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INTRODUCTION

The office of city clerk dways has been one of the most important positionsin municipa
government. The generd public expects the city clerk to know everything about the affairs of the city.
The governing body expects the clerk to know how to accomplish anything that must be done. The law
and practice of municipa government seems to assume, for most cities, that any matter not specificaly
delegated to some other officeisthe job of the city clerk. And, sometimes, the clerk performs duties
officialy assgned to some other position.

This Manual for Missouri Municipal Clerks has been prepared to aid and guide the clerk in the
performance of the many and varied duties of the office. It should be of specid help to newly appointed
and part-time clerks. However, it was not written for them aone, but for al those who hold this
important position and their deputies and assstants. This Manual represents the achievement of amgjor
god of the Missouri Municipa League and the Missouri City Clerks and Finance Officers Association
whose members asssted in deciding the subject matter, preparing severa of the chapters and reviewing
and modifying dl chepters.

This Manual isnot find and complete. It never will be, for the duties of the city clerk vary dally as
well asyearly. We will have accomplished our purposeif this publication serves as ahdpful guidein
assiging city clerksin their numerous duties and responsihilities. As aways, we welcome your
comments, including suggestions, modifications and corrections.



LOCAL GOVERNMENT IN MISSOURI

Municipditiesin the Federal System

Mog city officids are wdl aware of the important role municipa government plays in the federd
system. Also, most officials are aware of the fact that decisions made at the county, state and nationd
levels often have important repercussions a the municipd leve.

Many citizens view American federdism as alayer cake with local governments at the base, Sate
governments in the middle, and the national government at the top. This view implies that governmentd
activities are parceled out to one of these layers: for example, municipalities provide sawage treatment,
dates maintain universties, and the nationa government maintains the nationa defense.

However, in practice, American federdism has been characterized by far more cooperation,
coordination and sharing of respongbilities than by separation. The traditiond view of American
federdism smply does not conform to redlity.

A far more accurate image is the rainbow or marble cake, characterized by an inseparable
mingling of differently colored ingredients, the colors appearing in vertical and diagond
strands and unexpected whorls. As the colors are mixed in the marble cake, so functions
aremixed in the American federd system.!

Actudly, it isvery difficult to identify programs of the nationa government in which sates and
municipdities do not participate, or state and municipa programsin which the national government does
not participate. For example, most municipalities could not construct sewage treatment plants without
gate and federa funds, and al sewage treatment plants must conform to state and federa pollution
gtandards; the national defense is dependent on state National Guard units for reserves and on the state
and municipd civil defense sysems.

Thus, federdism has come to mean the sharing of powers between the nation, the states and local
governments, rather than a sharp separation between their respective responsibilities. Thisidea of
sharing powers and responsibilities of government in awide variety of program areas has come to be
caled the “New Federdism” or “Cooperative Federalism.”

However, when the federd government contributes financialy to municipa programs and
sarvices, locd officids generaly must surrender some of their discretion. Federd funds are invariably
accompanied by federa standards and guiddines with which locd officids must comply in order to
qudify for the funds. These regulations and guiddines are designed to insure compliance with minimum
national standards and godls, but they often annoy locd officiads. However, in some cases, the project
or program would not be financidly feasible without the federa funds.

County Government

! Morton Grodzins, “The Federd System,” The American Assembly, Goals for Americans (Englewood
Cliffs, N.J.: Prentice-Hall, Inc. 1960), p. 265.
-1-



Missouri’s 114 counties are subdivisions of the state with a specified structure and
respongbilities. Counties, with the exception of the three home rule counties— St. Louis County,
Jackson County and St. Charles County — have no inherent or reserved powers of their own, but only
those powers granted to them by the Missouri Congdtitution or statutes.

Counties with more than 85,000 population are eigible for home rule status by eecting a charter
commission to draft a home rule charter for submisson to the voters. The powers of home rule counties
were sgnificantly expanded in 1970 when the voters approved an amendment to the Missouri
Condtitution to permit home rule counties to extend services and functions to municipdities within the
county. At the present time, only St. Louis County, Jackson County and St. Charles County have
adopted home rule charters, but efforts have been made in severa counties to attain home rule status.

In the other counties, a number of factors hinder effective administration. First, counties basicaly
are agents of the state government, with only those powers specificaly granted by the state. State laws
mandate numerous services the county must perform, but the state seldom provides the funds for these
services. In short, county officids have little control over the county’ s budget and the alocation of
revenue. Secondly, these counties lack the power to reorganize their inefficient governmenta structures.
The existing structure lacks coordination and centrdization, because each separate e ective county
officid performs his respective duties without any accountability to any other county officid. This
gtuation leads to inefficiency, waste and duplication.

In theory, the county legidative body, known as the county commission, should coordinate
county operations in the non-home rule counties. However, their efforts easly are frustrated by other
independently elected office holders, such as the county clerk, assessor, recorder of deeds, prosecuting
attorney, sheriff, treasurer and auditor.

The township form of government, which dill existsin 23 counties, serves to further fragment
county government. Each county with this structure is divided into seven to 24 adminigrative townships.
Each township has the following officids athree-member policy board, a clerk-assessor and a
collector. The township functions are: road construction and maintenance, property assessments, tax
collection and township eections. The township structure is extremely inefficient and ineffective, but has
proven difficult to abolish because of the many officeholdersinvolved.

Missouri counties are divided into four classfications based on the assessed vauation of property
within the county:

Class | — more than $450 million for afive-year period,

Class || — between $300 million and $450 million for afive-year period,

Class |11 — less than $300 million for afive-year period, and

Class IV —those that have attained the second classfication prior to August 13, 1988, and which
would otherwise return to the third classification after this time because of changes in assessed vauation,
shdl remain a county in the second classification and shal operate under the laws of this Sate gpplying
to the second classification.

In the future, we can expect cities and counties to engage more often in cooperative programs
and sarvices, such as landfill or emergency dispatching centers. However, counties will have to
overcome severd deficiencies, such as inadequate revenues, fragmented internd structures and
insufficient powers, before they can develop ared “partnership” with municipdities. Many people fed
that lowering the 85,000 population requirement for county home rule would be an important step in
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improving county government. Over the years, the inadequacies of county government have contributed
to the incredibly large number of specid didtrictsin Missouri.

Specid Didricts

Missouri, long known as the “ Show-Me State,” could aso be referred to as the “ Specia Didtrict
State.” We have the dubious distinction of having more than 1,700 specid digtricts (no one knows the
exact number) performing some 20 different functions, such as roads, fire protection, street lighting,
ambulance service, water supply, water conservation, river levees, maintenance, hospitas, nursing
homes, sawers, drainage and libraries, under 28 different statutory authorizations.

The bulk of these specia didtricts are road digtricts that may be formed in any county, except
Jackson County and St. Louis County. We have more than 500 specia road digtricts in Missouri, which
ranks Missouri firgt in the nation. Idaho ranks second in the number of specia road districts with 78.
Incredibly, 63 percent of the nation’s special road didtricts are found in Missouri. These didtricts are
formed for the purpose of ensuring that the bulk of road and bridge tax revenue collected in an areais
spent within that area. Mot road digtricts were formed because the county did not perform the amount
of work on the roads thet was desired by the citizens of an area. Many of these specid road didtricts
are quite smdl, some maintaining only amile of roadway.

State laws have been enacted requiring some of the larger counties to expend road and bridge
revenues collected within municipdities on streets within these municipdities. Generdly, these lavs
require the county to spend at least 25 percent of the funds collected within the municipaity on streets
designated by the city council. The Missouri Municipa League has supported smilar legidation on a
datewide basis. Such legidation would gtrike at the basic cause for fragmenting road adminigtretion into
specia road digtricts.

Specid digtricts cause inefficiency and genera lack of economies of scae because of the smdl
sze of theindividud digtricts. Service could be rendered more economicaly by asingle digtrict that
covered alarge area than by many smdll districts each trying to provide the desired service. Also, the
numerous specid didrictsimpair planning because of the lack of coordination and communication
between the various levels of loca government.

Specid didtricts, if properly governed and wisdly used, are an important and effective unit of

government. However, in Missouri, the proliferation of various types of specid didtricts, particularly
specia road didricts, has created a confusing patchwork of loca government.

Municipa Government

In Missouri, acommunity may incorporate as a municipdity upon a petition to the county court
sgned by 15 percent of those voting in the last gubernatoria eection. The county commission then calls
for an eection in the unincorporated area, and a municipdity isincorporated if a mgority of the voters
support the proposa. Municipalities are permitted to provide certain types of locd services, such as
police and fire protection, sewage disposa and traffic control, which cannot be provided by
unincorporated entities or by the county government.
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Classfication of Municipdities

Municipd officids and the citizens of their respective communities do not have complete
discretion on the structure of their municipa government. Missouri Satutes classfy municipdities on the
basis of population and limit the form of government options of each dassification. Missouri statutes
provide that a community may incorporate as a city of the third class, fourth class or village on the basis
of the population at the time of incorporation (see Table A, below). It should be emphasized that once
acommunity isincorporated under a given classification, the municipdity does not automaticaly change
classification with again or loss of population. A municipdity may change classfication only when the
change is gpproved by a mgority vote of the people.

TABLE A

Class Population Requirement Total Number
Class 3 3,000 - 29,999 inhabitants 57

Class 4 500 - 2,999 inhabitants 525 (approx.)
Village fewer than 500 inhabitants 325 (approx.)
Condtitutional Charter more than 5,000 inhabitants 37
Legidative Charter no requirement 6

Forms of Government

Before andyzing in detail the various forms of government, it is necessary to discuss the forms of
government permitted for each classfication of municipdity. Villages are permitted only one form of
government — an eected board of trustees, five in number if the village has less than 2,500 population
and nine if more than 2,500 population. Fourth class cities are permitted to have the mayor-board of
adermen form and the mayor-city adminigrator-adermen form. The board of adermen may adopt the
aty adminigtrator form by ordinance, without a vote of the people. Third class cities are granted greater
flexibility with the authority to establish the mayor-council form, the council-manager form, the
commission form, and the mayor-city administrator-council form. Finaly, congtitutiona charter cities
may adopt any form of government the people gpprove in the charter. Table B on the next page
provides asummary of the forms of government available to each class. Table C lists the number of
municipdities thet have adopted the corresponding form.

TABLEB
Class Structure of Government
Village Board of Trustees
Fourth Mayor - Board of Aldermen
Mayor - City Administrator - Aldermen
Third Mayor - Council

Mayor - City Administrator - Council
Council - Manager
Commisson

Congtitutional Charter To be decided by the people
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Legidative Charter As st forth in the individual legidative charter

TABLEC

Structure of Government in Missouri Municipdities

Mayor-Council 760* (approx.)
Mayor-Adminigirator-Council 132
Council-Manager 36
Commission 2

*Includes villages that have a chairman and board of trustees.

A.  Mayor-Council Form

The mayor-council form (also known as the mayor-board of adermen form in fourth class cities)
isthe most common form of municipa government in Missouri, as in other states. There are two types
of mayor-council form, the wesk mayor-council form and the strong mayor-council form. Under the
weak mayor-council form, the mayor does not have agreat ded of gppointive powers because most of
the adminigtrative officids, such asthe collector, treasurer, assessor and marshal, are eected by the
voters. Thus, under the weak mayor-council form, the mayor does not have a greet ded of
adminigrative authority because many adminigretive officials are independently eected and are
responsible only to the eectorate.

On the other hand, under the strong mayor-council form, the mayor appoints the administretive
officids, usualy subject to approva by the council, and the adminidrative officials are directly
responsible to the mayor and council. In Missouri, the state statutes alow the dection of some
adminigrative officersin both third and fourth class cities. Therefore, because many of these officids are
elected rather than appointed by the mayor, Missouri municipdities with the mayor-council form
characterigtically have the wesk mayor-council variety, with the exception of some congtitutiona charter
citiesthat provide for a strong mayor-council form.

1)  Third Class Cities Mayor-Council Form

In third class cities with the mayor-council form, the voters elect amayor to afour-year term,
councilmen from wards to two-year terms, and the following officids to two-year terms. municipd
judge (except cities where ordinances have been passed to appoint amunicipa judge or to use the
circuit court), city attorney, assessor, collector and treasurer. The Generdl Assembly has provided a
four-year term for eected marshas (cities with a merit system police department gppoint a chief of
police). In 1985, the Generd Assembly enacted legidation to permit third class mayor-council cities, by
ordinance, to provide that al officers, except the mayor and councilmen, may be appointed instead of
elected.

2)  Fourth Class City Mayor-Board of Aldermen Form

In fourth class cities with the mayor-board of adermen form, the voters elect the following
officdsto two-year terms. a mayor, ddermen from wards, collector and marsha. In 1989, the

-5-




Generd Assembly authorized fourth class cities to provide, by ordinance, that the mayor and collector
be dected to four-year terms. In 1998, the General Assembly authorized fourth class cities, by
ordinance and with approva of the voters, to provide afour-year term for members of the board of
adermen. The mayor, with the gpprova of the board of ddermen, has the authority to appoint a
treasurer, city attorney, assessor, street commissioner and night watchman, and such other officers as
authorized by ordinance. Appointive officers may be removed by the mayor at will with the consent of a
mgority of al the members of the board of ddermen or without the mayor’s approva or
recommendation if approved by atwo-thirds vote of al the members elected to the board of adermen.
The board of ddermen may provide for the dection of the following city officids. city assessor, city
atorney, city clerk and street commissioner. Elective officers may be removed from office, for cause
shown, by the mayor with the consent of amgjority of dl the members eected to the board of

adermen, or without the mayor’ s gpprova with atwo-thirds vote of al members eected to the board
of adermen, but dective officids firs must be given an opportunity, together with witnesses, to be heard
before the board of aldermen Stting as aboard of impeachment.

ORGANIZATION CHART
Fourth Class Cities: Mayor-Council Form

| | Voters | | |
Collector (1) | Mayor | Board of Aldermen | Marshal (1) |
City (2) City (2) City (2) Street (2) Other
Assessor Attorney Clerk Commissioner Appointive Officids

(1) The board of alderman may provide by ordinance, for the appointment of these officials.
(2) The board of aldermen may provide for the election of these officials

3)  Villages Charman Trustee Form

Villages are permitted by Missouri Satutes to have only one form of government — an elected
board of trustees. In villages under 2,500 population, the board of trustees consists of five members,
and in villages over 2,500 population, the board may consist of nine members. The trustees are elected
to two-year terms. The trustees select one of their members to serve as chairman and another member
to serve as village clerk. The chairman may vote on any issue before the board except when the office
of chairman becomes vacant. When this happens, the remaining members sdect one of their own as
temporary chairman and then proceed to eect someone to fill the vacancy; provided, the chairman or
temporary chairman has no vote except in case of atie. The chairman dso is required to publish a
semiannud financid statement of al receipts and expenditures. The board of trusteesis granted statutory
authority to pass ordinancesin more than 40 specified areas. The board has the power to gppoint an
assessor, collector, marshd, treasurer and such other officers as may be necessary; to remove them
from office; to prescribe their duties; and to fix their compensation. The board may provide by
ordinance for ether the gppointment or dection of amunicipd judge. The village form of government is
relaively easy to chart: the voters dect the board of trustees, which gppoints the other municipa
offidds

ORGANIZATION CHART
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Village Board of Trustees

| Votlers |

Board of Trustees | Chairman
I
Other Appointive Officers

B. Commisson Form

At the present time, two Missouri municipaities operate with the commisson form: Monett and
West Plains. Under the commission form of government, each member of the city council, referred to as
the commission, directly heads or supervises an adminigtrative department. Thus, the commissioners
serve adud capacity: asthe municipd legidative body, they formulate municipd policy; asindividuds,
they serve as administrative heads of the various departments. The voters elect amayor who presides at
meetings of the commission, but the mayor typically does not have sgnificant powers over the
operations of the other commissioners departments.

The executive and adminigtrative powers, authority and duties are distributed into the following
five departments. public affairs, accounts and finance, public safety, streets and public improvements,
and parks and public property. The commission determines the powers and duties of each department.
By date law, the mayor must be the superintendent of the department of public affairs, and the
commissioners designate one of their members to head the other departments. In cities under 10,000
population, a commissioner may be assigned more than one department.

The commissioners are authorized to gppoint, by amgority vote, the following officers. city
clerk, attorney, assessor, treasurer, auditor, engineer, marsha, fire chief, police judge and any other
officers and assistants deemed necessary for the proper and efficient transaction of city affairs. Any
officer or assstant appointed by the commissoners may be removed from office a any time by a
majority vote of the members.

ORGANIZATION CHART

Commisson Form

Voters
[ [
Mayor, who heads Commissioners,
Department each head at least
of Public Affars one city department
|
| Other Appointive Offidas |

C.  Council-Manager Form

Under the council-manager form there is a differentiation between the policy making function of
government and the adminigrative function. The voters dect the city council that formulates municipd
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policy. The council appoints the city manager who is responsible to the council for the adminigtration of
the city government. Usudly, the councilmen ded with the various city departments only through the city
manager. The manager has the responsibility to prepare the city budget for council approva and aso to
execute the budget after adoption. Under the council-manager plan, the mayor presides over council
meetings and serves as the city’s ceremonia and political leader but has no adminigrative authority or
veto power. The city manager serves a the discretion of the council, which may hire and fire the
manager a will, not merdly for cause. The council-manager form provides clear lines of authority and
respongbility with the city manager as chief executive officer who can be held strictly accountable for
municipa operations.

