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May 22, 2019

Greetings,

Please find attached the approved 2019-2020 fiscal year budget for the City of Jennings, MO. This year's budget
anticipates revenues to exceed expenditures by $26,103.25. There were several significant changes to the City’s
budget in 2019-2020 compared to the 2018-2019 budget. Below is a list of some of those changes:

Highlighted significant revenue changes:
e Utility taxes have been split and assigned their own general ledger numbers to better keep track of the
revenue from each of the utilities.

¢ The following sources of revenue are decreasing:
o telephone tax o cable tv franchise fee
o cigarette tax © municipal prisoners’ fees
o court costs and fines

* The following sources of revenue have increased or are expected to increase:
o Real estate taxes o Federal jail contract
o Sales tax o Interest
o Sale of assets

Highlighted significant expense changes:
® Increase in amount the city pays toward employee health insurance
¢ Salaries of city mechanic and Special Service Coordinator moved to City Clerk’s budget
* Increase in prisoner meal costs due to increase in number of federal prisoners
e 3% anticipated increase in the St. Louis County Police Department in the annual contract was a decrease
from the original projected increase of 5% for 2020.

I am pleased to state that our 2019-2020 budget includes an anticipated unrestricted fund balance totaling
$1,900,000 as of April 1, 2019.

I look forward to the City Councilmembers, the department heads, and | continuing our efforts to safeguard the
City’s funds to provide quality services for the community.

Sincerely,

Yolanda Austin,

Mayor



CITY OF JENNINGS, MISSOURI

Passed and approved by the jennings City Council on December 18, 200 |
(To take effect with the 2001-2002 fiscal year budget)

ADMINISTRATIVE POLICY ON
AMENDING AN OPERATING BUDGET

The purpose of this policy is to outline operating guidelines for the management of operating
departmental budgets for the City of Jennings and to provide a specific procedure for
amendments to operating budgets made necessary by unanticipated circumstances, unusual
occurrences, or unanticipated surpluses or shortfalls in revenues.

Once the annual operating budget is adopted by the City Council, departmental managers are
expected to limit line item expenditures, as well as the overall departmental budget, to
appropriated levels. However, it is recognized that specific events and unanticipated
expenditures can result in expenditures beyond the appropriated amount in a specific line item
within a departmental budget. Accordingly, it is necessary that a specific procedure be outlined
whereby amendments can be made within a departmental budget to transfer appropriations
between line items within that budget so that the total budget appropriation for the
department does not increase.

Further, it is necessary to establish procedures to facilitate those rare occasions where
appropriations may be transferred between departments or when supplemental appropriations
due to revenue surpluses or reduction of appropriations due to revenue shortfalls are
expedient.

The specific procedures are as follows:

1) Transfer of Appropriations within a Departmental Budget

. A Department Head with authority to manage an approved departmental budget makes
a specific request on prescribed forms to the Finance Director to transfer appropriations
between line items within that departmental budget so that the total appropriation level for
that departmental budget is not increased.

° Any transfer of appropriations within an adopted departmental budget that will have
the effect of amending an adopted budget will require the signatures of the applicable



department head, the Finance Director, and the Mayor before said amendment shall become
effective.

. Any transfer of appropriations within a departmental budget that will have the effect of
increasing salary levels beyond those authorized in the original adopted budget or creating a
new position not authorized in the original adopted budget will require specific approval by the
City Council by resolution before such amendment shall go into effect.

2) Transfer of Appropriations Between Departments

. Except for significant emergency situations, any transfer of appropriations and spending
authority between departmental budgets shall not be initiated until nine (9) months of the
current fiscal year have expired

. Upon written request and written concurrence by affected department heads, the City
Council may, by resolution, transfer part or all of any unencumbered appropriation balance
from one department, office, or agency budget to another. Any such transfer shall require a
positive recommendation from the Ways and Means Committee prior to Council consideration.

3) Supplemental Appropriations

. If, during the fiscal year, the Finance Director certifies in writing that there are available
for appropriation revenues in excess of those estimated in the adopted budget, the City Council
may, by resolution, make supplemental appropriations for the fiscal year beyond those
authorized in the initial budget in an amount equal to actual revenue in excess of budgeted
revenue, plus unencumbered reserve. City Council shall not proceed with such action until the
Ways and Means Committee has forwarded a recommendation.

If, during the fiscal year, the City Collector certifies in writing that projected revenues based on
actual revenue experience will fall

significantly below those estimated in the adopted budget, the City Council may, by resolution,
reduce appropriations for the fiscal year to a level below those authorized in the initial budget
in an amount determined to be prudent lo maintain essential public services and maintain the



fiscal integrity of the City. City Council shall not proceed with such action until the Ways and
Means Committee has forwarded a recommendation.

