
Cify of St. Mary, Missouri

@
l. Policv

lnternal control is a major part of managing an organization. It comprises the plans,
methods and procedures used to meet missions, goals and objectives. Intemal control
also serves as the first line of defense in safeguarcling assets and preventing and detecting
elrors and fraud. Internal control helps government managers achieve ciesired results
through effective stewardship, of public resources.

This policy applies to the handling of linances anci assets of the City of St. Mary. The
internal controls set forth shLall be designed to prevent losses of City funds by iiaud,
employee error or imprudent actions by employees and/or elected oftcials of the City.

2. Accounting
The City of St. Mary uses Quick Books Pro for all,accounting. The City Clerk shall be
proficient in its use. Said manual is a working tool to help train n"* .*ployees, as weil
as cross-training present employees. A copy of the manual is maintained in the City
Clerk's office.

Fixed Asset Inventory Control
An inventory listing is maintained in the City Clerk's office of all equipment. A physical
inspection of fixed assets is performed annuallv.

Internal Control
Internal control is not one event, but a series of actions and activities that occur
throughout an entity's operations and on an ongoing basis. Internal control should be
recognized as an integral part of each system that management uses to regulate and guide
its operations.

Purchasing * The City allows employees to charge, for day to day operation,
with approval from overseeing supervisor. Purchases above $500.00 are to te approved
by the Board of Aldermen ancl Mayor. Large equipment purchases should be included in
the appropriate budget.

Pavment of Bills - The City Clerk issues all checks for the city. Each invoice is
reviewed by the clerk for accuracy and to avoid duplicate payments. All invoices are tcr
be pre-approved by each departmental alderman and paid upon Board of Alderman
approval. The Clerk has prior approval to pay all utility bills, employee health insurance,
employee retirement payments; and company tax payments as required by law.

Budget Proce.ss * .fhe city clerk, with Mayor approval, prepares each
department's budget with input from each departmental alderman. Bills must be coded tc,
the proper expense account, e'ven if it is over budget. Although a line item may be over
budget, the bottom line must be within the total buclget for the department. The budget is
given to the Board of Aldemran prior to the October meeting and then presented at a
Board of Alderman meeting 1br approval. The City Clerk enters the approved budget
figures into the general ledger for the new fiscal year.
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3. Payroll
Payroll checks are issued by the City Cllerk. Ernployees submit time sheets and time
cards and the City Clerk prepares the pa1'roll fbr distribution. '['irne Sheets are
approved by the departnrent Alderman or the Mayor and the calculations are reviewed
by the City Clerk. Payroll checks are kept in the City Clerk's offrce" Funds are

transf'erred fbr payroll fl'on-r tl-re appropriate lunds. All accounts are baianced by
reconcilins the various beLnk statements at the end of eacl-r month

This policy was adopted by the St. IVtary Board of Aldermen on Febru ary 23,2011.

Attest:
./np

gte LL, t- /j-e'-/-
City Clerk JoAnn E. Donze

Aldern-ran
Roberl Bequette
Dennis Bovey
Clyde Cassoutt
Frank Gerardot

aye na),' abstain absent
X

X

X

I. JoAnn E. Donze, Clerk o1'the Citlr of St. Mary, Missouri, do hereb,v certify that the lbregoing
City Internal Control Policy was duly adopted by the Board of Aldermen on Thursday" FebrLrary

23,2012 at a Special Meeting of the Board of Aldermen,

&a^.-._ t.u**_
City Clerk JoAnn E. Donze