ORGANIZATION CHART
Council-Manager Form

| Voters |

Council/Mayor
|

[ I I
| City Clerk | City Assessor |City Mat|18ger 1|'reasurer

All Other Appaintive Officids

Missouri statutes require that third class council-manager dities have a city council consgting of five
councilmen who are elected at-large to staggered three-year terms. A 1985 statute provided an optiona
form in which seven councilmen are dected: five from wards and two a-large. A primary eection is
necessary when there are more than twice as many candidates for the council as vacancies on the
coundil, unless the council, by ordinance eliminates the requirement for aprimary eection The city
council must elect one of its members as mayor and another as chairman pro tem for aterm of one year.
The mayor presides a al meetings of the council and has a voice and vote in council proceedings, but
no veto power. The mayor is recognized as the officid head of the city for legd and ceremonid
purposes. When the mayor temporarily is absent or disabled, his duties are performed by the chairman
pro tem. The city council must gppoint a city manager, city clerk, city assessor and city treasurer. All
other officers and employees of the city must be gppointed and discharged by the city manager, but the
council retains power to adopt and modify personnd rules and regulations.

D. City Administrator Form

The city adminigtrator form permits municipdities to combine the mayor-council form with a
trained, full-time city administrator. It enables the mayor and council to delegate specific duties and
respongbilities to an gppointive city administrator, who is accountable to and serves at the pleasure of
the mayor and council.

Unlike the city manager form, which requires petitions and an eection before adoption, the city
adminigrator form is adopted smply by ordinance of the governing body. The city adminigtrator is
employed by the governing body with the approva of the mayor. The administrator serves as the chief
adminigrative assgtant to the mayor and has generd superintending control of the adminigtration and
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management of city business and municipa employees, subject to the direction and supervison of the
mayor. When the governing body adopts a city adminisirator ordinance, they may provide that al other
officers and employees of the city, except dected officers, may be appointed and discharged by the city
administrator, subject to reasonable rules and regulations of the governing body. However, the
ordinance may provide that such powers are to be retained by the mayor.

Similar to the city manager, the city administrator serves at the pleasure of the governing body
and may be dismissed a any time. The mayor and governing body retain dl the powers granted by
datute to the city before the adoption of the city administrator form, and dl ordinances in effect when
the city adminigrator form is adopted remain in force until repealed or dtered by the governing body.

The various city ordinances include awide variety of powers, duties and qualifications of the city
adminigrator. Some administrators have qudifications and powers of city managers, and others serve as
an assgtant to the mayor without the power to gppoint and dismiss city employees. Because the
dructure of acity government under the city administrator plan depends on the particular ordinance, it is
difficult to present the structure in the form of an organization chart.



ORGANIZATION CHART

City Adminigtrator Form

Voters
I

Elected
Officids Matlyor Council|
|

| City Adn?inistrator |

Other Appointive
Officids as Provided
by Ordinance

E. Conditutiond Charter Cities

In 1875, the Missouri Condtitution led the nation in providing that the dat€’ s largest municipdities
could provide their own structure of government by drafting home rule charters for approva of the
voters. For many years, St. Louis and Kansas City were the only congtitutiona charter citiesin the Sate.
In 1946, the voters approved a congtitutional amendment to permit home rule status for municipdities
over 10,000 population. Since 1946, 35 municipdities have drafted and adopted home rule charters, in
addition to the previoudy adopted chartersin St. Louis and Kansas City. In 1971, the voters approved
another amendment that broadened home rule powers and lowered the population requirement from
10,000 to 5,000. The amendment provided that:

“Any city which adopts or has adopted a charter for its own government, shdl have
al powers which the Genera Assembly of the State of Missouri has authority to confer
upon any city, provided such powers are consstert with the Condtitution of this State and
are not limited or denied ether by the Charter so adopted or by statute. Such acity shall,
in addition to its home rule powers, have dl powers conferred by law.”

The 37 condtitutiona charter or home rule cities have sdected awide variety of governmenta

gructures. Although many home rule cities have adopted the council-manager form, others provide for
the mayor-council form or the mayor-city administrator-council form.
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THE OFFICE OF CITY CLERK

Appointment

The method of appointment for city clerks depends on the classification of the municipdity. Ina
village, the clerk is appointed by the board of trustees. In the other classes of municipdities the city
clerk may be elected by the voters or appointed by the municipdity’ s governing body. Although the
Missouri statutes authorize both methods of sdection, in the vast mgority of municipdities the city clerk

is gppointed by the governing body.

Statutes Governing Appointment of Clerk
Villages RSMo 80.060

4™ Class Cities RSMo 79.050
3" Class Cities RSMo 77.040

Qudlifications

The Missouri statutes set forth severd legd qudifications for the office of city derk. Both third
class and fourth class municipalities are governed by the provison that “ No person shall be elected or
gppointed to any office who shdl at the time be in arrears for any unpaid city taxes or forfeiture or
defdcationin office” State law does not require that the municipa clerk be aresdent of the
munidpdlity, however the governing body does have the authority to include this as a qudification.

Statutes Governing Qudifications of the Municipa Clerk

RSMo 79.250
RSMo 77.380

In addition to the statutory qudifications, the position of city clerk usualy requires anumber of
other qudifications depending on the size of the city and the types of work assigned to the clerk by the
board. In sdlecting acity clerk, the governing body probably will 1ook for an individud with certain
desrable qudifications, such as:

1) Knowledge of the principles and methods of finance, accounting and auditing;
2) Knowledge of office management procedures, practices and equipment;
3) Knowledge of purchasing procedures,

4)  Ability to maintain cooperative working relationships with city officias, employees and the
public; and

5) Ability to understand and carry out complex oral and written instructions.

Although these are “degirable’ qudifications, rather than “minimum” or “legd” qudifications, the
duties of the city clerk are complex and technica, and the governing body should examine redidicaly
the duties and responsihilities of the office before establishing the qualifications and gppointing acity
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clerk.
Tenure
If the city clerk is gppointed then the term will be determined by ordinance or charter.
Elected clerksin 3 and 4™ dlass cities serve two year terms. Villages do not have dlected clerks and
terms, if any, for clerksin home cities would be determined by the charter.

Remova

Statutes Governing Remova from Office
Village RSMo 80.240

4™ Class Municipalities RSMo 79.240
3 Class Municipdlities RSMo 77.340

In 3 and 4™ dass municipdities, an elected city clerk may be removed from office, for cause
shown, by the mayor and a mgjority of the adermen; or by two-thirds of the aldermen without the
mayor’ s gpprova. The same procedure would apply to an appointed city clerk, except thereisno
requirement to “show cause” for theremovd. Invillage, it gppears that amgority of trustees would be
needed to remove the clerk from office, with or without cause.

Vacancies

Statutes Governing Vacancies
Village RSMo 80.060

4™ Class Municipalities RSMo 79.280
3 ClassMunicipdlities RSMo 77.450

In 3 and 4™ class municipdities, if avacancy occursin an appointed city dlerk’s position, “ The
mayor shal gppoint a suitable person to discharge the duties of such office until the first regular meeting
of the board of adermen thereafter, at which time such vacancy shdl be permanently filled.” If a
vacancy occurs in an elected city clerk’s position, the mayor shdl convene a specia sesson of the
board of aldermen, and a successor to the vacant office shall be selected and shall serve until the next
municipa dection. In villages, vacancies are to be filled by appointment by the board of trustees.

Generd Duties

The generd duties of the city clerk are established in Sate Statutes, city ordinances and, quite often,
by tradition.

1) TheMisouri Statutes set forth a number of duties and responsibilities for the city clerk
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induding:

a) Keeping ajournd of the proceedings of the board of aldermen;

b) Safely and properly keeping dl the records and papers belonging to the city that may be
entrusted to the clerk’ s care;

c) Beng the generd accountant of the city;

d) Adminigering officid oahs,

e) Coordinating dl duties pertaining to city eections with the county dection authority;

f)  Attesting and affixing the city sed on dl orders, drafts and warrants drawn on the city treasury
for money;

g Countersgning the sdeof dl lotsin the city cemetery;

h)  Handling the adminigration of specid tax hills;

i)  Preparing accurate tax books with the amount of taxes due from each person;

j)  Peforming dl the duties required by the governing body; and

k) Maintaining thefiles of persond financid interest disclosure forms.

2) Inaddition to the above duties, the governing body may assign the city clerk various other
duties and respongbilities. These duties vary from city to city, and may include:

a) Arranging for the publishing of requests for bids, notices of hearings, ordinances and other
officia notices,

b) Preparing ordinances and resolutions;

c) Assding in preparing the city budget;

d) Ingdructing and training other employees;

e) Adminigering the city’s payroll and insurance programs,

f)  Collecting certain city taxes,

g Issuing licenses and permits,

h)  Serving as purchasing officer;

i)  Handling zoning gpplications;

j)  Serving as secretary to other city boards and commissions;

k) Posting meseting notices and serving as custodian of public records under the Open Meetings
and Records Law.

3) Also, many city derks have duties and respongihilities that have falen on them by custom or
tradition. Some city clerks are ex officio municipa court clerks. Others serve as dispatcher for city
vehicles, amply because the first day on the job they found the radio dispatching unit was located on
their desk. Certain city clerks report that they are expected to raise and lower the flag outside city hall
each day.

Obvioudy, the duties and responsibilities of the city clerk are many and varied. The State Statutes
prescribe a number of the most important duties, but loca ordinances and custom require a great many
additiond responghilitiesthat vary from city tocity.  Subsequent chapters of this Manual will
describe these duties and responsibilities in grester detall.

Professional Organizations and Associations

There are anumber of professiona organizations and associations that provide assistance to city
clerks. Following isalist of organizations and associations and their services:

1. Internationd Indtitute of Municipa Clerks
8331 Utica Avenue, Suite 200
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Rancho Cucamonga, CA 91730
http:/Amww.iime.cony/

Services — Research, professional development, certification program, monthly
newsl etter and publications.

Missouri City Clerks and Finance Officers Association
c/o Mo Loca Government Program

Dept. of Politica Science

Southwest Missouri State Universty

Springfield, MO 65804
http:/Aww.mlgp.smsu.edu/moccfoal

Services — Professional development, training, research, certification program,
quarterly newsletter, and networking opportunities.

Missouri Municipa League
1727 Southridge Drive
Jefferson City, Missouri 65109
http:/Aww.mocities.com

Services — Research, publications, inquiry service, model ordinances, professional
development and training, legidative and intergovernmental relations, clearinghouse
for information.

Regiond Planning Commissons

Services — Technicd assgtancein city planning, management and grant gpplication.

*Cdll League Headquartersif you need assistance in locating the locd regiond
planning commission
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THE CLERK ASSECRETARY TO THE GOVERNING BODY

The duties of the clerk in amunicipdity often are as varied as the makeup of the citiesin which they
sarve. The position of the clerk isin many ways one of tradition, evolving over the yearsinto distinct
individual molds that suit the needs and tasks required by each individual community. There will be
gmilaritiesin the duties of clerks, but each postion will have its own distinct persondity, as will each
city.

The chief duty of the city derk isto conscientioudy and accurately record the public business of the
city, keeping adequate records for future reference and for the information of the citizens of the
community. To accomplish this, it isimportant to establish good record keeping habits in every area of

responsbility.

Preparation of the Agenda

The clerk can greetly assst the members of the governing body by hdping the chief adminigtrator
of thecity in providing information to members of the board in a concise and comprehengive fashion. It
often is the custom to prepare an agenda for each board mesting that is mailed or ddivered to each
aderman saverd days prior to the meeting itsdlf. For example, a city that holds its board meetingson a
Monday evening should make the agenda available to its ddermen by the preceding Friday.

Each item on the agenda will require some type of background materid to enable the governing
body to be fully informed prior to the meeting. (See example of agendain chapter appendix). Copies of
the minutes of the previous meeting (if not sent earlier) and ligts of dlaims or bills should accompany the
agenda as amatter of course. Other items require differing types of background information. Member of
the governing body must have sufficient information available to them to be fully prepared to discuss
every agendaitem. Members of the board will view awell prepared agenda as avaluable tool to assist
them in doing their work.

The agendais a guide, ameans of making order in a public meeting a which the business of the
city isto be conducted. Items for the agendawill come from many sources. In larger cities, the
adminidrative gaff of the city will prepare many agenda items. Other items may come from members of
the board, citizens groups and interested individuals. Many municipaities have awritten policy setting
procedure for placing items on the agenda. In the absence of apolicy people desring that an item be
listed on the agenda should be encouraged to make their request known at least one day prior to the
usud time for providing the agenda. Without such an arrangement, it isimpossible to adequately prepare
needed background materials or to structure the coming mesting in some reasonable order. The city
administrator or mayor may wish to support each agendaitem by the preparation of materia in theform
of aletter to the ddermen, giving al available information and his recommendation asto action to be
taken.

While it may be well to say the agenda is closed to further additions at a specified time, it must be
kept in mind that the board meeting is an open forum, and as such, aways should be, within reason,
receptive to any citizen who wishesto bring an item to the attention of the board. Often an item called
“miscellaneous hearings’ isincluded as aregular item on the agenda. This item gives an opportunity for
anyone to speek, but Hill dlows continuity within the agenda itsef. It often is wise to hold miscellaneous
hearings early in the meeting. Such itemstend to be of specid interest in nature, and the person
appearing before the board may gppreciate the opportunity to speek his mind, without remaining for the
entire mesting.
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A copy of the prepared agenda should be made available to the locad news media as a means of
better informing the community of the public business to be undertaken at the coming meeting. Such
prior notice is necessary to make the citizens of your community aware of the business to be considered
by their eected representatives and to offer input on any items of interest.

An agenda should be geared to meet the needs of your particular Stuation. The generd order of
things should become standardized, so that each meeting will proceed in an order that will become
habitud. Items of equal importance or those related in subject matter may be grouped in a reasonable
order in such away asto work through the business of the meeting in alogica sequence.

Consent Agenda

A Consent Agenda contains routine items that are not controversd in nature and do not need
further discusson. Early in the council meeting, the whole group of items may be gpproved with one
motion and onerall cdl vote. In some municipdities, the Consent Agenda has been called the “ Consent
Cdendar” or “Generd Order of Business,” but its purpose and manner of useisthe same.

Whereit has been used most successfully, the Consent Agenda has been established with full
consensus of the Board, Clerk and City Adminigtration. It iswise, asin ingtituting any new program, to
be certain that al are well informed and the Council isin agreement before proceeding.

Generaly, the Consent Agenda portion of the printed agenda is preceded by an explanatory note
to the public, such as the following:

All matters listed under Item 3, Consent Agenda, are considered to be routine by the
city council and will be enacted by one mation in the form listed below. There will be no
separate discussion of theseitems. If discussion is desired, that item will be removed
from the Consent Agenda and will be considered separately.

Preparation of Ordinances

After the decision has been made that legidation is necessary on the part of the board to meet a
particular need, it often becomes the duty of the city clerk to draft the actua bill for consderation by the
board. An ordinance that is to appear on the agenda should be prepared early and copies made
available to adermen aong with the agenda materids.

Guiddines should be received from the administrator of the city asto the necessary composition of
such ahill. Often, an ordinance will be smilar in formand content to previoudy passed billsonfilein
the office of the city clerk. These may be used as guides in the preparation of an ordinance. Sample
ordinances and advice are available for the asking from the Missouri Municipa League. Another very
practicd source of assstance in drafting ordinances is discusson with acity clerk in another city. Almost
al problems have been encountered before, and usually a solution has been found that may be useful in
working through your particular Situation.

An ordinance that ded's with an entirely new and previoudy unexplored subject should be
prepared with great care and agood dedl of research. Usualy, this type of ordinanceis drafted or
approved by the city attorney. It isimportant thet the officer preparing an ordinance be fully informed
as to the statutory requirements for certain types of ordinances; for example, those pertaining to

- 16 -



elections. Such ordinances have very specific guides based on gate law and must be followed in detail.

A new piece of legidation should be assgned a bill number that is used for reference prior to its
passage. A good method of assigning bill numbersisto begin on the first day of each cdendar year and
assign thefirg hill, for example, the number 03- 1. In this manner, it is easily recognized asthefirg piece
of legidation to come before the board in 2003. This system avoids the assgning of a permanent
ordinance number to the bill beforeit isfinaly passed. It dso ishepful to include the year of adoption in
the ordinance number as an aid for future reference, i.e. Ordinance No. 121-03.

Each ordinance title should briefly and clearly ate the purpose of the bill with only one subject per
bill. The body of the bill should fully state the reason for the ordinance and indlude dl darifying,
explanatory and pend information necessary for its implementation.

The form of an ordinance should be standardized. Avoid outdated and overly officious language
that may disguise the red intention of the bill. Tradition and decorum have a place in the conduct of the
business of your city, but pretentious, ponderous wording can defeat your purpose.

Statutes Governing the Passage of Ordinances
Village RSMo 80.110

4™ Class Municipalities RSMo 79.130
3 Class Municipdities RSMo 77.080

Once an ordinance is presented to the board, the procedure for its passageis clearly set out by
date statute for statutory cities (See chart above). It is customary to givefirs reading to an ordinance
the firgt time it gppears on the agenda. Fina passage usudly is deferred until the next meeting to alow
adequate time for consideration and to give an opportunity for comment from the public. Thisis custom
only, and both required readings may be made during the same meeting in Statutory municipalities.
Home rule cities may have different procedures depending on their charter. Usudly, conducting both
readings in one meeting is only done if the ordinance concerns materia of an emergency nature. In
addition, gtate law provides that an ordinance may be reed by title only if “copies of the proposed
ordinance are available to the public prior to the time the bill is under consderation.”

Resolutions require only one reading and may be read and findly passed at the same meeting.