4) Budgetary Management Practices

° Budget status reports for the previous month, indicating comparison of actual
expenditures by line item to appropriations and remaining appropriation levels for the fiscal
year, shall be forwarded to each department head by the 10th of the following month. In
addition, operating department heads shall receive a detailed general ledger report for the
expenditures in their department for the previous month by the | 01h of the succeeding month.
Operating department heads shall be responsible for reviewing said reports to verify accuracy
and note expenditure patterns.

* The Ways and Means Committee shail review budget comparison reports for each
operating department at least quarterly and shall request that operating departments report
on any significant variances from approved appropriation levels.

e It shall be the policy of the City of Jennings that operating department heads shall be
responsible for the ongoing management of the expenditures of their departments within
budgetary limitations.

o It shall be the policy of the City of Jennings that appropriation levels for line item
expenditures shall not be exceeded, except in case of emergency. When it becomes apparent
that appropriation levels for a particular line item shall be exceeded due to expenditure
patterns or actual experience, it shall be the responsibility of the operating department head
responsible for that budget to initiate an appropriate adjusting amendment, However,
department heads shall not be required to initiate amendments to their operating budgets until
appropriation levels have been exceeded by actual expenditures by at least ten ( | 0) percent
and eight (8) months of the applicable fiscal year have expired.



HOLIDAY POLICY
General Employees (City Hall, Recreation, Court, Public Works and Corrections Lieutenant)

New Year's Day

Martin Luther King Day

President's Day

Good Friday

Memorial Day

Fourth ofJuly

Labor Day

Columbus Day

. Veteran's Day

10. Thanksgiving Day

11. Day after Thanksgiving

12, Christmas Eve

13. Christmas Day

14. Any general or primary Election Day, or any general or special election held by and for the City that
affects the entire City, or as may be directed by the Mayor and City Council.

Il N

In the event that the holiday falls on a Saturday, the holiday shall be observed on Friday; if the holiday falls on
Sunday, the holiday shall be observed on Monday.

Correctional Officers

Regular full-ime Correctional Officers of the City Correction Department, with the exception of the
Lieutenants, will receive a regular day’s pay for declared holidays, as per the City of Jennings Holiday Policy,
providing that the last regular scheduled shift prior to the holiday was worked and the next scheduled shifi
following the holiday is worked. If an employee is scheduled to work on a boliday, they may be able to take a
floating holiday at a later date within a 12-month period. Hours worked on a holiday, per the Holiday Policy,
should be paid as siraight time. When an employee uses their floating holiday, that time should be paid as
Holiday Pay. Floating holidays are to be taken in fill day increments only. If the holiday falls on the employee’s
scheduled day off, this employee will be compensated with one day’s pay. Individuals on unpaid leave or while being
paid Worker’s Compensation are not eligible to receive Holiday Pay.

Employees who are not scheduled to work on a declared holiday but, who are called in to work will be
compensated at their regular rate of pay per hour for the hours worked in addition to the compensation for the

holiday.

New Year’s Day

Martin Luther King’s Day
President’s Day

Good Friday

Memorial Day

Fourth of July

Labor Day

By order of the Jennings City Council 4/23/01,4/26/18,1217/2018 Page 1|2
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Jmﬁmes

HOLIDAY POLICY
8. Thanksgiving Day
9. Veteran’s Day
10. Christmas Eve
11. Christmas Day

In the event that an employee shall be asked to work on a holiday, and shall refuse to work, they shall not receive
Holiday Pay.

.Birthday Bonus
In addition, each full-time City employee shall receive $25 (included in their paycheck) for his or her

birthday.

Employee’s Acknowledgement Signature & Date

By order of the Jennings City Council 4/23/01,4/26/18,1217/2018 Page 2|2
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VACATION AND PERSONAL DAYS POLICY

Now, therefore, let it be resolved as follows:

The following vacation schedule shall apply to all full-time employees of the City of Jennings. Vacation
and Personal time may be taken in increments of fifteen (15) minutes.

