officer.

. The Accountant two (2) shall:

1. Perform professional accounting activities in compliance with applicable standards
and specifications;

2. Be responsible for the reconciliation of the general ledger, payroll, or any other
financial records, financial reporting, and record keeping;

3. Review and analyze various records and reports;

4. Respond to all inquiries or complaints;

5. Understand all CBA's-Cellective Bargain-Contracts{CBA), -City Rules and
Regulations, SOPs, Merit Ordinances, Administrativethstruction’'s{Al’'s) and
Memorandums of Understanding;

-10 -
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Reconcile APD Payroll systems every two (2) weeks (Kronos, People Soft, and

Telestaff);

. Audit various payroll components every month;

Assist payroll during the payroll cycle every two (2) weeks;

Maintain the Scientific Evidence Division (SED) account activity;

10. On a daily basis, categorize the Payroll mailbox:;

11. Assist with the bi-weekly payroll close; and

12.Perform any other duties that apply as requested by the Fiscal Division Manager or

5 b-G.

1.

Fiscal Program Manager and the Chain of Command.

Department personnel shall:

Validate their calendar or time card within their assigned scheduling or timekeeping
system ir-erder-to ensure that all time is correct and properly accounted for,
including all planned leave requests;

a. When an employee has an unexpected absence from work, they shall contact
their immediate supervisor.
i. The employee’s immediate supervisor shall enter their employee’s
unplanned leave hours in their empleyee’s-assigned scheduling or
timekeeping system.

On a weekly basis, review and approve all time card entries no later than Sunday
at midnight;_and

a. Department personnel shall enter any non-scheduled work activity as soon as
possible but no later than twenty-four (24) hours, including, but not limited to:
i. Courttime;
ii. Calls for service overtime;
iii. Chief's Overtime;
iv. Tactical plan participations;
v. Mandatory overtime assignments; and
vi. Any activity in which they are not pre-scheduled to work.

b. Department personnel shall notify their immediate supervisor of any
inaccuracies or omissions in their time card.

c. By electronically approving their time card, Department personnel are attesting
to the information being complete and accurate.

-11 -
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3. Verify that the hours entered by their immediate supervisor in their scheduling or
timekeeping system are correct.;

a. If after reviewing their bi-weekly pay-eheekpaycheck, the employee notices an
inconsistency in their pay, they shall take the following steps to correct the
inconsistency:

i. The employee shall clearly articulate the issue by e-mailing their immediate
supervisor and, when applicable, include the following information:
1. For the timekeeping system:
A. The reason why the employee’s immediate supervisor needs te
manualy-enterapunchio enter a punch manually;
B. The specific location of where the employee was when they missed a
punch;
C. The location and time the punch should have been for; and
D. Whether other Department personnel witnessed this employee at that
location and time.
2. For the scheduling system:
A. The reason why the leave request or overtime was not entered or
approved on time;
B. The location of where the overtime was worked, including the case or
Computer-Aided Dispatch (CAD) number; and
C. The date and time the overtime was worked.

EH. A supervisor shall:

1. Create and maintain current and accurate schedules when using the scheduling or
timekeeping system for Department personnel who are under their supervision;

2. Review and approve any leave requests, including time card exceptions for their
subordinates on a daily basis;

3. Enter their employee’s unplanned leave hours into the scheduling or timekeeping
system;

4. Make all necessary corrections and adjustments to the employee’s time card;

4 a. A supervisor may adjust an employee’s clock in and/or clock out time to correct
the time card but shall not edit with the intent to avoid, decrease, or increase
overtime compensation.

5. Approve their employee’s time card on a weekly basis, no later than Monday at
nine_(9) o’clock a.m.;

a. By approving a time card, the supervisor is attesting that, to the best of their
knowledge, the time card is complete and accurate.

-12 -
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6. If unable to access the timekeeping system, delegate through their chain of
command for another supervisor to review and approve their employees’ time
cards; and

5 a. A supervisor shall not allow another employee to log into the scheduling or
timekeeping system using their credentials.

7. Ensure that all planned leave requests are submitted correctly (in the scheduling or
timekeeping system; and

a. For the first week of the pay period, or Saturday through Friday, a supervisor
shall approve their employee’s leave requests.

8. Ensure all employees under their supervision are educated in the use of the
scheduling or timekeeping system.

N/A a. Department personnel may refer to the training materials that are found on the
City’s SharePoint site at Work Force, TeleStaff, and Kronos Training.

6 |1-48-6 Purchasing Unit

A. The Purchasing Unit is comprised of the Contract Manager, Accountant one (1), and
Department Buyer, who manage all of the contracts and purchasing to assist with the
administration, oversight, management, and coordination of purchasing.