Keeping of Minutes

The minutes of board meetings provide an invaluable source of reference and information in al
aress of city business. All decisons of the board must be carefully recorded as required by law. The
explanatory information and miscellaneous comments should be included as briefly as possible and only
as necessary to clarify and support the decisions being made. Minutes are not meant to be newdetters
or as aforum for generd comments. It will be obviousto the clerk, however, after a period of time, that
the minutes will reflect the expectations and the persondity of the board, and information felt by that
board to be necessary to support the actions taken should be included in the minutes.

Sate law does sat some minimum requirements for what must be included in minutes. §610.020.6
RSMo dates:

“The minutes shdl indude the date, time, place, members present, members absent, and a
record of any votestaken. When arall cal vote is taken, the minutes shdl attribute each vote
to ‘yed and ‘nay’ vote or abgtinence if not voting to the name of the individua member of the
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public governmenta body.”
Additiondly, the various statutes regarding the procedure for the passage ordinances require that aroll
cal vote be taken and that those votes must be recorded in the minutes. 1t should be noted that
ordinances not having the documentation proving that aroll cal vote was taken have been ruled invdid.

In preparing minutes, it may be hel pful to the clerk to approach the board meeting with an outline
of the agenda prepared for use at the meeting. This outline can easily be prepared to anticipate the
actual business to be transacted and asssts in the recording of motions, seconds to motions and the
votes taken. Adequate space should be left for recording pertinent discussion and additiond information
that isimportant in the preparation of the minutes. Such an outline especidly is useful to the cerk who
does not take shorthand or who does not wish to make use of atape recorder.

It is easy to see that the attached example of the recorded minutes has been prepared from the
proposed outline. The minutes reflect the order as st forth in the agenda. It isimportant that the minutes
be easlly read, making some method of topical headings necessary for quick and easy scanning.

Copies of the minutes must be available to the ddermen prior to the next scheduled meeting to
alow an opportunity for careful study and possible corrections and additions. It isagood ideato send
adraft copy of the minutes to the board members shortly after the meeting. If they have corrections or
additions, they can be made prior to the mesting. If corrections are made a the mesting, the clerk must
draw aline through the origind, officid copy, and write in the correction with the date and initids.
Never retype the minutes or block out the origind version.

Thefina copy of the minutes with any necessary corrections and additions should be transcribed
on agood, durable bond paper and bound in some sort of substantia binder for a permanent record. If
your city has a system of micrafilming, the microfilmed copy of the minutes and other city recordsis
acceptable as a permanent copy and will be adequate for any legal purpose (8109.130 RSMo).

Indexing and Filing Ordinances

After find passage by the governing body, an ordinance is ready to be sgned by the mayor
(charman invillages). The mayor’ s signature should be attested by the city clerk and the city sedl
affixed. The ordinance should be assigned a permanent number and bound in a substantia binder asa
permanent record. It is customary that ordinances be kept numerically for reference.

In order to have the fastest and most efficient access to the ordinances, it is hepful to index them
both numericaly and by subject. This may be done by a smple card file system. Each card should bear
the number of the ordinance, the date of its passage and the title, which should be adequate to describe
the subject matter of the ordinance. It is dso possible to develop an eectronic index. A Smple index
can be kept in Excel or some other spreadsheet form. The same information can be included on the
spreadsheet that would be on the cards. In addition, many city-wide computer systems have amodule
for indexing minutes and ordinances.

Since the ordinances of the city represent its enabling legidation, their vaue cannot be emphasized
too strongly. Any ordinance that applies specificaly to a particular department, such as police or public
works, should be duplicated and copies made available to the appropriate department head, who will
no doubt wish to kegp such acopy on filein his office. The origind of the ordinance should be kept in a
fireproof vault or safe and should be locked away securdly at the end of each working day.
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It iswise to attach a permanent number to each book of ordinances. Anyone checking out an
ordinance book for reference should be required to sign for the book he takes and a note made of the
date and time he has taken responsihility for that record. Conversdly, the book should be carefully
returned to the vault, noting the date and time, and bearing theinitias of the city clerk or deputy,
showing that the borrowed records have been safely returned to the vault. As an dternative palicy,
some clerks retain the origind ordinances in their vaults and prepare a copy of each ordinance that may
be used by city officids and residents who request to see a particular ordinance. This procedure
safeguards the origina ordinances and till permits public accessto their contents.

Cadifying

In addition to indexing, many municipdlities, especidly larger ones, find it beneficid to have their
ordinances codified. Codification isa process in which ordinances are organized into a much more
accessible and useable format. The ordinances are summarized and divided into chapters such as
adminigration or offenses. Only the pertinent wording from the ordinance is included in the code book.

Severa companies specidize in providing codification services.

Maintaining Public Records

The clerk isthe officid to whom the city sedl is entrusted. In order for the acts of the city to be
officid, it is necessary that the city sed be affixed. The derk aso is required to countersign dl officd
acts, such as ordinances, resolutions, officia minutes, contracts and agreements. Indl areas of
record keeping, it is best to keep some method of dual or crossfiling to make access to needed
information as Imple and efficient as possible.

In the case of contracts or agreements, it usualy is sated in the body of an ordinance or resolution
that a copy of the contract or agreement to which it refers be attached to and made a part of that
particular piece of legidation. It ishdpful dso to maintain a separate file for contracts and agreementsin
which ether the origina or a copy is kept for easy reference. An easy way to organize thisfileisto
a phabetize the contracts by the name of the person or firm with whom the city is contracting.

The Municipal Retention Manual is available through the office of the Secretary of State and
should be closdy studied and followed by the city derk in the management and disposition of public
records. The manud can be found online at:

http://Mmwww.sos.mo.gov/archives/| oca recs'schedulessmunicpl.asp

The introduction to the manud dates that “only by means of a dispostion schedule can locd
governments ensure that valuable records are preserved, and that records of no further value are
disposed of and thereby reduce the need for expensive filing space and equipment. The mgority of
records do not have vaues that warrant their permanent preservation. It isimperative that dl agencies
follow definite periods of retention for records. Some records, because of their adminigtrative, legd or
historica vaue, should be permanently retained. Others of short-term value should be disposed of
promptly upon reaching the scheduled age of disposa. Because books, papers, manuscripts,
documents, etc., deteriorate easily, the municipa storage areas should be neat, dry and clean, and all
files, folders, boxes and storage containers marked and labeled for identification ...”

The retention periods set forth in the Manual are based upon experience and the best available
information as to how long records should be kept. They arein no way meant to dictate to the municipa
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officid that certain types of records must be disposed of at the end of a particular period of time.
The disposition of records should be recorded in some permanently preserved document. The

record should include the description and quantity of the record being disposed of, the manner of

degtruction, inclusive dates covered, and the date on which the destruction was accomplished.

Open Mestings Law

The Missouri General Assembly has adopted an open meetings/records law to provide an
equitable balance between the right of the public to know how government is conducting public business
and the right of government officids to be protected from frivolous or vindictive prosecution. The
Attorney Genera has put together a very informative booklet on the Missouri Open Meetings Law.
Copies are available for free the Attorney Generd’ s Office or by contacting L eague Headquarters.

Scope of the Law

The open meetings law defines “ public governmenta body” as any legidative or adminigrative
governmenta entity created by state Satute, local ordinance or executive order, including any agency,
board, bureau, council, commission, committee, department or divison.

The law defines * public meeting” as*any meeting of a public governrmental body a which any
public businessis discussed, decided or public policy formulated, but does not include an informa
gathering of members of a governmenta body for ministerid or socid purposes when there is no intent
to avoid the purposes of thelaw.” This definition alows the inevitable discussion of city busness when
members of the city council attend socia events. It dso dlows department meetings for ministeria
purposes, since city departments seldom formulate public policy, it seemsthat dl such meetings are
minigerid and may be exempt from the law. “Public meeting” includes conference cdls and internet
chasif aquorumisinvolved.

The law defines “public record” as “any record of any public governmenta body including any
report or document prepared and presented to the public governmenta body by a consultant paid by
public funds.” Apparently, consultant reports may be closed until they are presented to the city council
at which time they become a public record.

Exemptions from Open M estings/Records

The law provides specific exemptions from the open meetings and records requirements.
Specificdly exempted are records and meetings pertaining to the following: 1) lega actions, causes of
action or litigation involving a public governmental body and any confidential communications between a
public governmenta body and its attorneys (except to vote on condemnation decisions); 2) lease,
purchase or sdle of red estate; 3) hiring, firing, disciplining or promoting personnd (except the votein
these decisions must be made available to the public within 72 hours and the employee affected by the
decison must be promptly notified and prior to public disclosures); 4) discussions between a
governmental body and its representatives in preparation for negotiations with employee groups and dll
work products developed in preparation for negotiations with employee groups, 5) specifications for
competitive bidding until the pecifications are approved by the governing body or published for bids;
6) seadled bids and related documents until the bids are opened or dl bids are accepted or dl bids are
rejected; and 7) individudly identifiable personne records, except the names, positions, sdaries and
length of service of employees. Other meetings and records must be open to the public unless
otherwise provided by law.
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Notice of Public Medtings

The law requires each public governmental body to give notice of the time, date, place and
tentative agenda of each meeting in a manner reasonably caculated to inform the public of the
information. Reasonable notice includes making available copies of the notice to any representative of
the news media who reguests notice of a particular meeting and posting the notice at a prominent place
that is easly accessble to the public and clearly designated for that purpose at the principa office of the
governing body, or, if no such office exigts, a the meeting place. Notice must be given a least 24 hours
prior to any meeting of agovernmenta body, exclusive of weekends or holidays when the facility is
closed, unlessfor good cause such notice isimpassible or impractical. In such cases, officids mugt give
as much notice asis reasonably possible.

Public meetings must be held at a place reasonably accessible to the public and a a reasonably
convenient time, unless for good cause such place or time isimpossible or impracticd. Officids must
make a reasonable effort to grant specia access to the meeting to handicapped or disabled individuals.

When city officials depart from any of the above requirements, the nature of the good cause
judtifying the departure must be sated in the officid minutes.

Procedures to Close a Mesting

If apublic governmenta body decides to hold a closed meeting, record or vote, they must give
notice of the time, date and place of the meeting and the reason for holding the closed session by
reference to the specific exemption alowed in the law. Before closing a mesting, record or vote, the
governmental body must publicly vote on the question of closing the meeting, and the question must
receive an affirmative vote of a mgority of the quorum of the body. The vote of each member of the
body and the reason for closing the session by reference to the specific exemption must be announced
at an open session and entered into the minutes. The closed meeting shall be held only for the specific,
announced reason; other business, which does not directly relate to the reason announced as
justification for the closed meeting, may not be discussed.

Cusgtodian of Records

Each governmenta body must gppoint a custodian of records who isto be responsible for the
maintenance of records and to receive and process requests for copies of records. Each request must
be acted upon within three business days, or the custodian must explain in writing the reason for the
delay and state the place and earliest time and date the record will be available for inspection. If access
is denied, the custodian must provide, upon request, a written statement of the grounds for denid, citing
the specific provison of the law that provides for closing the record.

Each governmenta body may set reasonable fees for providing copies of public records, not to
exceed the actual cost of record search and duplication. Payment of these fees may be requested prior
to the making of copies. These fees may be increased without submitting the increase to a vote of the

people.

Written Policy Reguired

Each governmenta body must adopt a written policy in compliance with the open meetings'records
law regarding the release of information on any meeting, record or vote. Any public employee who
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complies with this written policy cannot be found in violaion of the law. Sample policies are available
from League headquarters.

Pendty Provisons

The law permits any person to seek judicid enforcement of the open meetings/records law by
bringing suit in circuit courts. Once the party bringing suit demongrates that the governmenta body held
aclosed mesting or vote, the body must demonstrate that they complied with the requirements of the
open meetings'records law. In this regard, the officid minutes will be extremdy important. City clerks
should be well informed of the requirements of thislaw and maintain the officid council minutes
accordingly.

If the court determines the evidence demongirates a violation of the law, each member of the
governing body who has been found to have knowingly violated the law may be subject to acivil
penaty up to $1000. Also, the court may order such members to pay court costs and attorney fees.
Findly, the court may void any action taken in an illegdly closed meeting. Lawsuits for enforcement of
the law must be brought within one year of the violation.

Importance of City Attorney

The law permits a public governmenta body, which isin doubt about the legdity of closing a
particular meeting, record or vote, to seek aforma opinion of the attorney generd or the city attorney
or to bring suit in circuit court at the city’s expense to ascertain the propriety of such action.

The law dso authorizes any governmentd body to provide for the legd defense of any member
charged with aviolation of the open meetings/records law. This provison ensures that a member of the
governmenta body does not have to bear the financid hardship of retaining legal counsd when charged
with aviolation of the law. Obvioudy, most municipd officidswill rey on the advice of the city attorney.
Therefore, it is extremely important that city attorneys be knowledgesble of the provisions of the open
mestings/records law.
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APPENDIX |

BOARD MEETING
ANYTOWN, MO
123 MAIN STREET, ANYTOWN MO
AGENDA
Thursday, June 19, 2003 - 7 PM

I. CALL TO ORDER
Il. ROLL CALL
1. COMMENTS FROM RESIDENTS

IV. MINUTES
Regular Board Meeting, May 15, 2003

V. COMMISSIONERS REPORTS:

a Treasurer
- Approval of hillsto be paid

b. Public Works Commissioner

c. Police Commissioner

d. Public Relations Commissioner
e. Charman

vI. PROCLAMATION
03-05 — declaring June 14 to be Flag Day in Anytown, Missouri

vil. RESOLUTION
Res. 4-03 — Authorizing end of the year transfer of funds

VIIl. ORDINANCES FOR CONSIDERATION
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Bill No. 2003-46 re: An ordinance adopting the proposed budget for the
Fiscal Year 2003-2004 for Anytown, Missouri, and authorizing expenditures
from general uncommitted tax funds of the village in accordance with the
budget so adopted.

Bill No. 2003-47 re: An Ordinance d the Town of Anytown, Missouri, To
Regulate Bicycle Riding.

IX. MISCELLANEOUS BOARD COMMENTS

X. CLERK REPORT

Xl.  ATTORNEY COMMENTS

Xill.  ADJOURNMENT

PLEASE NOTE: IN ACCORDANCE WITH RSMO §610.021, THE BOARD MAY GO INTO CLOSED
SESSION DURING THIS MEETING TO DISCUSS MATTERS OF LITIGATION, LEGAL ACTIONS, AND/OR
COMMUNICATION FROM THE CITY ATTORNEY AS PROVIDED UNDER SECTION 610.021 (1),
AND/OR PERSONNEL UNDER SECTION 610.021 (13), AND/OR EMPLOYEE UNDER SECTION 610.021
(3), AND/OR REAL ESTATE UNDER SECTION 610.021 (2).
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APPENDI X |1
Outline

Date Council Meeting

|. Call to Order: (time)

[I. Roll Cdl
Members Present:

Absent:

Also Present: Town Attorney — Tom Meyer
Town Administrator — Jm Wall

[1l. Commentsfrom Residents

V. Approvd of Minutes:

Move for Approval
Second

Ayes:

Noes:

Additions or Corrections;

V. Commissioner Reports:

Treasurer — Payment of bills
Move for approval
Second
Ayes.

Noes:

Public Works Commissioner:

Police:
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Public Relations:

Chairman:

V1. Proclamation: Flag Day, June 14 —
Discussion:

Approva by Chairman
VIl. Resolutions:

Res. 4-03 — Approval of end of year transfer of funds:
Discussion:

Move for approval
Second

Ayes

Noes

VIIl. Ordinances for Consideration

1. Bill No. 2003-47 re An Ordinance of Anytown, Missouri, To Regulate
Bicycle Riding.
The title of the bill was read the first time by the attorney. A motion was made
by xx, seconded and discussed to read the bill a second time and place it as
an ordinance of the Town.

Discussion:

Onrall call vote, the motion carried as follows:
Ayes:

Noes:

Absent:

Absain:

Bill No. 2003-47 was declared passed and sent to the chairman for signature.
Bill No. 2003-47 thus became Ordinance No. 123.
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2. Bill No. 2003-48 re: An ordinance amending Section 515.140 of the Village
Code pertaining to Building Permit Fees. The title of the bill was read the first
time by the attorney. A motion was made by xx, seconded and discussed to
read the bill a second time and place it as an ordinance of the Village.

Discussion:

Onroll call vote, the motion carried as follows:
Ayes:

Noes:

Absent:

Abgtain:

Bill No. 2003-48 was declared passed and sent to the chairman for signature.
Bill No. 2003-48 thus became Ordinance No. 124.

IX. Miscelaneous Board Comments

X.  Adminigtrator’ s Report

XI. Attorney Comments

XII. Adjournment - p.m.
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APPENDIX |11

Draft

ANYTOWN, MISSOURI
BOARD OF TRUSTEES MEETING
June 19, 2003

The regular meeting of the Board of Trustees of Anytown, Missouri, was called to
order a 7:00 p.m. on Thursday, June 19, 2003 by the chairman, John Smith, in the
Town Hall at 123 Main Street. On roll cal, the following members were present:

John Smith

Ann Browne
Joseph Clark
Lucy White (late)

Absent: Ruby Blake

Also present was — Tom Meyer, Village Attorney
Jm Wall, Village Administrator

Mr. Smith welcomed everyone to the meeting, explaining the meeting will be in two
portions, the public portion and the business portion. Mr. Smith asked for
comments from the residents.