After 1 Year of Employment One Week Vacation
(5 wotkdays; Cortections: 40 hours)

After 2 Years of Employment Two Weeks Vacation
(10 wotkdays; Corrections: 80 houts)

After 5 Years of Employment Three Weeks Vacation
(15 workdays; Corrections: 120 hours)

After 10 Years of Employment Four Weeks Vacation
(20 wotkdays; Corrections: 160 houts)

After 15 Years of Employment Five Weeks Vacation
(25 wotkdays; Corrections: 200 hours)

After 20 Years of Employment Six Weeks Vacation
(30 workdays; Corrections: 240 hours)

Employees are entitled to such vacation after the anniversary date of their employment, and shall have the
12-month period from anniversary date to next anmversary date to take their vacation. All vacation time
due to an employee should be used during the yeat in which they are entitled to it; howeser, 2 maximum of
five vacation days may be carried over into the next vacation year. These days cannot be accrued and
carried over nto a subsequent year,

All employees shall be permitted to take at least five days of theit vacation as individual days ot in 15
minute increments to be requested throughout the year.

Employees who are hired in as a department head shall be entitled to one week of vacation duting their
first year of employment and two weeks on their 1" anniversary date.

In addition, each full-time employee when employed by the City for 6 months shall be entitled to 1
Personal Day, which they have to use within 6 months. Each employee when employed by the City for 1
year shall be entitled to 3 additional Personal Days, which they have to use within 1 year from their
anniversary date. After the first anniversary date of employment 4 personal days shall be awarded to
employees at the beginning of each new Fiscal Year, April 1st. Employees are permitted to take their
petsonal days as individual days or in 15 minute increments. Employees must use these days during the
fiscal yeat, (4/1 — 3/31).

Scheduling of Vacation and Petsonal Days is subject to the policy of each Department Head,
based on the manpower requirements of each department.

By otder of the City Council of the City of Jennings, Missouti, this 25% day of October, 2004,

Amended ~ 10/25/2004, 7/23/2012, 11/25/2013, 3/27/2017 Vacation and Personal Days.doc 1
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CITY OF JENNINGS
POLICY ON USE OF FUNDS FROM CAPITAL IMPROVEMENT TAX

Revenue received from the capital improvement tax will be used to purchase, operate
and maintain capital improvements and assets, in accordance with Missouri law.

All money received from the tax authorized under the provisions of Section 94.577
RSMO shall be deposited in a special trust fund and used solely for capital
improvements and assets, including the operation and maintenance of capital
improvements and assets, for so long as the tax shall remain in effect.

A “capital asset” is defined as an asset of a long-term character that is intended to
continue to be held or used, including but not limited to land, buildings, machinery,
furniture and other equipment, including computer hardware and software, and
vehicles.

A “capital improvement” is defined as any capital or fixed asset having an estimated
economic useful life of at least two years. An improvement is defined as work that
adds to the value of an asset, stops deterioration and lengthens the time it can be used,
or adapts it to a different use. Examples include building, rebuilding or overlaying a
street, parking lot or sidewalk, improvements to city buildings and property. All
costs associated with a specific capital improvement project may be paid from capital
improvement funds, including the cost of plans and specifications.

A portion of capital improvement money shall be set aside in a reserve account to
cover emergency needs. This reserve shall be (increased to and then) maintained at a
minimum balance of $500,000 plus interest. Withdrawals from the reserve require
advance approval by the City Council.

The remaining capital improvement funds shall be split between street repairs and
other capital improvements or expenditures, as approved in the annual budget.
Capital improvement expenditures for normal maintenance and operation of capital
items do not require council approval. Major capital improvement projects and all
purchases of major assets from capital improvement must be approved in advance by
the City Council. The Mayor may approve capital expenditures of an emergency
nature, such as the replacement of a furnace or air conditioner.

Revisions to this policy are subject to the approval of the Jennings City Council.

Revised 3/06, 3/10



Examples of expenses acceptable and not acceptable under capital improvement

Relating to city-owned buildings

Acceptable: all building repairs and improvements to the building (paint, carpeting,
furniture, landscaping material) and costs associated with maintaining the building;
purchase and maintenance of office equipment

Not acceptable: office supplies

Relating to land

Acceptable: purchase of a building or land; demolition of a building on land owned
by the city in order to improve the land; adding a new building, structure or parking
lot, fencing

Not acceptable: grass cutting, demolition or clean up of property that does not belong
to the city

Relating to vehicles, drivable machinery and equipment/tools:

Acceptable: purchase, operation, repairs and maintenance of vehicles, machinery and
equipment

Not acceptable: leasing or renting of equipment

Relating to streets:

All costs associated with the maintenance and repair of streets and islands, including
the short-term leasing of equipment necessary for the city to perform a street repair
using our own laborers.