1. The Contract Manager shall:

a. Supervise and train the Buyer and Accountant one (1) to ensure understanding
of their job duties;

b. Report directly to the Fiscal Division Manager;

c. Create, coordinate, and review the formulation, finalization, and approval of
contracts as required in coordination with management, City Purchasing, City
Legal, Fiscal Division, budget, purchasing, contractors, vendors, or tenants;

d. Administer and supervise contract monitoring, contract administration, and
compliance;

e. Determine the need for contract amendments, supplemental agreements, and
extensions of contracts;

f. _Identify the scope of the services needed for each contract;

g. Create a first draft of the contract using the City’'s Purchasing Division-approved
contract templates;

h. Work with City Legal personnel to get approval of contract terms;

i. Obtain vendor signatures on contracts and other documents as required by City
Legal personnel and City Risk Management Division personnel;

. Create purchasing requisition request documents;

K. Track contracts that are in process through PeopleSoft; and

I. _Any other duties that apply as directed by the Fiscal Division Manager and
Fiscal Program Manager.

-13 -
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. The Department Buyer shall:

Be responsible for all Department requisitions, including ensuring that they are

consistent with the City Administrative Instructions on purchasing;
Assign the Department’s requisitions to the appropriate AP clerk;

Gather and forward formal bids, requests for proposals (RFP), and

specifications to DFAS personnel;
Monitor contracts to ensure that all invoices are complete and paid by the end

€.

of the City’s fiscal year; and
Any other duties that apply as directed by the Chain of Command.

The Accountant one (1) shall:

a.

Provide technical training to Accounting assistants with the Accounts Payable

with the following:

i. Payment vouchers;
il. Exceptions;

iii. Travel; and

iv. Deposits.
Assist the Contract Manager with requisitions and Purchase Orders;

o

Be responsible for reconciling Purchase Orders to payments; and

Closeout Purchase Orders.

AB.

Department personnel shall:

Follow all provisions for the purchasing of goods and services; and receiving any
purchased items in accordance with the City’s Public Purchases Ordinance, the
City’s Administrative Instructions, and City Procurement Division documents and
manuals;

Contact Fiscal Division personnel prior to making any purchases, regardless of the
cost or value, at apdfiscal@cabg.gov;

Contact Fiscal Division personnel for general purchasing questions;

a.

b.

C.

Fiscal Division personnel shall guide Department personnel with the required

documentation needed for purchasing.

Department personnel shall provide all documentation for purchasing in a timely

manner.

When Department personnel are seeking to establish or renew a contract for

services, they shall contact Fiscal Division personnel sixty (60) days prior to the

contract termination date for cancellation or reinstatement.;

i. Fiscal Division personnel shall notify the Department employee who is
involved in the contract three (3) to six (6) months prior to the contract
termination date.

-14 -
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ii. Department personnel shall respond to the email within one (1) week with
the pertinent requested information.
d. When possible, Department personnel who are requesting to purchase items
shall provide Fiscal Division personnel with three (3) written quotes from three
(3) different vendors.

3. A division supervisor shall:

a. Be responsible for checking with the Fiscal Division about their division’s budget
constraints;
b. Ensure their division personnel who make purchases are in compliance with
DFAS ePro courses 101 and 102;
c. Be responsible for ensuring their division personnel eempleted-complete the
following steps when making purchases through DFAS ePro:
i. The Department employee who made the purchase receives the actual
goods or services;
ii. The Department employee who received the goods shall inspect the goods
by validating or matching the purchase order and the packing/delivery slip;
iii. If the order was incorrect:
1. The employee who made the purchase shall notify the supplier of the
problem(s) and discrepancy(s);
2. The supplier addresses the problem(s) and discrepancy(s); and
3. Document the name of the person who accepted the return of the item,
why the item was returned, and when the item was returned.
iv. If the order was correct:
1. The employee who made the purchase shall receipt the order in the
DFAS ePro system; and
2—The employee shall attach the packing/delivery slip to the receipt in the
DFAS ePro system.
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-and-Accountanttwoe{2)}-Budgeting/Accounting Section is supervised by the Fiscal
Officer, who is responsible for Travel and Accounts Payable.

1. The Fiscal Officer shall:

a. Supervise the Accounting Assistants and any other personnel assigned to the
unit;

Report directly to the Fiscal Division Manager;

Calculate funding for supplemental agreements;

Determine the source of funds and authorize an increase to encumbrance;
Authorize additional services to outside consultants;

Determine additional funding sources;

Research and approve all purchase order adjustments;

Revise orders according to contract obligations;

Research invoices for problems in billing;

Prepare financial status reports for all operating fund programs;

S e e T

-18 -
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k. Display budget expenditures, balances, projections, and relevant financial
information;

I. Reconcile the Department’s general ledger;

m. Review open accounts receivables (AR), including invoicing, reconciliation, and
collections;

n. Respond to requests from internal and external auditors;

Have a full understanding of their subordinate’s job duties; and

p. Any other duties that apply as directed by the Fiscal Division Manager and
Fiscal Program Manager.

o

2. The Accounting Assistants shall:

Receive, sort, and enter payment information into the payroll system:;
Verify dollar amounts, vendor names, and addresses;
Prepare bank deposits;
Perform a variety of duties, including financial spreadsheets, word processing,
and verification of data input;
Maintain files and records retention as required:;
Coordinate various travel arrangements as necessary;
g. For travel:
i. _Create travel authorizations (TA) and create cover sheets for travel;
il. _Gather pertinent information that was not attached to the travel request;
iii. Create cash advances (CA);
iv. Create expense reports; and
v. Process the daily deposit.
h. Any other duties that apply as directed by the Chain of Command.

Qe o

il (1))

3. The Accountant one (1) shall:

a. Assist Department personnel and external customers with general Fiscal
Division inquiries;

Provide technical assistance and training to staff in matters related to financial
accounting and budgeting;

Receive, sort and enter payment information into the payroll system:;

Verify dollar amounts, vendor names and addresses;

Prepare bank deposits;

Perform a variety of duties including financial spreadsheets, word processing
and verification of data input; and

o

= (e e

—Maintain files and records retention as required.z
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