PUBLIC PORTION

Elsie Jones, 489 First, upset about the yard waste collection not being picked up.
When they do pick up the trash, they do not clean up what is spilled. Also, they
broke a mirror in the street and did not clean it up. Mr. Smith suggested she cal the
office when there is a missed pickup.

Nelda Schmidt, 1926 Main, said her neighbor trimmed some shrubs and bushes and
they were not taken, even though they were in containers.

BUSINESS PORTION
MINUTES

May 15, 2003 — A motion was made by Mr. Clark, seconded and carried on roll
call vote to approve the minutes as presented.
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AYES: 3- Smith, Browne, Clark
ABSENT: 2-Blake, White

COMMISSIONER REPORTS

Treasurer — A motion was made by Ms. Browne, seconded and carried on roll call vote to gpprove the
payment of bills

AYES:; 3- Smith, Browne, Clark
ABSENT: 2-Blake, White

Public Works Commissioner — Mr. Clark noted they have cut dl the grass and are
concentrating on cleaning up fence lines and snrubs. They are cleaning up the
baseball field, even though it is not being used. There have been complaints about
kids playing basebdl in the streets instead of at the bal field. We have equipment
for the ball field in the police station as long as a parent signs it out. (Ms. White
arrived at 7:15)

Police Commissioner — Ms. White said she gave Officer Johnson a chart of
violations that the officers will complete to show how many tickets of each kind are
being issued to show that the violations are being cited.

Public Relations — (Ms. Blake was absent)

Chairman — Mr. Smith read a card of appreciation from the Moyers family for the
expressions of condolences. Mr. Smith reported on the efforts to obtain a grant to
repair the streets in the town.

PROCLAMATION

Proclamation 03-05 declaring June 14 as Flag Day in Anytown, Missouri; was
read by the attorney and so proclaimed by the chairman.

RESOLUTION

Res. 403 — Approva of end of year transfers. A motion was made by Ms. Browne, seconded and
carried onroll call vote to gpprove the transfer of funds.

AYES: 4-Smith, Browne, Clark, White
ABSENT: 1-Blake

ORDINANCES
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Bill No. 2003-46 re: An ordinance adopting the proposed budget for the Fiscal
Year 2003-2004 for Anytown, Missouri, and authorizing expenditures from general
uncommitted tax funds of the village in accordance with the budget so adopted.
The title of the bill was read the first time by the attorney. A motion was made by
Ms. Browne, seconded and discussed to read the bill a second time and place it as
an ordinance of the Village. Mr. Clark pointed out that there are no raises for the
employees. If we could afford it, we would, but we cannot afford it this year. On
roll cal vote, the motion to read the bill a second time and place it as an ordinance
carried asfollows:

AYES: 4-Smith, Browne, Clark, White
NOES: 0
ABSENT: 1-Blake

Bill No. 2003-46 was declared passed and sent to the chairman for signature. Bill
No. 2003-46 thus became Ordinance No. 869. Mr. Smith thanked the board
members for working diligently on presenting a balanced budget.

Bill No. 2003-47 re: An Ordinance of Anytown, Missouri, to Regulate Bicycle
Riding. The title of the bill was read the first time by the attorney. A motion was
made by Ms. White, seconded and discussed to read the bill a second time and
place it as an ordinance of the Village. Mr. Clark asked about motorized scooters,
and said we need to make sure they follow the same regulations as the bicycles.
There was also a short discussion about requiring helmets on bike riders. On roll
cal vote, the motion carried as follows:

AYES: 3-Smith, Browne, White
ABSENT: 1-Blake
NOES: 1-Clark

Bill No. 2003-47 was declared passed and sent to the chairman for signature. Bill
No. 2003-47 thus became Ordinance No. 870.

MISCELLANEOUS COMMENTS:

Ms. Browne requested a closed session after this meeting to discuss personnel
matters.

ADMINISTRATOR’'S REPORT -

Mr. Wall mentioned that the street light at 7716 Sixth should be ingtaled by the end
of the week.
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ATTORNEY REPORT

Mr. Meyer mentioned he will contact the contractor who was responsible for
damaging the truck and ask them to pay for the replacement. Also, he mentioned
he will miss Mr. Conor’s presence on the Board, and recognized the work he did
for the town.

There being no further business, the Board adjourned at 8:45 p.m. Ms. White
requested a closed session to discuss personnel matters. Ms. Blake arrived.

A motion was made by Ms. Browne and seconded to enter closed session to
discuss personne issues under RSMo 610.021 (13). On roll call vote, the motion
carried asfollows:

AYES: 5-Smith, Browne, Blake, Clark, White
NOES:
ABSENT: 0

The Board took a break at 8:50 and returned at 9 pm.

CLOSED SESSION

Since the meeting was to discuss personnel issues, the clerk was excused from the
meeting and Mr. Clark kept notes of the closed session.

A motion was made and seconded to return to open session. On rall call vote, the
motion carried as follows:

AYES: 5-Smith, Browne, Blake, Clark, White
NOES: 0
ABSENT: 0

There being no further business, the meeting adjourned at 9:55 p.m.
Joan D. McStream,

Town Clerk
APPENDIX IV
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BILL SUMMARY

BILL NO.

SPONSOR: _Coundilman

SUBJECT:

DATE INTRODUCED:

Origin of Request:

Department Responsible:

Contact Person for more information:;

Background Information:

Fisca Information:

Contract/Ordinance Terms;

Staff Recommendation:

OFFICE MANAGEMENT

The purpose of this chapter on office management isto outline routine systems for handling routine
stuations. Unfortunatdly, the only thing routinein amunicipa clerk’s office is the congistency with which
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the routine is disturbed. Due to the tremendous number of interruptions and the wide variety of functions
acity cderk must perform, it is extremely important to have good, basic procedures and techniques that
can be dtered to meet the existing need. This chapter is designed to help point out some of these basic
systems.

Handbooks and guidelines, seminars and conferences, dl are helpful to municipa clerks aswell as
deputy city clerks. It isimportant to get the best possible background in theory and to learn from the
experience of others. Discussing mutua problems and concerns with colleagues is extremely beneficid.
But the most important traits of acity derk, and other municipd officids, are flexibility and common
sense. With them, the job often is chaotic, without them, it'simpossible.

Availability to the Public

It is essentid that the city clerk and other municipa employees be reedily available to the publicin
person, by telephone, voice mail and e-mall, if available. The hours city hall isopen hasa
tremendous affect on the convenience with which citizens are able to transact their business. The
Internet can be used to increase availability and to help with routine requests. Citizens expect municipa
employeesto be available whenever they drop into city hdl (or, surprisingly, outsde city hal a such
places as the supermarket or movie theater).

One way to improve availahility is have city hal be open one evening aweek or on Saturday
morning to enable those employed during regular daily office hours to conduct business & city hall.
These extended hours could be offered without an increase in staff or overtime by use of “flex time” for
the applicable employees. An occasiond morning off from work might be a fringe benefit to employees.
The convenience might increase if city hal remained open on the same night as council meetings or
municipa court. Asan added safety precaution, the building would be occupied by more than the one
or two employees on office duty. Remember that safety measures for employees should aways take
precedence, particularly for those who handle money.

Regarding telephones, decisons on the degree of automation should be based on each city’'s
philosophy regarding persona service versus automated service. Most people become annoyed when
transferred severa times or when confronted with arecorded message. It isimperative that messages
be answered promptly.

If acaler asksfor a specific employee, the smplest means of handling the cdll isto transfer the
cdl immediately and let that person determine the identity of the cdler. If you prefer to have the recep-
tionist identify the caler, make sure the caller is advised of your availability prior to determining the
identity of the caller. Never let acdler fed whether aparty isin or not depends on who is cdling.

When citizens drop in and ask to see you, take time to see them and hear their complaints,
comments or requests. Of course you are busy and such unexpected visits disrupt your schedule, but
aways take time for the city’ s resdents and business people. Unfortunately, a serious concern of
municipdities of dl gzestoday isemployee safety. Your city should take into consderation the safety of
its workers when dedling with the public and take measures to ensure that workersfed safein their
workplace. They should be trained to deal with Stuations that could become unsafe. It's hdpful to
request salespeople to set up appointments with you, but citizens of the community should be heard as
soon as possible when they cometo City Hall.

The Internet is playing an ever increasing role in contemporary municipal government. The city’s
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web page can be agreat aid in making the municipa government more ble. One advantage of
the web pageisthat it isavallable 24 hours aday 7 days aweek. In addition, the home page can
provide answers to basic questions thus freeing up time that other municipa employees would have to
gpend answering such questions. At aminimum, the web page should provide the business hours for
city hal and adirectory of city offidds. Thereisno limit to the additiond services the web page can
provide from liging the minutes from mestings, providing forms for complaints, or even dlowing citizens
to sign up for recreationa activities. The key to the web page design should ease of access. Nothing
should be more than afew clicks away. Also web page should be updated often; there is no reason for
dated materia to remain on line.

Mall Handling and Dissemination

All manner of correspondence is address to the mayor or city clerk, from reserving a bal diamond,
complaining about weeds. If the mail is sorted by the information on the envelope and then opened in
various offices, it often is misdirected and must be redisiributed to the proper office in accordance with
its contents. Thisisawaste of time. It ismog efficient to have dl incoming mail for the generd legidative
and adminigtrative offices opened and date- stamped by one person and then disseminated to the proper
persons or departments for handling. In thisway, one person has an overal knowledge of dl
correspondence, and mail is forwarded to the right person immediately upon receipt. The same principle
would apply to e-mail. The sender should be informed his or her correspondence is being forwarded to
the department or person who can best handle their concern. And remember, e-mail now is considered
“public records’ and should be treated in the same manner as other forms of mail.

SUGGESTIONS:
An efficent procedure for handling incoming mal would be to desgnate one person who is
knowledgeable about the functions of the various departments to open dl malil, then disseminate to
the proper person or department.
If emails are sent to the city’s Web site, one person should make sure al requests are forwarded to
the correct department/employee.

One of the most common problems in municipa government is the lack of communication between
the adminigrative staff and the elected officids. The mayor and council, or board of adermen, are
charged with the responsibility of establishing policies and enacting legidation that will prove beneficid to
the community. In order to do this effectively, they must keep abreast of al ideas, proposas, potentid
programs and problem areas relevant to the operation of their community. Such information constantly
flowsinto City Hal — from residents, area businesses, other local, county, state, regiona and federa
jurisdictions and agencies, professond organizations and local, state and national municipa
organizations.

The governing body is charged with the responsibility of establishing policies and enacting legidation
that will prove beneficia to the community. In order to perform their duties effectively, they must be
kept abreast of dl ideas, proposals, potentia programs and problem areas relevant to the operation of
their community. A number of methods can be utilized to keep the governing body informed.

SUGGESTIONS:
Egtablish a method to disperse information, either by email, fax or separate boxesin city hdl, to dl
members of the governing body. Information should also be provided to the applicable employee at
the same time. If information is provided to one dected officid, al others should receive the same
data or be informed of the issue.
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One person should be designated to provide this service so members of the council or board of
adermen are not inundated with unnecessary or duplicate messages.
Written reports could be provided by the city clerk or city administrator, either on adaily or weekly
basis.
A “summary” form (gppendix 111) could be used to provide an overview of the important information
asociated with each item, such as background, fiscad impact, staff recommendations, ordinance
and/or contract terms, etc.
Smaller items could be copied and sent to the officias. 1n addition, a policy could be established that
any reports or contracts over a set number of pages would not be copied but made available at City
Hall or upon request.
A “reading file’ could be provided, with the city clerk making an extra copy of any letter of interest
to the board of adermen or council before forwarding to the proper employee for handling.
> These copies could be retained chronologicaly in abinder or folder, providing asingle record of
the generd information received by the city.
» Employees could aso be encouraged to make one extra copy of outgoing correspondence of
generd interest for thisfile
> Thereader could either initid the top of the last copy in order to know the last item reviewed or
different colors of “Post Its’ could be used to mark their places.
Members of the governing body usudly like to be aware of any new congtruction, especidly in their
ward. It'sasmple thing to make one extra copy of abuilding or excavation permit, and file these
copiesin the same way. Some ddermen might find it interesting and helpful to have purchase orders
filed in agmilar manner. These copies could be retained chronologicaly in abinder or folder,
providing a single record of the generd information received by the city. Thesedl canbekeptina
file drawer so that when an dderman has time, he can come to City Hall, go to one file drawer and
thumb through four folders— incoming correspondence, outgoing correspondence,
building/excavation permits and purchase orders — and have agood overal view of activitiesand
aress of interest of the city daff aswell asthe citizens. If thereis a particular item that interests an
adderman, it isasmple thing to request more details or a complete report on that one item.

In order to properly handle the mail, the system for dissemination of the information must be
adequate. Mail is not redly handled until the information it containsis presented, in usable form, to those
who are the prime intended recipients. In acity, dl information should be funneled, in its proper form, to
the gppropriate municipa officid.

Filing

There are various kinds of files necessary for amunicipa government. Some are most effectively
maintained in the originating office or department, while others should be consolidated from al
departments. In dl cities, the city clerk should maintain the officid files on ordinances and resolutions;
minutes from meetings of the governing body; supplements and revisonsto the city’s Code of
Ordinances,; loca dections; contracts; and, any follow-up from actions of the governing body.
Technical, departmenta records should be maintained in the appropriate office. Filing tendsto be alow
priority task; however, the most important document is worthlessif the information is not reedily
avaladle.

SUGGESTIONS:
Generd filing practices should be established and those practices conveyed to al employees for
consstency.
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Recognized filing procedures and aids should be fully utilized but the system should be customized to
meet the particular needs of each community.
In order to save time and to make sure information isfiled in the proper place. The person working
with materid should underline or mark the appropriate subject before giving it to the file clerk.
For most correspondence on matters involving more than one department, one generd fileisthe
mogt effective, efficient filing sysem. Various departments or individuas might have correspondence
regarding the same subject. To avoid duplication, these items should be filed in one generd file,
Correspondence should be filed by subject, in aphabetica order with a separate folder for each
subject that generates more than two exchanges of correspondence. All materia should be filed with
the latest information on top. A miscellaneous file folder should be included for each letter of the
aphabet for the subjects that do not warrant their own folder. Thisinformation should befiled in
strict aphabetica order, so it will be apparent when a subject should have its own folder.
Since some files could have more than one specific subject designation, it is most hdpful to have an
index of the subject folders to be used both by the file clerk and those who use the files.
Check-out cards, or some smilar device, may beinserted in the files when afolder or materid is
removed from thefile, so that otherslooking for the same information would know who hasit.
Newdetters, minutes of organizations and other topica reports should be routed to those who
would be interested in them and then filed on atemporary basis and disposed of after 30 or 60
days. Questions might be raised concerning such current informetion, but the likelihood of needing
such documents after two or three months is so remote that the file space should not be wasted. If a
back issue should be needed, a duplicate may be obtained from the originating organization.
A follow-up file may be maintained on al memos or correspondence for which an answer is
expected and for expiration dates of any temporary permits or variances. The smplest way of
handling afollow-up file isto merdy insert such itemsin amonthly folder with separate pockets for
each date and then check it each day. Copies of correspondence and other information should not
normdly be put in the follow-up folder for more than one month. If the date for follow-up is more
than amonth in the future, it usudly is more efficient to put thefile in its regular place and Smply put
amemo in the follow-up folder, noting the item, where it is, and the follow-up date, including both
month and day. In thisway, any subsequent information on this same topic would be with the
origind file when the follow-up date arrives.
Avoid keeping duplicate filesin various offices unless there is areal need for it. More often than not,
when duplicate files are kept, neither is complete, and timeis wasted in filing extra copies. There are
occasions when it is helpful to have a duplicate copy filed in atotdly different way for a unique
purpose, such as areading file as outlined in the previous section on Mail Handling and
Dissemination.
Deveoping an index of dl filesis an excelent practice and helpful for anyone who wishes to access
documents. By maintaining the index on compuiter, new files can be added in the appropriate place
and anew index printed. Also, computers have a“search” capability that will assg in finding files.
The Missouri Municipal Retention Manud shows the minimum time period for which records must
legdly be kept. A copy of this manud should be in every city derk’s office. Copies can be
obtained from the Missouri Secretary of Stat€' s office or accessed from the State of Missouri web
dteat:
http:/Amww.sos.mo.gov/archives/loca recs/schedul esmunicpl.asp
There dways is atendency to procrastinate when it comes to filing, but it isamaost important part of
any office procedure and should be done thoughtfully, carefully and often. The best information is
worthlessif it cannot be readily located when needed.

Certain items, such as contracts, have expiration dates, and, some actions must be considered by the
governing body on an annual bass. Most computer programs have scheduler capabilities.
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> A note could be placed on the appropriate future date as a reminder to prepare an item for
congderation by the board or council.

» For example, mogt cities pass a “Persona Financid Disclosure’ ordinance, as required by the
Missouri Ethics Commission, either on an annud basis or every two years. According to State
Statutes, a copy of the adopted ordinance must be submitted to the Ethics Commission by
September 15™. A note could be placed on the scheduler in August as areminder to prepare an
ordinance for adoption.

> If acomputer scheduler is not an option, a follow-up file could be maintained and divided on a
weekly, monthly and yearly basis.

Microfilming

Microfilming can be extremey helpful in condenaing records and files thet must be retained more
than ten years. Once on microfilm, records usudly are more readily accessible than when stored in
various file cabinets or boxes. Thereis atremendous variety of equipment and procedures that can be
used in microfilming, providing a greast amount of flexibility. The best system for your specific needs will
have to be sdlected after athorough investigation as to their cgpabilities and functions.