Revised 3/10
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 CAPITAL IMPROVEMENT "STREET" EXPENSES  18/20 BUDGET

3 z

R

" Description

Equipment Purchases
small tools

Elliot M43R boom truck
subtofal for equipment purchases

Equipment Maintenance
all equipment

subtotal for equipment maintenance

Routine Street Maintenance
signs and paint

routine repairs

tree trimming and removal
road striping, crosswalks
small overlays

salt, 800 tons

- crack filler

706-50-02
overlays:

street lights
slurry seal
EZ street
concrete repair
subtotal for routine street maintenance

Major Street Repair @ $70#ton
Huiskamp (Glendale to Solway)

Mary (Cozens to College)
Boyce (Center to Dorwood)
Westchester
McLaran (Clifton to Akin)
Marge
Wescott
Switzer (JSR to Clifton)
sublotal for major street repairs

‘TOTAL

5,000.00
154,802.00

w4 o

159,802.00

43,000.00

3,000.00
25,000.00
10,000.00
15,000.00
15,000.00
50,000.00
15,000.00

200,000.00

4,000.00
15,000.00

5,000.00

AP D PO B HDONDOS

357,000.00

22,946.00
51,667.00
17,017.00
19,173.00
24,409.00
21,945.00
26,719.00
32,956.00

216,832.00

776,634.00

| 18M9BUDGET 17/18 BUDGET |
$ 15500000 § 15500000
$ 4350000 §  46520.00
$ 36200000 §  375000.00
$ 17762000 § 37473200
$ 73812000 §  951,252.00



- "CAPITAL IMPROVEMENT - GTHER 19°20BUDGET"  [16719 BUDGET 1748 BUDGET
Lineftem = . . Descrpfion s “... " .. . ' _

Fin Dept Salaries (transfer-out to general revenue)

990-00-02 Salaries (4=Building & vehicle maintenance & 2 laborers) $ 148,818.38
FICA Expense $ 11,384.61
LAGERS $ 6,548.62
Health Insurance $ 32,708.12
Group Life Insurance $ 684.48
Salaries subtotal $ 200,145.21 $ 198,594.72 $ 106,934.78
PW Dir. Vehicles (all depts, except PW equipment)
757-50-02 purchase of new vehicles (2/Bldg Dept.) $ 36,000.00
757-50-02 $ maintenance, repair & licensing $ 50,000.00
758-50-02 gasoline $ 55,000.00
Vehicles subtotal $ 141,000.00 $ 104,500.00 l 3 110,000.00
896-50-02 Mowing of city-owned lots $ - $ - 3 38,500.00
City Clerk ~ Computers and Office Equipment
803-35-02 replacement and maintenance, all departments $ 20,000.00
System upgrades: fixed assets system, copiers, $ 60,000.00

registers & credit card machines, upgrade computer systems
Computers/office equipment subtotal $ 80,00000 |$  740,000.00 |

Pubilic Safety Public Safety

L3

80,000.00

756-35-02 janitorial contract (police) $ 28,716.00
janitorial supplies (police) $ 3,000.00
routine repair, maintenance, landscaping (bldg) $ 30,000.00
Update keyless entry $ 13,700.00
HVAC (compressor) $ 20,000.00
Security camera maintenance $ 3,500.00
Public Safety subtotal $ 98,916.00 $ 75,000.00 § 65,000.00
Corrections  Jail
756-45-02 janitorial supplies $ 12,000.00 [S$  11,500.00 | § -
Ct. Admin.  Court
756-42-02 janitorial contract $ 6,384.00 $ -
janitorial supplies $ 1,000.00
$ 7,384.00 $ 8,000.00
FEG-45-02 HELL
PW Dir. Public Works
756-50-02 janitorial supplies $ 5,800.00
routine repair & maintenance $ 23,500.00
install drop ceiling in offices $ 4,000.00
maintain security cameras $ 2,500.00
Public Works subtotal $ 35,800.00 3 59,800.00 $ 123,500.00
Rec Dir. Recreation/Civic Center
756-54-02 janitorial contract $ 16,500.00
janitorial supplies $ 2,500.00
routine repair, maintenance, landscaping $ 2,500.00
tables/chairs $ 1,500.00
replace flooring $ 4,000.00
Recreation Department subtotal $ 27,000.00 $ 16,000.00 ¢ 13,500.00

City Clerk City Hall/other
756-35-02 janitorial contract $ 15,936.00
janitorial supplies $ 2,500.00
routine repairs, maintenance, landscaping $ 25,000.00
Beautification Committee $ 2,500.00
update security cameras $ 3,000.00

$
$

48,936.00 $ 87,000.00 3  107,500.00

City Hall subtotal

TOTAL 651,181.21 $ 700,394.72 3 644,934.78
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