SUGGESTIONS:

- Representatives from the Missouri Loca Records Divison of the Secretary of State's Office are a
grest resource for information on imaging and microfilming techniques. Grants are aso available for
microfilming and other record presarvation projects from this office. Information can be found at:
http://www.sos.mo.gov/archives/|locarecs/program.asp

Imaging could be used for those documents that are not designated as “permanent” in the Missouri
Records Retention Schedule from the Missouri Secretary of State's office. At the expiration date,
the image could then be “purged” from the compuiter.

Permanent documents could adso be imaged for use as “working documents’ in order to perform
searches on the computer but the permanent file must be in hard copy or microfilmed.

Certified Copies and Recording Copies

As keeper of records, the city clerk is called upon to certify that documents are true and correct
copies of those on file in the city clerk’ s office. For example, these copies are used for court
proceedings and for documents to be filed at a county recorder’ s office. A city clerk may be cdled
upon to attend court hearings to verify copies of documents

State law is very specific on the form to be used for documents to be filed of record by a county
recorder (see 859.310 RSMo). Rather than changing the document form, a cover sheet can be attached
(see Exhibit #1 on the next page). The basic requirements are:

1. Theremust be a 3" space at the top of thefirst page.

2. There must be 7 items of information on that first page:

-Title of document
-Date of document
-Grantor(s)
-Granteg(s)
-Mailing address(s) of Granteg(s)
-Legd Description
- Referenced book and page if required
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3. All other margins are to be 3/4"

4. Only on 8 1/2" x 11" paper

5. Front side of the paper only

6. No taped on items, such as the certification statement
7. No essentid in less than 8 point type

Violations of any of these standards will result in a $25 fee (fing). Exhibit #1 on the next page
provides a sample cover sheet.

Exhibit #1
Title of Document:
Date of Document:

Grantor(s):

Grantee(s):

Mailing Address(s): (Grantee)

Legal Description: The Legal Description is found on Page 2

Reference Book and Page(s): Any required referenced book and page(s) will

be
found on Page 2

CERTIFICATION
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Thisisto certify that the following

isafull, true, and complete copy asthe origina of the same isrecorded in the
Office of the City Clerk of the City of Independence, Missouri.

IN WITNESS WHEREOF, | hereunto set my hand and affix the seal of said
City of Independence, Missouri, this day of :
2002.

Bruce Lowrey, City Clerk

Media Redions

Maintaining good public relationsis essentid for amunicipdity, requiring cooperation and a
good working relationship with the local media. 1n anumber of cities, the city clerk will serve asthe
liaison between the governing body and the media

There are anumber of things the clerk can do to maintain and develop good relationship with
the press. Mogt city clerks will be contacted periodicaly by representatives of the news mediawho
want to inform the public of some phase of city operations. The clerk should cooperate fully and
completely in order to ensure that the public is fully informed of municipa operaions.

The city clerk should initiate these contacts with the news media when there is a need to inform the
citizens about new services or achange in existing services and policies. Also, the mediausudly will
cooperate in informing the public on deadlines — the last day to purchase auto stickers or dog tags.

SUGGESTIONS:

Know the deadline requirements of your community media. Editors and news directors appreciate
receiving information as far in advance as possible. Weeklies that publish on Friday, for example, have
Monday or Tuesday deadlines. Daily afternoon newspapers often have early or mid-morning publishing
deadlines The generd rulefor dl mediais. the earlier the better.

Make sureit’s newsworthy. Don't prepare a news release unless your informeation announces an
important item or change or points up an unusud event. Congtant releases could be like caling “wolf” —
when you redly need attention, you may not get it.

Give dl mediaan even bresk. Make sure dl media have access to information. Don't play
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favorites. On the other hand, respect the rights of a reporter who isworking on an exclusve. Don't
indst that other media be given access to the reporter’ sinformation. Give the information to other media
only when specificadly requested.

Watch timing. Once again, this particularly applies to newspapers. Sunday is agood day for
features. Monday is often a“dry” news day, and a tory may rate better coverage than on Wednesday,
when it must compete with grocery ads for space. A story that may get afew paragraphsin alarge
metropolitan daily may rate mgjor coverage in the loca daily or weekly. If it'saweekly, try to schedule
events so the weekly editor has materid that till is of interest to his readers.

Watch what you say. If you don’'t want something printed or recorded, don’t say it. Remember
aso that what you don't say or write (in a statement or news release) may be more significart than what
you do say. Perhaps a newsman has uncovered what he considers unorthodox or evenillegd practices
in some city department. A “no comment” reply to newsmen’s questions can be interpreted — by the
public aswdl as by newsmen — as a cover-up by you and may serve to blow the incident out of
proportion. If you can’'t comment on the incident, explain why. (Maybe you hadn’t heard about it and
need time to study the matter; or maybe the incident is under investigation and, if measures need to be
taken, you will announce them at the proper time.)

Be concise. Have facts and figures ready. A printed text and a sheet presenting necessary
technical datawill help reportersin presenting the materid to their audiences and will help reduce
misinterpretations.

Watch your language. Trandate technica terms. Most people don’'t know C-1 zoning from R-4
zoning, so explain the difference and the importance of the change.

Speak in performance terms. When talking about expenditures, talk about what the money will
buy and what it will do for citizens. If the council has just spent a quarter million for new pipe, explain
that “the new pipe we are purchasing will mean cleaner water for our citizens homes.”

Be candid. Don't be afraid to say “we goofed.”

Be underdanding. The reporter islooking for what is most interesting to his audience and what is
most sgnificant about what you have said or written. So what you may say fird or think is most
important may not be what getsinto print or on the air. The reporter istrying his best to catch the often
flegting interest of his audience — that’ s what he has been trained to do and he can do it better than you
can. Reporters, paticularly in smdler communities, may be covering many community activities and
can’t be expected to have a degp knowledge about municipa affairs. So take time to explain matters to
them.

Further media relations suggestions:

Make a list of fax numbers for the loca media Fax agendas and notices whenever posting a

mesting.

A city newdetter, perhaps published on a quarterly basis, can be an effective public relaionstool.

» This must be drictly nonpalitical and should not include gossip-type articles about individuals,
organizations or activities. The purpose of such a newdetter should be to inform residents and
business people of city business, services and activities.

» Mailings can be by bulk postal permit or delivered door-to-door. If mailed, various methods
are available for addressng materids and should be consdered when comparing cods. If
delivered by hand, newdetters should be placed in clear plastic bags and hung on doorknobs,
never in mailboxes or with other literature. Some cities include the newdetter with the utility bills.

»  Other items that should be covered in such a newdetter are articles on programs being offered
by the municipdity; reminders of ongoing programs, informaion on seasond services and
projects; recreationd programs, fees and schedules, city-sponsored events, such as park
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concerts, reminders of eections, without endorsement or reference to candidates, full, factua
details with regard to dection issues such as annexation, bond issues or charter amendment
proposals.

> Copies of newdetter could be malled to other municipdities and organizations, such as the
Missouri Municipd League. The League often prints stories from member Newdetters in the
Missouri Municipal Review under the News From Around the State column.

» A quantity of newdetters could be supplied to the Chamber of Commerce and dstributed to
anyone who inquiries about the city.

New residents could be provided with new resident packets, conssting of a variety of information,

such as city emergency numbers or numbers for utility companies. A brief fact sheet or history of the

community could aso be included in this “new resident” packet, as well as a city map, to assst

newcomers in becoming acquainted with the community.

Mog cities have a Web dSte. If unable to hire a professona web designer, loca high school or

college computer students could be recruited to develop a basic Web ste as a class project; or, a

locd citizen with computer savvy might volunteer to develop and maintain a Web ste as a service to

the city. Do not be afraid to undertake the creation a city web page.

Busness Etiquette in the Electronic Age

Email isagreat way to communicate because it’s quick, Smple and efficient. Business email
should be created with the same degree of formdity you would use when sending a message printed on
letterhead. Here are sometips for cresting email with a professond touch:

= Address your email with the recipients name aswell astheir email address. Set your
options so that your full name and email address gppear in the “from” line.

= Emall Sgnaures are the dectronic verson of company letterhead. Create your own
sggnature with your name, title, company, address, and telephone number. You can dso
add you full mailing address, fax number, Web site address and email address;
however, the signature should not be longer than six or eight lines.

= Don't usefancy graphics or fonts because many email programs cannot read them.

= Check spdling, grammar and punctuation before you click the send button and never
use al lower or al upper case letters.

= Do not indent paragraphs since some programs will read this as an extra space.

»  Useprofessond language and formd stylein letters to people you don't know or only
know professondly. Don't use smiley facesin any business |etter.

= Always“dgn” your emalswith aclosing phrase such as sncerely and your name.

= Nothing sent through cyberspace is confidential. Y our email can easily be forwarded to
anyone.

Te ephone Courtesy

Since most citizens contact the city clerk by telephone, it is extremely important thet the clerk and
other city hall personne develop courteous telephone manners. The following tips on telephone
courtesy may be helpful to you.

Answer Promptly. Answer on the first or second ring if possible. A prompt answer isthe first
good impression on the caller, and your conversation is off to agood gtart.
Answer Pleasantly. Friendly first impressons mean alot to both you and your city governmen.
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Identify Yoursdf. Thisdoes away with delay in getting to the business at hand. For ingance: “City
Clerk Allen spegking” or “Thisis Mr. Allen, city clerk,” or “City Clerk’s office, Karen spesking.”

Going Out? Always arrange for someone to answer your telephone when you' re away from it. Of
course, thisis not possible when the city clerk isthe only person in the office. Be sure to leave word
where you are going and when you expect to be back. It’'s the courteous thing to do.

When You Make a CAl:

Be prepared; never cal someone and expect them not to answer. Jot down afew key pointsto
help remind you of what you want to say.

Speak dowly and enunciate clearly o that the person you caled does not have to listen to the
message again and again to decipher it.

Give your name and phone number at the beginning and again at the end.

When recording your own voice mail greeting, be cheerful and professona. Keep your
greeting up to date and give your callers accurate information about when you'll return to your
office.

Use the 30-second rule; if the message islonger than 30 seconds, it's probably better to send
an email or schedule amesting.

Your Voiceis YOU. The way you speak can work for or against you.

TakeaTip on Technigue. Hold the tranamitter about haf an inch from your lips and spesk directly
into it. Speak clearly in your norma tone of voice.

Leaving the Phone to Get Information If you need to leave the telephone to get information,
excuse yourself and give the reason. For example: “I’'m sorry, but I'll have to look a our records. Will
you please hold the line for amoment?” When you return, use a phrase such as“ Thank you for waiting,
Mr. Green.” If you think you will be gone longer than two or three minutes, it may be best to offer to
cal back.

Answering Cdlsfor Others. When you answer the telephone for someone dsg, first let the caler
know he has reached the number he wants. For instance: “City clerk’ s office, Miss Brown spesking.”
The caler may ask you to take a message or you may offer to do so. Be sure you understand the
message. Don't hesitate to repeet it if you are in doubt. Then deliver the message the first chance you
get. Mogt of the time, awritten message, placed where it will be noticed, is better than averba one.

Ending the Conversation End the cdl gracefully, in away that will make your last impresson a
good one. Thank the other person if he has been helpful. Say “Goodbye’ so he will know you have
finished.

For ExtraMeasure. A person’snameis music to his ears. Cal the other person by name, if
possible, and be extra careful to pronounce names properly.

Complaints

In smdler municipdities, the city derk often isthe only city officid the public can contact easily thus
the clerk usudly isthefirst to receive complaints. A smpleway to handle such complaintsisto utilizea
three-part form that has space for the request or complaint, the location of the problem, name, address
and telephone number of the person reporting the matter, the date and to whom reported (See sample

in Appendix I).

The form can befilled out very quickly while taking the message, either on the telephone or in
person. The form then is forwarded to the appropriate person or department. A brief summary of the
action taken then is noted, dong with the date of such action.

The form then can be returned to the chief adminigtrative officer for review, Sgnature and
digribution. If the third copy of the form is on card stock, it isasmple task to address and mail the
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complete report to the complainant. The form should contain a notation such as the following: Thank
you for calling this matter to our atention. | hope the action taken meets with your gpprovd. In the
event it does not, | would appreciate your contacting me,

One copy of the form should be forwarded to the dderman concerned, and the second copy can
befiled a City Hall, in numerica order, in case further reference to that report is needed.

Any time a process can be smplified, it isastep in theright direction. This form can efficiently
handle routine complaints of weeds, dogs running loose, street Sgns down, holesin streets and al such
nuisances. All information is on one small form, and those concerned are kept fully aware of the Stuation
with no more effort on the part of the saff than writing asingle brief memo.
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Boards and Commissions

It is best to keep a complete record of al matters pertaining to a board or commission of the city in
chronologica order in a separate binder for each term. If the board is reorganized, with new
appointments or reappointments made each year, the books should encompass the activities, decisions,
recommendations and minutes of al meetings of the board for ayear. A lising of dl members of the
board, their addresses, telephone numbers, wards, terms and other pertinent information, should bein
the front of each book. An index of matters heard and actions taken by the board should be maintained
in each book, and the outside of the binder should be clearly labeled with the name of the board or
commission and the year.

In addition, separate folders should be maintained for specific petitions considered by the board or
commission under the name of the petitioner.

It ishepful to have alising of the names and pertinent information regarding the members of dl city
boards and commissions, with copies distributed to adermen and department heads.

It ismost efficient if dl the boards and commissions are established o that terms expire on the
same date each year; for example, June 30 or December 31. Terms of members of an individud
commission should be staggered so that no more than one-haf have terms expiring a agiventime. It
redly is better to have three-year terms, with only one-third of the members due for replacement or
regppointment each year. This provides more continuity in the work of the commisson and retains
experienced people at dl times.

The oath of office should be administered to each member at the beginning of hisor her term, in
accordance with each community’s policy. It is anice gesture to present each commissioner with a
Certificate of Commission and perhaps some token or memento from the city asthey are appointed to
serve the community. Some communities dso provide one annud dinner meeting for these groups.

Schedule of Events

In addition to agenera overdl annua caendar, it is beneficid to prepare amonthly caendar, giving
al rdlevant information, to be distributed to aldermen, department heads, the receptionist and others
having aneed for thisinformation. All meetings of the board of adermen, municipa court sessions,
board and commission meetings, city holidays, municipa league meetings and specid conferences, as
well as any specid information such as disaster Siren test dates, court related driver training sessions and
outsde organizational meetings scheduled for City Hall should be noted.

This calendar can be digtributed prior to the beginning of each month to keep everyone fully
informed as to what is happening at City Hall. Any standard caendar with space by each date, such as
the Missouri Municipa League calendar, can be used.

Procedures and Policies

A loose-leaf notebook should be kept with details on dl office procedures. Copies of form letters
sent for various purposes can be included. Also, step-by-step procedura outlines for setting up public
hearings, board and commission hearings and el ections should be included as part of this notetook.
Examples of news release formats aso can be added.
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These items should be carefully indexed so that in an emergency, or in the absence of the person

who normdly handles this function, someone e se can follow directions and properly take care of the
meatter.

Such abook of proceduresis extremely hel pful to an employee covering for another who ison
vacation. Sometimes the briefing just before someone departs seems very clear while they are there, but
is inadequate once they are gone. The procedures book is afirm, explicit supplement to the verbal
briefing. It dso isamog helpful ad in training anew employee.

A smilar notebook should be maintained for palicies, including, but not limited to, mgor policy
documents such as the personnd rules or employee handbook and policies set by ordinance, such as
purchasing procedures. Such a policy book aso should include individua policies on variousitems that
are adopted by the ddermen or established by the adminigration.

Failure to set out these palicies can lead to errors as they become obscure and vague in someone's
memory. Then board minutes have to be perused and reviewed until the exact policy wording is found.
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APPENDIX |

CITY OF HAZELWOOD
9150 Pershall Road, P.O. Box 66 - Hazelwood, MO 63042
731-1715

No. 255
Request
Location Date
Reported by Rec'd by
Address Phone — Ref.To
Action Taken
By Date

Thank you for caling this matter to our attention. | hope the action taken meets with your
approvd; in the event it does not, | would appreciate your contacting me.

CITY MANAGER
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FINANCIAL ADMINISTRATION

The citizens of every municipdity are entitled to an accounting from the officias, dected or
gppointed, who are responsible for conducting their government’ s affairs. In smpler times, a periodic
publishing or posting of arecord of receipts and expenditures would pass for an accounting. Today,
however, accountability is amore complex concept as evidenced by the many demands for information
that impose themsalves upon municipal governments accounting systlems. There are, for example:

Citizens who demand to know why their taxes continue to increase and what they are getting in
return for them;

State, federa and other local governments,

* State government, which needs information to ascertain that revenues have been properly and
wisaly expended and that there has been compliance with Sate statutes,

* Thefederd government, which must assureitsdf that grants are being expended effectively and
efidently;

* Other cities and regiona bodies that need comparative financid satistics and information for
planning and program evauation;

Lenders and bond rating services, whose impressons of city adminisiration, including fisca
adminidration, can make asgnificant difference in the cost of borrowed funds; and

By no meanslagt nor lead, city officis who need financid information for planning and controlling
the city’ s affairs.

There are three primary areasin which city clerks generdly are involved in assuring the city’s
accountability to the public — the accounting system, the budgeting process and periodic financia
reports. The State Satutes provide that the city clerk “shal be the generd accountant of the city”
(879.320 RSMo). In addition to keeping al the financia books and records, the city clerk must attest to
the mayor’s signature on al warrants drawn on the city treasury (§895.365 RSMo).

In order to assigt city clerksin their responghilities as the generd accountant of the city, the
Missouri Municipa League has prepared three publications — Financid Management for Smal Missouri
Municipdities Volume 1. Budgeting, Volume I1: Accounting and Volume 111: Financid Reporting.
These publications set forth in detall the procedures for establishing and maintaining amunicpd financid
system and are available from League headquarters.
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PURCHASING

The purchasing function of loca government nationwide has long been consdered one of the more
minor functions and has been relegated to an obscure point on the organizationd chart. However, the
day of purchasing being alow priority function in the day- by-day operation of loca government isfast
drawing to aclose.

The particular form of organization for governmenta purchasing redly is of lessimportance than
centralized control over purchasing and a competent person in charge of purchasing.

Purchasing must be classed as afiscad function, with one of the advantages being that it makes
possible more adequate accounting control over expenditures for supplies, materids and equipment.

A question that frequently arises is the extent to which purchasing should be centrdized. Certain
departments or agencies, such as waterworks and police departments, often fed that because of the
specidized nature of their needs the purchasing office cannot buy for them satisfactorily. But thereis no
reason the purchasing office cannot conduct the purchase negotiations after specifications have been
submitted by the users. Thisisanormd practice, for who knows better what the needs are than the
user? The user dways should ether provide the specifications or be consulted in the writing of the
specifications.

Purchasing is not asmple task that can be learned overnight. The purchasing agent must be familiar
with the hundreds of items used by even the smallest city. He must know the sources of supply for eech
of these commodities or must know at least how to locate these sources. Through an understanding of
price and market conditions, he must know the most favorable time to purchase each commodity
compatible with the needs of the user’ s department. He must learn the reputation of suppliers and their
ability to serve the needs of his city. He must be aware of the sharp practices sometimes used by
verdors. He must be familiar with state statutes and his own municipa ordinances regulating purchasing.
Expertise in these and other duties of the office comes only with training and experience.

Although purchasing, even in asmdl city, cdlsfor dl the qudifications stated above, in most small
citiesit isthe city clerk who serves as the purchasing agent, and he need not be discouraged because he
lacks the necessary training and experience at the outset. The understanding of afew badc rules, some
good common sense, and on-the-job experience will in a short time produce a purchasing program
adequate for most smaller cities.

Purchasing for smal cities can be carried on inexpengvey. In fact, in most ingtances, lesstimeis
expended on purchasing activities under a centralized plan than under a system where each department
head attempts to negotiate independently for his needs.

The records needed for centrdized purchasing will vary with the Sze of the municipaity and the
volume of purchases handled. In most centralized purchasing departments, files are kept of requisitions,
quotations received from bidders, purchase orders and genera correspondence. In planning future
purchases and in carrying on the daily routine, constant reference is made to al these records of past
experience. Requisitions are appropriately filed by departments. Purchase orders are numbered seridly
for al purchases and are filed in numerica sequence.

Three other sets of records are mandatory for the operation of any centrdized purchasing function
— aspecificationsfile, avendor file and acataog file. The desirability of having commodity specifications
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readily available is, of course, apparent. Various cities and organizations have prepared standards and
specifications for thair field of activity that are available for the asking. Specifications should be filed
according to the aphabetic name of the item. A vendors file of those offering their commodities to the
city should be carefully maintained by eiminating those not responding to inquiries and those failing to
live up to their quotations. A centrd catalog file should be kept with one copy of each catalog received
by any department in the city, filed dphabeticdly. An index for thisfileisamug. Thisindex should be
by type(s) of products. The catalog file is extremey useful in obtaining descriptions of commodities and
comparative vaues. They must be constantly “weeded out” in order to retain any usefulness.

Cooperative purchasing should be investigated by every municipdity. In the State of Missouri, we
have the State Cooperdtive Purchasing Program, which is jointly administered by the State Office of
Adminigration Through collective purchases of certain types of commodities for which standardization
has been obtained, considerable savings may be effected.

When purchasing is decentraized, with each department buying as it seesfit, there frequently are as
many brands or grades of commodities purchased as there are using departments. Before purchases can
be consolidated, it is necessary to survey the types, Szes and grades of commodities used by the severd
departments and reduce them to the minimum actualy needed. After this smplification has been
achieved, standard specifications describing these commodities must be developed. The process of
standardization must be limited to those items commonly used by severa departments. It is not feasible
to sandardize dl articles used in the smal city. It would be awaste of time to attempt to standardize
those articles used in smdl quantities by only one or two departments.

Although the purchasing agent should assume the initiative in Sandardization of commodities, he
should not have the sole responsihility for this work. The preparation and adoption of satisfactory
specifications must be a cooperative enterprise between the purchasing agent and representatives of the
using departments.

Too much care cannot be taken in the preparation of specifications, for the description of each
commodity and its characterigtics must be so definite and precise asto diminate dl posshility of
misunderstanding on the part of the purchaser, the vendor and the consuming department. The
specifications must be made sufficiently dadtic to include articles that are commercialy avallable and are
sold by a number of vendors so that maximum competition can be secured.

The Purchasing Procedure

The purchasing procedure conssts of the following operations. 1) the determination of purchase
requirements, 2) conduct of purchase negotiations, 3) the award of orders or contracts, including
emergency orders and purchase on price agreements, 4) the receipt, ingpection and testing of deliveries
and 5) the gpprova of invoices.

Thefirgt step in purchasing is the preparation of arequisition by the usng department, which is
submitted to the purchasing office. The purchasing agent then either solicits bids or negotiates for the
purchase of the commodity and issues the purchase order.

Asagened rule, wide competition leads to lower prices. Provison for securing competition
should be amgor eement in dl purchasing procedures and should be dispensed with only when an
emergency requires that an order be placed with the nearest available source of supply, when the
amount involved istrivia or when the commodity or service can be obtained from only one vendor. The
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respongbility for development of competition rests with the purchasing agent. He should be continualy
searching out new sources of supply to meet the needs of the city.

Advertisng

Mogt cities require that purchases over amaximum of $500 to $1,000 or some larger amount be
advertised for bids. Y ou must be fully aware of your own local ordinances regarding purchasing. Keep
in mind thet very little, if any, benefit is obtained when the purchasing agent is required to advertise in the
“Legd Classfied” section of newspapers that have alimited circulaion and exigts in many instances
merely to discharge arequirement for advertisng. It generdly is conceded that newspaper
advertissments are of little value in securing competition for orders for supplies and materids.
Furthermore, advertising retards the placing of orders and adds to the cost. However, the advertisng of
large purchases can be judtified as a safeguard againgt the deliberate limitation of competition and asa
protection to the purchasing agent againgt charges of discrimination or colluson. Where advertisng is
used, it should be supplemented by other forms of solicitations for price quotations.

Teephone Bids

For smal purchases or purchases that must be completed quickly, the common practiceisto
secure bids by telephone. This procedure makes it possible to hasten the award and is rdlatively
inexpensive. Telephone bids should be recorded on a specid form.

Request for Quotation

The most satisfactory method of securing competition isto solicit bids by mail through the use of a
request for quotation. In order to use this procedure effectively, it is necessary to compile and keep up-
to-date ligts or card files of vendorsin dl commodity lines. Since the mailing of requests involves the
expenditure of time and money, it is essentid that lists or files be confined to responsible and interested
bidders.

Clear and concise written instructions to bidders are amust. The instructions should cover such
topics as duration of contracts, qudifications of bidders, bid security, completion of work, delivery and
pendtiesfor fallure to enter into a contract.

Invitation for Bid

This procedure isidentical to the request for quotation, except that under norma practice the
request for quotation is used in the same manner as telephone bids. The invitation for bidsis normaly on
larger or more expensive purchases and isaforma bidding procedure. The invitation for bids method
requires that al quotations or bids be returned seled in specialy marked envelopes that are opened in
public at agtated time. This public “ceremony” does not serve any useful purpose, athough the
underlying mative of insuring fairnessto dl bidders is commendable. It isvitadly important that no bids
are opened until the date and hour specified and that |ate bids be disregarded. A difficult problem arises
when insufficient bids are received at the time of the bid opening. Only with the agreement of those who
have submitted a bid on time, may the opening be ddlayed. This unusua step only should be taken to
hasten the purchasing process for a sorely needed item.

Bid Sureties
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Certain municipdities require that al quotations or bids be accompanied by a certified check, cash
or bond as a guarantee that the bidder will accept the order if it is awarded to him. Except in the case of
congruction contracts, purchases involving large sums of money or purchasesin which falureto
perform will result in alossto the city, this requirement is a needless and expensive safeguard. It
complicates procedure, discourages competition, and since the cost of the surety must be included in the
bids, it increases costs as well. The same purpose can be served by giving the purchasing agent
authority to declare vendors who default on their quotations, irrespongble bidders and to disqudify
them on future bids.

Tabulating Bids

After bids are opened, the quotations are tabulated on a summary of quotations formin order to
facilitate comparison. Thisform isan illugtration of the way in which bids may be eadly and quickly
tabulated. In most purchasing offices, an ordinary columnar pad is appropriately ruled and used for this

purpose.

Awarding the Order

Indl Missouri cities, strict adherence must be made to 8105.450-105.482 RSMo, regulating
conflict of interest. These sections dlow public officids, only under very limited circumstances, to do
business with the palitica subdivison.

Sdecting the Best Bid

The process of advertisng and obtaining competitive bids may have been fully complied with and
yet the protection of the public interest will be thwarted by awarding the contract to afirm that did not
submit the best bid. The fact thet the city often has wide discretion in determining what is the “best” bid
gives opportunity for abuse of that discretion.

Requirements with reference to the award of contracts gppear in most city charters or ordinances.
Some cities specify that awards shall be made to the “Lowest Bidder,” but this provison is very
dangerous and should be abandoned if a al possble. Mogt cities now specify that awards shall be
made to the “lowest responsible bidder” or the “lowest and best bidder” or some other terminology
such as“mogt advantageous’ to the city.

Whatever the terminology, the selection of the bidder to whom the award will be made often isthe
mogt difficult agpect of contract administration. Many city officias can cite instances where alow bid
was received from aresponsible firm, and yet the “lowest respongble bid” was not the best bid.

The Modd Ordinance of the Nationd Ingtitute of Municipa Law Officers provides that contracts
shdl be awarded to the “lowest responsible bidder.” The ordinance then provides that in making this
determination, the following standards must be consdered in addition to price:

“The ability, capacity and sKill of the bidder to perform the contract or provide the service
required.”

“The &bility of the bidder to perform the contract or provide the service promptly or within the
Specified time.”

-51-



“The character, integrity, reputation, judgment, experience and efficiency of the bidder.”
“The qudity of performance of previous contracts or services.”

“The previous and exigting compliance by the bidder with laws and ordinances relaing to the
contract or service.”

“The sufficiency of the financid resources and ability of the bidder to perform the contract or
provide the service.”

“The qudity, availability and adaptability of the supplies or contractua service to the particular use
required.”

“The ability of the bidder to provide future maintenance and service for the use of the subject of the
contract.”

“The number and scope of conditions attached to the bid.”

These provisions have the merit of permitting responsible officids to exercise reasonable discretion.
The low bid is not necessarily the best bid, and in making awards, the purchasing agent and/or the city
council mugt consder dl the above factors if the needs of the operating departments are to be met. Ina
doubtful case, the interested department should be consulted before the award is finaly made. When a
number of vendors are bidding on severd items, usudly, but not aways, it is advisable to make the
award to the vendor whose totd bid is lowest, rather than to attempt to single out and make the award
on the basis of the low bid on each item.

Rejection of Bids

The city dways should reserve the right to rgiect any and al bids when such action isin the public
interest. The purpose of such a provison isto protect the public againg the acceptance of abid which,
though the lowest, may not be the lowest responsible bid or for some other reason is not the best
obtainable bid. Furthermore, if the city suspects collusion, even though such collusion cannot be proved,
it should have the power to regject al bids.

When the award is not given to the lowest bidder, afull and complete statement of the reasons for
placing the order elsawhere should be prepared and filed with the other papers relaing to the
transaction. This explanation and alist of dl bids regected may be entered on the reverse side of the
summary or tabulation sheet. Thisrecord isimportant. The prices paid by amunicipdity are public
record and a proper subject of public concern. The city and the purchasing office may be called upon at
any time to judtify its action to a disgruntled bidder or an interested taxpayer. The reaction is even more
intense when the unsuccessful bidder also happensto be alocd taxpayer.

Preferencefor Loca Vendors

Many municipaities in the past restricted competition by giving loca vendors preference over out-
of-town bidders. Any preference to locd bidders must be limited to ingtances in which price, qudity and
service are equd. Failure to adhere to this policy encourages colluson among local dedersfor the
purpose of charging higher prices. Safeguards againg collusion are epecialy necessary in smal
communities where the number of vendorsis limited. The mere fact that the city accepts and awards
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business to out- of-town bidders usudly is sufficient to guard againg collusion.

Receipt, Ingpection and Testing

Upon receipt of addivery, the purchasing office should be natified immediatdy. In most smdler
cities, recelving will be made in the using department or possibly by the city clerk. Care must be taken
here. If, asin most smdler cities, the city clerk serves both as the purchasing agent and the finance
officer, ddiveries should be received and ingpected by another individua to diminate any possible
charge of collusion, since the clerk would be placing the order, receiving the merchandise and
authorizing payment for the merchandise. The receiving report should indicate the quantity, description
and condition of the commodities received. Some cities send the using or receiving department a carbon
copy of the purchase order which, through the use of a strip carbon or a perforated form, does not
show the quantity of goods ordered. The receiving employee must count or weigh the goods ddivered
before forwarding his report of the receipt of goods to the purchasing office. When an order isfilled by
partia shipments, separate reports must be prepared for each ddivery.

The report of goods received is forwarded to the purchasing agent and by him to the finance officer
in order that the vendor’ s invoice may be audited and approved for payment. This procedure makes it
possible to take advantage of al cash discounts offered by prompt paymen.

The purchasing office's copy of the purchase order is kept in a*“live-order file’ until the vendor's
invoice has been received, checked and forwarded to the finance office. After completion of the
purchasing process, the purchase order with associated papers isfiled dphabeticaly by name of
vendor.

Storage and Stock Control — Central Stores

No discussion on purchasing would be complete without at least a brief discusson on the use of a
centra stores operation. All cities, regardless of sze, will find it advantageous to maintain a stock of
certain commodities that are in congtant or frequent demand. The need for smal stocks of stationery
and alimited supply of repair partsis obvious. On the other hand, maintenance of large stocks of alarge
number of itemsisnot practical or advisable. The particular articles to be stored should be determined
by the experience of each city.

The responsibility for storeroom management, or for inventory control in the case of a departmental
stockroom, usudly is placed upon the purchasing agent. The purchasing agent or storeroom manager
carefully inspects deliveries, judges the qudity of articles and determines the quantities of itemsto be
kept on hand.

Control of Sdvage

In addition to the duties dready outlined, the purchasing agent is responsible for the effective
disposition of surplus or outmoded articles. When such action is properly authorized, the purchasing
agent should undertake to transfer commodities between operating departments as needed or to sl or
trade-in those articles no longer of use to the city. Periodicdly, the various departments should prepare
ligts of dl the property they have on hand that is no longer required. Expenditures for new materids,
furniture or other equipment often can be avoided through transfer of this property. In other cases, it
may be necessary to sl property beforeits value is lost through obsolescence, deterioration or
gpoilage. All waste, such as scrap meta, should be sold through the purchasing office. No disposition
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of any asset item should be made by any department without clearance from the purchasing agent.

Summary

We can summarize the need for every city having aforma purchase order system with the
following eght Satements.

1. Toensurethat only authorized personne are ordering items.

2. Toensurethat dl items ordered actudly are recelved.

3. Toaccount for any differencesin prices between the invoice and the purchase order.
4. To providefor proper and expedient payment to vendors.

5. Toensurethat vendors are not paid twice for the same order.

6. Toprovideforinterna control on what is ordered by each department to take advantage of
quantity discounts.

7. Toensure proper alocation to departments of purchases made by each department.

8. To givethe auditors more reliance on the system as awhole.

Almogt every city using a purchase order system has a system that is digtinctive to their particular
city, one that is desgned to work well with their own personnd and accounting requirements. It amost

isimpaossible to take one sSngle system and transplant it to another community, especidly to smdler
cities due to personnd limitations.



PERSONNEL ADMINISTRATION
INTRODUCTION

Importance of the Personnd Administration Function

Personnel adminigtration is an extremely important, but &t times neglected, aspect of municipa
government in Missouri. The success of acity in reaching its gods is dependent upon its employees, and
thereis adirect relationship between personnd administration and employee morale and performance.
Also, no other aspect of city government has such a profound impact on the city budget. Most
municipalities dlocate more funds for sdaries and wages than for any other item of municipa
expenditure, and migtakes in personnd adminidration can subject a city to large financid liahility.

This chapter briefly describes: the federd and state requirements that apply to personnel
adminigration; the employee sdection process; working with employees, and employee records.
Specific details, such as notice requirements, forms to be used, and other legal requirements are not set
out in this chapter. For greater detall, city clerks should consult the Personnel Manual for Missouri
Municipalities published by the Missouri Municipa League, the various web Sites given in this chapter,
and professond publications. Specific questions should be directed to your city attorney. The
information in this chapter is curent as of the date of itswriting, but statutes and regulations enforcing
them change often. Care should be taken to verify the current requirements of federd, state and loca
law when addressing personnd issues.

FEDERAL REQUIREMENTS

Discrimination in Employment

Severd important federa laws prohibit discrimination in matters related to employment.

Federd Laws Prohibiting Job Discrimination

Title VII of the Civil Rights Act of 1964 (Title VII), which prohibits employment
discrimination based onrace, color, religion, sex, or nationa origin. (Covers employers with 1
or more employees.)

The Equal Pay Act of 1963 (EPA), which protects men and women who perform
subgtantialy equa work in the same establishment from sex- based wage discrimination.
[Covers employers who are covered by the Fair Labor Standards Act (FLSA)]

The Age Discrimination in Employment Act of 1967 (ADEA), which protects
individuas who are 40 years of age or older. (Covers employers with 20 or more employees)
Titlel and Title V of the Americans with Disabilities Act of 1990 (ADA), which

prohibit employment discrimination againgt qudified individuds with disabilities. (Covers
employers with 15 or more employees.)

The Civil Rights Act of 1991, which, among other things, provides monetary damages
in cases of intentiona employment discrimination.
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Federd Laws Prohibiting Job Discrimination cont.

Uniformed Services Employment and Reemployment Rights Act of 1994
(USERRA). USERRA protects individuas from discrimination in hiring, promotion, and
retention on the basis of present and future membership in the armed services.

The Immigration Reform and Control Act of 1986 (IRCA) prohibits discrimination
in hiring and discharge based on nationd origin and on citizenship saus.

Military Leave and Reemployment of Veterans

The Uniformed Services Employment and Reemployment Rights Act (USSERRA) provides a number
of protections to members of the uniformed services. The act prevents discrimination against members
of the armed services. The act aso requires that upon their return to thelr civilian employment queified
members must be reingtated with the seniority, status, and rate of pay they would have obtained had
they remained continuoudy employed by their civilian employer if they return to employment after a
military leave of up to five years. Returning veterans are a o protected from termination without cause
for aperiod time upon their return to employment.

Employment of Non-Citizens

The Immigration Reform and Control Act of 1986 (IRCA) makes it unlawful for an employer to hire
any person who is not legally authorized to work in the United States. Employers must verify the
employment digibility of al employees hired by the completion of an 1-9 form. The form ligts the types
of identification which are required to verify employment digibility. (The methods commonly used for
United States citizens are socid security card and driverslicense))

Hedth Care Benefits and Medica Leave

Severd federd datutes require employees to provide certain protections to employees in hedth-related
matters.

Consolidated Omnibus Budget Reconciliation Act (COBRA). COBRA appliesto employerswith 20
or more employees and any state or loca government. It provides qudified employeestheright to
continue health coverage at group rates when coverage islost due to certain specific events, ususdly
termination of employment or reduction of hours of employment. This protection extends to the
employee' s spouse and dependent children. Spouses and children are also protected when coverage
would terminate due to divorce or the death of the employee.

Family and Medical Leave Act (FMLA). The FMLA requires employers with 50 or more employees
to provide qudified employees with twelve weeks of unpaid leave time for aseriousillness of the
employee or an immediate family member, or for the birth or adoption of a child. Employees may dect
to use paid leave time provided by the employer as part of this twelve weeks, and employers may
require that employees use accrued leave time as part of their FMLA leave time.

Health Insurance Portability and Accountability Act of 1996 (HIPAA). HIPAA provides
protections to employees under group hedlth care plans. An employee who has met the creditable
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coverage requirements under one employer’s hedlth care plan is protected under a new employer’s
hedlth care plan by:

= alimitation on exclusons for preexigting conditions,

= aprohibition on discrimination against employees and dependents based on their hedth satus;
and

= requiring an opportunity to enrall in hedlth care coverage for an individua enrolled in other
hedlth care coverage who loses that coverage, or for a new spouse or child

Payment of Wages

The Fair Labor Standards Act (FLSA) requires that covered workers be paid the current minimum
wage. The act aso sets 40 hours as a standard work week. Hours worked in excess of 40 must either
be paid at one and haf times the norma rate of pay or must result in the acculation of compensatory
time off a aratio of one and half.

Various individuds are elther exempt or have specid rules when it comes to the FLSA. Among these
are emergency service workers, seasonal workers, or workers employed in professional, administrative
or executive postions. More generd information on the FLSA can be obtained from League
Headquarters.

The Civil Rights Act of 1863 (42. U.S.C., 81983)

42. U.S.C,, 81983 provides an individud theright to sue a city if someone with the city has violated the
individud’ s rights under the United States Congtitution or other federd law. This statute may be relied
on to address grievances where relief is not available under one of the anti-discrimination satutes
discussed above. Other sections of the Civil Rights Act of 1863 provide for attorneys fees, and for a
cause of action againgt any person congpiring to deprive an individua of protected rights.

Fair Credit Reporting Act

If acredit history is being obtained as part of the application process in sdecting new employees, the
city must comply with the requirements of the Fair Credit Reporting Act. This act requiresthat, if a
decision is made not to hire an gpplicant based on an adverse credit report, the gpplicant must be;
informed of the reason for the adverse action; provided specific information regarding the source of the
adverse credit report; and informed of the applicant’ s right to obtain afree copy of the credit report and
to dispute its content.

When In Doubt

The information provided on these federd datutes in this chapter is generd in nature. This materia does
not discuss the details of the various federd statutes. The violation of any of these federd laws can have
serious financiad consequences for an employer. In addition to fines and damages to injured employees,
staff can be required to spend significant time responding to complaints filed by employess, or former
employees. The employer can often be required to pay not only their own atorney fees, but those of the
person filing the complaint aswell. The federd government provides substantia generd information on
its web Sites about federal laws regarding employment.
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= Discriminaion: www.eeoc.gov (Equa Employment Opportunity Commission)
= Wages, benefits and veteransrights: www.dol.gov (Department of Labor)

= Discriminiation and immigration: www.usdoj.gov (Department of Justice)

= Credit higtories: www.ftc.gov (Federal Trade Commission)

Questions regarding specific issues of federal law should be directed to your attorney
immediately.

STATE REQUIREMENTS

Unpaid Taxes

Severd sate statutes provide that appointed officers of third- and fourth- class cities and villages
may not be, at the time of appointment, “in arrears for any unpaid city taxes, or forfeiture or defdcation
inoffice” It isunclear which city positions are considered “offices’ under these datutes.

Conviction of aFeony

Conviction of afeony disqudifies an individual from holding an gppointed public office “until the
completion of his sentence or period of probation.” If the flony involves the right of suffrage, the
disqudification is permanent. If the conviction occurs while the individud is employed, the individua
forfeits hisor her office. It would gppear, however, that the individua could be reemployed upon
completion of any sentence or period of probation.

Section 561.016 of the Revised Statutes of Missouri prohibits discrimination againgt an
individua who has been convicted of acrime unless the disqudification is part of the court order of
conviction, required by statute, or “when the commission of the crime or the conviction or the sentence
is reasonably related to the competency of the individud to exercise theright or privilege of which heis
deprived.” Thus, in order to judtify not hiring an individua because of conviction of a crime, the crime
must be one which isrelated to the duties of the pogition for which the person has gpplied. While
conviction of afelony in and of itsdf might prohibit an individua from being a police officer, it may not
be sufficient to disqualify them from serving in ancther position if the conviction had no bearing on the
individud’s ahility to perform the functions of that position.

Conviction of a Drug Offense

Section 105.1112 of the Revised Statutes of Missouri provides that gpplicants for public
employment may not have been convicted of adrug offense within the three years before gpplication;
or, if convicted, they must have completed a certified drug trestment program. If an individud is
convicted of acrimina offense involving the use of a controlled substance, marijuana or other dangerous
drug while employed by a city, they must meet certain requirements under the state statute to retain their
employment. Upon a second conviction, the employee must forfeit his or her employment for aperiod
of two years from the most recent conviction.

Conflicts of Interest

Severa Missouri datutes prohibit conflicts of interest between public employees and their duties as
public servants. The most comprehensive provisions are found in Chapter 105 of the Revised Statutes
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of Missouri. Section 105.452, prohibits public employees from:

= Accepting money to act or fail to act in their cgpacity as a public employee;

= Usng or disclosing confidentia information obtained in the course of employment for financia
benefit to the employee or to the employee’ s family; or

= Acting on any matter in their capacity as a public employee in such amanner asto benefit the
employee or the employee sfamily.

Additiond prohibitions apply to public employees serving in an executive or adminigtrative capacity, and
employees with rulemaking authority.

Some activities of public employees condtitute crimina offenses under Chapter 576 of the
Revisad Statutes of Missouri. Examples of prohibited activities are: accepting a bribe; accepting or
demanding pay for work other than the pay to which the employeeis entitled; discriminating againgt any
employee or gpplicant for employment on account of race, creed, color, sex or nationa origin; ordering
the payment of money for any purpose other than the specific purpose for which the money was
intended; and the use of officid information for persona benefit or to benefit another.

Nepotism

Public officers and employees are prohibited by Article VI, 86, of the Missouri Contitution
from gppointing any relative within the fourth degree, by consanguinity or affinity, to office or
employment. An officer or employee who appoints such areative forfeits their office or employment.

Military L eave

In addition to the protections in federd law, the State of Missouri protects employees who are
caled to servein the military. Section 105.270 of the Revised Statutes of Missouri requires employers
to provide paid leave for employees who are members of the National Guard and are ordered into
service by the governor, and up t0120 hours paid leave per federal caendar year for employees
performing on competent orders for any of the armed forces of the United States.

GETTING STARTED

Personnd Policies

One of the first and most important stepsin establishing a sound program of personnel
adminigration is to adopt a personnd manua that permits citizens, councilmen and employeesto know
quickly and accurately the city’ s personnel rules and policies. Written policies dso document the city’s
intent to comply with the many federd and state requirements for personnel administration which were
discussed earlier in this chapter.

Indl municipdities there is atendency to treat each employee individualy and to address
problems on apersona basis. Pressures for specia treatment in such matters as pay increases, vacation
leave and sick leave, can cause dissension among employees and among municipd leaders. Thisis
particularly truein smaler municipdities, where employees usudly are well known to the members of the

governing body.
The adoption of written personnd policies, practices, rules and regulations should reassure
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employees that they will be treated equally and consgtently in personnel matters such as gppointments,
promotions, compensation and discipline,

A personnel policies manual may be adopted by ordinance or by resolution. Some attorneys
advise adoption by resolution to maintain a city’ s position as an at-will employer. Thistopic is discussed
later in this chapter.

At aminimum, acity’s personne manua should address the following subjects:
= Statement that employees are employees a will and that the manua does not condtitute a
contract of employment (or, in the dternative, that the city has adopted a merit system of
employment)
Statement of policy of non-discrimination
Statement of policy on sexud harassment
Statement of policy on employees and others with disabilities
Drug and dcohol testing policy for persons covered by federa Department of Transportation
(DOT) requirements
Conviction of adrug-related offense
Workplace violence
Employee rights under the Family and Medicd Leave Act (FMLA)
Employee rights under COBRA
Employee rights under the Hedlth Insurance Portability and Accountability Act (HIPAA)

Pay
0 Work period for purposes of FLSA

o0 Compensatory time
= Bendfits
0 Leavetime
=  Militay leave
= Jury leave
0 Insurance
0 Retirement
=  Conflicts of interest
= Nepotism
=  Work-related injuries and diseases (workers compensation)

Many cities have personnel manuals that are much more extensive than this, and cover subjects such as
hiring, disciplining, promotion, transfer and termination policies; grievances, drug testing of safety
sengtive employees, travel on city business; cal-out time; vacation, sick and disability leave; use of the
internet; smoking; and any other policies which the city intends to impose on employees.

Pay and Position Ordinance (Pay Plan; Table of Organization)

In addition to a personnel policies manud, cities should adopt an ordinance setting out positions
and sdlary ranges associated with each position. Absent a generd ordinance establishing positions and
sdaries, personnd must be hired by written contract, except as otherwise set out in Sate satute.

Job Descriptions

Job descriptions should be developed for each position in your city organization. Job descriptions
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serve saverd vitd functionsin that they:
= Require management to define their expectations for the functions to be performed by the
position
»  Assg in planning for gaffing.
= Inform employees of their job duties and the performance expectations of the city.
= Assg thecity in mesting itslegd obligations under the requirements of federd law.

Job descriptions should cover, as aminimum, the following aress.
=  Themain functiond responghilities of the pogtion.
= Minimum educationd requirements
= Minimum training/certification requirements
= Minimum experience requirements
=  Theminimum physca requirements of the pogtion
*  Any standards to which the employee will be held in the performance of the duties of the
position.

Qudifications should reflect what the gpplicant needs to get the job done. Y ou may lose potentialy
good workersiif you have atificidly high sandards. For example, employers should:

= Eliminate requirements for ahigh school or higher diploma where none is required.

= Eliminate experience requirements when the job can be quickly learned

» Reduce experience requirements that are excessive.

= Enaurethat physica requirements are job-related and do not unfairly discriminate againg any
group of people

= Not access arrest records for employment decisions. Arrest records can be closed records
under state law. Also, an arrest is not a conviction, and a conviction may be redeemed by later
conduct.

= Look at the whole person.

Safety Manua

Cities should aso develop and implement a safety manud, establishing safe practices for the daily
activities of employees.

HIRING A NEW EMPLOYEE

A city derk oftenisinvolved in one of the most crucid factorsin establishing an effective and
effident municipa adminigration — the recruitment and hiring of quaified personnel. This process
involvesfive disinct eps— advertisng open positions, accepting applicaions, interviewing the
gpplicants, examining the gpplicants and sdlecting the best available person to fill the position. The
following discusson is designed to ass¢t city clerksin this process.

Advertisng the Position

Before any position is advertised, ajob description should be developed for that position. The
job description should state the minimum education, experience, and training (including any required
degrees or certifications) and the minimum physical skills needed to perform the position. An
advertisement should then be developed, based on this job description which communicates essentia
information to the prospective gopplicant. This information should include the title and duties of the
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position, a salary range, the minimum qudifications, the method of making application, the dosing date
for application and some of the advantages of city employment.

In deciding how to advertise the position, a close look should be given a the pool from which the
city ismog likdly to pull the best-qudified individuas for this position.

= All positions should be posted at a specified location on city premises (i.e,, city hal or the
personne office)

= Most postions should aso be advertised in aloca newspaper (a newspaper of generd
circulation in the areain which the city is located)

= Thecity’sweb page, if the city has aweb page.

Depending upon the position being advertised, other advertisng options are:

= Pogting on the loca access channd of the cable televison provider.

* Poging a& aloca high school, vocationa school, community college, college or university.

= Journas, magazines and newdetters circulated to individuals dready occupying Smilar positions,
such as The Missouri Municipal Review,

= Advetigngin anewspaper in a metropolitan area close to your city.

= Taking advantage of appropriate advertisng venues on the internet. Often newspapers, journds,
magazines and newdetters offer internet options.

= Notifying loca organizationsin that professon of the job opening.

If the city is faced with a Stuation where they are trying to recruit a number of employees for afew
amilar postions (i.e, fire, police and ambulance), an advertisng campaign which includes brochures,
color ads, and radio or television spots may be warranted. Sometimes such ads might be considered
public service ads, which local stations would broadcast free of charge.

Taking Applicaions

Thefirg sep in sdlecting applicantsis to have each applicant complete an application form. The
form should request the information about the individua which will be needed to assess the gpplicant’s
ability to perform the functions of the position for which you are hiring, including experience, education
and references. The gpplication form shoud be kept as short and as clear as possible in order to ensure
that the gpplicant does not have difficulty in supplying the requested information. A copy of the job
description for the position for which you are accepting applications should be attached to the
gpplication. A space should be provided for the employee to Sgn that the information on the gpplication
is accurate and complete, and to authorize the city to perform any required reference and/or
background checks.

Cities should be careful that gpplications do not request information that could be considered
discriminatory under the federa statutes discussed earlier in this chapter. Questions which may be
conddered discriminatory are questions regarding: race, ethnicity, gender, age or date of birth, family
gatus, and medica condition (including workers compensation clams and other injuries). The
gpplication may ask whether the gpplicant is cgpable of performing the functions of the position, with or
without an accommodation.
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Once received, the gpplication should be reviewed as soon as possible in order to make sure
that it has been filled out completely and the information provided is clear. Thisinitia review should
ensure that the application includes a telephone number and an address where the applicant can be
contacted, and that the applicant has signed the application. If the gpplication does not provide sufficient
information to assess the applicant’ s qudifications for the pogtion, the applicant may be contacted for
additiond information or the gpplication can be regjected. If it is gpparent that the applicant does not
possess the minimum qualifications for the position, the gpplication may be rgjected. When an
goplication is regjected, the gpplicant should be notified immediately in writing that he or she no longer is
being consdered for the position.

Interviewing Applicants

A number of the applicants whose qudifications most closdly fit the requirements of the position
for which you are hiring should be selected for a persond interview. Generdly, three to five candidates
are selected for interview, but this number can vary depending on the number and qudity of applicants
and the nature of the pogition being filled.

Depending on the structure and tradition of the municipa government, the interview may be
conducted by the mayor, city administrator, personne officer, department head, supervisor, city clerk or
other qudified individud. Often, the interview is conducted by more than one person.

Theinterview Smply is a conversation with a purpose — to determine whether the education,
experience, interests and temperament of a person are a good fit for the position you are trying to fill.
The interviewer should ask questions the answers to which will assst in determining the gpplicant’s
work experience, training, education and persond qudities for the position for which heis applying. The
interviewer might present the gpplicant with a hypothetical problem related to the work the gpplicant
would be performing if hired, and ask the gpplicant how he or she would handle that Stuation. The
response should indicate whether the applicant is able to analyze a problem, evauate dternative courses
of action and arrive at adecision. These problem-solving exercises are particularly useful when the

goplicant is gpplying for a supervisory pogtion.

Care should be taken not to ask questions regarding the gpplicant’ s family status (are they
married, do they have children), religion, ethnic background, or any other characteristic discussed earlier
in this chapter in the section on discrimination. Even if the information provided in response to such a
question is not used in determining the applicant’ s qualifications for the pogition, the inference can be
made that the purpose of the question was to obtain information to be used in making the hiring
decision, and could result in charges of discrimination. One way to avoid improper questionsis to draw
up aligt of questions before the interviews are conducted, reviewing the questions to ensure they are
appropriate and cover the needed information, and ensuring that each candidate is asked the same
guestions.

In addition to evauating the quaifications of the gpplicant, the interviewer should explain in
detall the duties and responghilities of the position, and should provide some information on the city and
itswork force. When the interview is completed, the interviewer should be able to judge the
qudifications of the applicant, and the gpplicant should be able to judge the desirability of the posgtion.
The interviewer should record hisimpressons of the applicant, preferably on an interview impact rating
form.

When applicants are interviewed be sure that:
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" Interviewers understand and carry out the city’s equa employment policies.

. The Equa Employment Opportunity poster is displayed.

. The interviewer is not biased by dress and grooming styles that are unique to certain racia or
ethnic groups.

Examination of Applicants

For some pogitions in municipal government, some sort of examination is an important epin
the sdlection of the most qudified personnd. Examinations may consst of written tests of knowledge,
performance tests of skills, and physica agility tests.

Written tests of knowledge are most often used in the selection of police officers, fire fighters,
and building ingpectors. Skills tests are most often used for clerica personnd and individuas working in
utilities podtions. Physcd agility tests can be used for any pogtion which requires ahigh level of
physicd srength, such as utility workers, police officers and fire fighters. All tests must test for the
attributes necessary to perform the position being filled. Particular care should be taken to ensure that
written tests and physica agility tests, in particular, are not structured in such away asto discriminate
againg minorities.

Written tests can be obtained from severa sources, including professional testing companies or
organizations (such asthe International Personnel Management Association). Performance tests can be
structured by the department, or the city can seek assistance from an outside source, such asthe locdl
high school or vocationd-technical school. Many of these schoals offer avariety of busness and
technical subjects. Some of the same examinations given to students in these courses may be used to
test applicants for related positions. Sometimes teachers will administer and score the examinations for a
amal fee. Physica agility tests can aso be structured by the department. Some professiond
organizations can dso provide assstance with sructuring physica agility tests.

For some pogtions, when a written examination is not feasible, an ora examination might be
adminigered. Severd qudified individuas should St as members of an ord board to rate applicants on
experience and training for a particular position.

Generdly, with regard to testing, you should:

. Ensure that the tests given actualy measure the applicant’ s ability to perform the functions of the
position.

. Avoid generd intdligence and aptitude tests; and emphasize skills and performance tests

. Use test scores only as one of severd criteriathat are evaluated prior to sdlection for hiring

Sdecting Andigs

After completion of the interview and any required testing, the gpplicants should be rated on
their gpparent fit for the position being filled. Although it sldom is mandatory that the hiring individud
employ the candidate who stands at the top of the lig, it isin the best interest of the organization that the
gpplicant hired be one of the best candidates.

Checking References

Once the top applicants have been determined, references should be checked. Generdly, the
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city will proceed to check the references of the top candidate, and will check references of other
candidates only if the references for the top candidate cause concern. The applicant should be
contacted to let them know they are one of the finaists for the position and that the city is proceeding to
contact references on the final candidates. The applicant should not be told that he or sheisthe top
candidate.

In addition to the references listed on the gpplicant’s gpplication, it isimportant to contact the
employee' s previous immediate supervisor, if the applicant has consented to this contact. Also, every
effort should be made to contact individuas who are familiar with the gpplicant but are not listed as
references. The same requirement of nondiscrimination applies to the information requested from
references as it does in the rest of the hiring process.

Background and Credit Checks

Since the use of credit checksin making employment decisions can unfairly discriminate against
certain groups of people, and thus be discriminatory in violation of the statutes discussed above, thelr
useis discouraged. However, should an individud’s credit history be reasonably related to the
qualifications of the pogition for which the individud is being hired (i.e., treasurer, auditor, collector, or
utility clerk), credit checks can be requested. A written authorization for the credit check should be
obtained from the job gpplicant. The city must comply with requirements of the Fair Credit Reporting
Act, discussed above, when using credit checks in the employee sdlection process.

Making an Offer of Employment

Once you have selected the best gpplicant for the position, you can make an offer of
employment. If you perform acohol and drug testing on new employees, the offer should be made
contingent on a negative result on the acohol and drug test. During the offer process, an agreement
should be reached concerning the starting rate of pay and starting date of employment. If the applicant
does not immediately accept the offer of employment, the applicant should be given a deadline for
acceptance, so that another individua can be sdected from the current applicant pool should this
candidate decline the offer.

Once you have hired the employee and they have started their employment, the other applicants
should be natified that the position has been filled.

WORKING WITH EMPLOYEES

Traning

Care should be taken to ensure that al employees are adequatdly trained to perform the
functions of their position. Without proper training, it will be difficult to determine the cause of poor
performance — is it because the employee does not understand the expectations for the position, the
employeeisn't capable of performing the functions of the position, or the employee just won't
adequately perform. With proper training, you should be able to iminate the first cause of poor
performance — the falure to understand the expectations for the postion.

Training can take many forms: training programs offered by private providers (including workers
compensation insurers); training provided through professiond organizations (such as MoCCFOA);
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training programs developed by your city; departmenta training programs; and training by working with
other employees in the same position. If funding alows, employees should have the opportunity to
attend training programs sponsored by other entities, where they can meet others performing smilar
duties for other employers, and learn from their experiences too.

Municipdities should ensure that employees receive the following training, & a minimum:

Upon new hire:

" Explanation of the city’s personnel policies manud

" Explanation of the city’ s safety manud

" Training in performing the functions of the new postion
. Training in the safety policies of the department

Annual training should be provided in:

= Sdected portions of the city’s personnel policies manud: discriminaion and diversity, sexud
harassment, drug and acohoal testing, work-place violence, and e-mail policies

= Performing the functions of the employee s position

= Sofety policies, both city-wide and departmentd, including fire extinguisher usage and
evacuation policies for city buildings

= At any timetha employee performance indicates a need for specific training

Performance Reviews

Performance reviews offer an opportunity to improve the poor performance and reward the
good performance of employees. Reviews should be conducted no less often than annualy. In addition
to periodic formd reviews, less formd reviews should be conducted whenever deficiencies in employee
performance are identified.

A review form should be used that solicits information that is pertinent in judging the employee' s
performance of the functions of his or her position. These evauations should be used asaguidein
personnel decisions, such asraises and promotions. A form should be developed which is easy to
understand, smple to use, and will result in employees being judged fairly. Although smaller
municipdities prefer ardatively smple evauation form, if the form isto be used to guide decisons on
personnd transactions, it must cover dl important elements of the job, and the supervisors must
complete the form with care and deliberation. Generdly, the evauation form includes information
concerning the employee’ s on-the-job behavior and job performance.

Once the supervisor has completed the review form, the supervisor should discuss the form with
the employee. The employee should be given an opportunity to formaly respond to the review, ether
ordly or inwriting. If the employee responds ordly, the supervisor should note the employee’ s postion
on the review form. A copy of the review form, once it has been discussed with the employee, should
be placed in the employee s permanent employee file.

The review process is an excellent time to set goals and objectives for the employee for the next
review period. Gods set for employees should be consistent with departmenta goal's, which should be
congstent with the gods for the city which have been set by the City Council or Board of Aldermen.
Employees should be made aware of how their position contributes to the success of the city in
achieving itsmission.
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If issues are identified with employee performance, a plan should be developed with the
employee for addressing any deficiencies, and a date set to discuss the employee’ s progress in the plan.
The sooner concerns about performance are addressed, the better for the employee and for the
organization. Employees will have an opportunity to correct deficiencies before poor work habits
become ingrained, and co-workers will be relieved of the burden of compensating for the poor
performance of their fellow employee.

Discipline and Termination

Absent an exception to the generd rule, city employeesin Missouri are employees at will. This
means that an employee can be terminated without cause. Exceptions to this generd rule are;

= A contract of employment

= A datute that provides that the employee can be removed only for cause

= An ordinance that appoints the employee for a specified length of time

= Adoption of a merit system of employment, usudly as reflected in the city’ s personne policies
manua

= Where the termination would violate public policy becauseit isaresult of unlawful
discrimination, filing acdlam for worker’s compensation, or reporting unlawful acts by the
employer

Even though in many ingances employees may be dismissed without causg, it isin the city’ s best
interest from the point of view of developing and retaining a competent and dedicated work force, to
treet employees fairly and in a non-discriminatory manner in metters of discipline and termination.

Generd guiddines for employee discipline are:

= Have policieswhich are clear, gppropriate and communicated to the employee in an ongoing
manner

= Address deficienciesin performance a an early date by discussing poor performance with the
employee, and developing a plan to improve performance

= Monitor progress in a performance improvement plan, and discuss that progress with the
employee on an ongoing basis

=  Provide aforum for employeesto air grievances

» Invedtigate complaints of harassment and discrimination immediately and thoroughly

= Document employee problems, and how they were addressed

= Strivefor consstency in employee discipline

When an employee cannot meet performance expectations in a reasonable amount of time, either
transfer the employee to an available position which better suits his or her skills or, if that is not possible,
terminate the employee. It isnot in the best interests of the employee to maintain them in a postion
where then cannot succeed, and it is bad for overall employee morde for other employeesto have to
compensate for an unproductive (and sometimes disruptive) employee.

Some activities may warrant immediate termination. Those activitiesinclude, but are not limited to:
insubordination; theft from the city; accessing and/or divulging confidentia city information (such as
personnd information and police records); providing false information in an investigation or report;
driving acity vehicle without avalid license; violation of the city’s policy on drug and acohol abuse;
violaion of federd statutes or city policy on discrimination; violation of state statutes on conflicts of
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interest or nepotism; violence or threets of violence in the workplace; and inappropriate conduct with
felow employees or citizens.

MAINTAINING EMPLOYEE RECORDS

The Permanent Personnd File

A permanent personnd file should be kept on each employee, and an individud with the city
should be designated to ensure that the file is kept up to date and in an orderly fashion. Depending on
the structure of the municipa government, the personnd files may be maintained by the city
adminigrator, city clerk, personnd officer or any other designated responsible individual.

An employeg sfile should contain the following informetion:
= A copy of the employeeg' s origina application and any interview and examination results which
were part of the employee’ s gpplication process (NOTE: notes from individud interviewers
which are not part of an interview form should not be retained).
= Up-to-date contact information for the employee: name, address, telephone number, date of
birth, socia security number, names of dependents, and contact information in case of an
emergency
A copy of the employee s current drivers license
Copies of certificationg/licenses pertinent to the employee' s employment
Copiesof dl performance reviews
Copies of dl disciplinary action taken, including probetion agreements
A record of any changesin benefits or pay

Itishepful if alog of dl activity in the personnd file is kept, to make it easier to answer smple
guestions and to locate informetion in the file.

The employees permanent personnel files generdly are arranged in aphabetical order or by
departmenta unit. These personnel records should be the primary employment records for the city and
duplicate departmenta record keeping should be discontinued. For uniformity and efficiency of
operations, the personnel files should be considered the central source for dl information and
transactions concerning employees.

The person maintaining the permanent personne files of employees should ensure that the files
remain free of notes, memos, messages, etc., which are related to official personnel action. Records
kept by supervisors regarding an employee' s behavior or performance in the workplace which have not
been discussed with the employee as part of a periodic review or disciplinary action should not be
retained in this officid personnd file.

Payrall Information

Information should aso be kept on the employee’ s payrall higtory. This information may be kept
manually, the case of citieswith few employees, or eectronicaly. It may or may not be retained in the
employee s permanent personnd file. No matter what format thisinformation ismaintained in it should
record al important events bearing on the compensation and benefits with the city. The payroll record
should include the employee' s date of first employment, department and the beginning sdary. The
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payroll record should include every subsequent change of status, whether salary increase, trandfer,
promotion or separation. Findly, the payroll record should show the accumulation and use of vacation
leave, sick leave, etc.

Medica Information

Any medicd information pertaining to an employee should be kept separately from the
employee s permanent personnd file. Such information is consdered highly confidentid, and serious
consequences could result if the information becomes available to any persons who do not have aneed
to know the information. Medica information includes records of workers compensation claims,
medica releases to return to work, information on medica conditions to be accessed in case of a
medica emergency, and any other information relaing to the hedth and medica treatment of the
employee. Information from an employee’ s separate medical file should not be made available to
supervisors or department directors for purposes of making employment-related decisions.

Confidentidity of Personnel Records

Information concerning the position held by an employee and the employee' s compensation is
public information under state law. Information relaing to the performance or merit of individud
employees can be a closed record, and cities are prohibited from releasing an employee’ s socid
security number. The city should develop policies to govern responses to requests for information about
individual employees, and to safeguard confidentia information in an employee' s personnd records.

CONCLUSION

While employees can be acity’s biggest source of ligbility, they are dso its best asset. A well-trained
daff that believe they are treated fairly and with respect will provide qudity service for the city and the
community. Such agaff gives citizens a postive impresson of the city organization. Investing dollarsin
training staff and maintaining pay levels and benefits can be regp benefits in the form of community
support for city programs.
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NAME

APPENDIX |

APPLICATION FORM
(Please print or write inink)

ADDRESS

CITY

STATE

PHONE

SOCIAL SECURITY NUMBER:

Have you ever worked for the City of ? Yes No

Do you have any relatives currently employed by the City? Yes No

Name of School

Grade
School

EDUCATIONAL RECORD

DATESATTENDED GRADUATED COURSE OR DEGREE

From To Yes No

High
School

College

Other
Additional

Name

PREVIOUSEMPLOYMENT RECORD (last employer first)

From To Duties Salary Reason for Leaving

Address

Name

Address

Name

Address
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APPENDIX 11

CITY OF

MERIT RATING FORM

Position

NAME
AGE

TRAIT 0 5 10 15
20

1. PERSONALITY QUALIFICATIONS Consider
such factors as the following: Genera appearance,
voice and speech, poise, ability to present ideas,
friendliness, extent to which applicant engenders
confidence.

2. TRAINING AND EXPERIENCE: Consider such
factors as the following: Quality and extensiveness
of applicant’s training and experience in same line of
work or in closely related work.

3. PERFORMANCE LEVEL: Consider such factors
asthefollowing: Familiarity with and facility in
discussing subjects related to the duties and
responsibilities of this position. Judgment. Alertness.
Extent to which applicant seems to grasp important
aspects of the job and gives evidence of ability to
plan and organize work.

4. COMBINED OVERALL EVALUATION: (Double
point value) In light of al the evidence regarding
the applicant’ s qudifications, evauate suitability
for this position. Consider items mentioned above
and any others you fedl are pertinent such as. Age,
attitude, socid adjustment, adaptability, etc.

TOTAL
POINTS

5. COMPARATIVE RANK: On the basisof overall suitability for the position, rank the applicants you
have interviewed today. Thisis your best estimate as to the person we should employ. (A tie-rank
order ispermissible.)

6. REMARKS
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Signature of Rater
APPENDIX 111

ATTENDANCE RECORD — VACATION RECORD
Vacations scheduled ahead should be marked in green. Indicate supervisory authorization.

From To
From To
From To

Scheduled absences other than vacation, mark in green. Indicate supervisory comments.

Date:

Date:

Date:

Absence— explanation of illnessand/or other explanatory information. Mark in red nonpaid time off.

From To
From To
From To
From To

Accident Report (Explanation)
Filed
Filed
Filed

Other (Explanation)

Date:
Date:

Date:

Tardy (Lateto Work) (Explanation)

Date:
Date:

Date:

Reprimands and Suspensions (Explanation)

Date:
Date:

Date:
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CASH MANAGEMENT

Cash management, as one component of a comprehensgive financia management program, is the
process of managing amunicipaity’s flow of cash receipts and disbursements to ensure maximum cash
avalability and maximum yied on the investment of idle cash.

A cash management program includes Sx major steps. the establishment of financid gods, the
review and revison of cash handling practices, the review and projection of cash flow, the investment of
idle funds, the andlysis of short-term borrowing needs and the choice of financia ingtitutions and
services. Each of these steps will be discussed in gregter detail below.

The mgor concern of cash management generdly is the same as personnd management, time
management or equipment management — achieving the most efficient use of the specified resource. This
means making sure cash is received and disbursed in the most efficient manner possible and making sure
it isinvested, between the time it is received and disbursed, in the mogt efficient and profitable manner

possible.
Gods

The gods of amunicipaity’s cash management program should indude maximizing the availability of
cash for the longest possible time and investing this available cash at the highest possible yidd.

When possible, asingleindividua should be designated the cash manager and given responsibility
for developing, implementing and directing the cash management program. The cash manager should
make periodic activity reports to the council or board to kegp them informed of investments, earnings
and other activities. Thisindividud should review any limitations imposed on amunicipdity’s cash
management activity by state statute or loca ordinance (or custom). Where local ordinances or
practices might limit cash management activity, the council or board should be informed and attempts
made to change the provision.

Cash Handling Practices

The three basic procedures in the cash handling cycle are collection, deposit and disbursement.
Improvements in these three aress are the keys to maximizing the availability of funds to meet cash
needs and for investment purposes. The development of policies and procedures that bring revenue
dollarsinto the treasury and retain the use of those dollars for as long as possible can net a significant
increase in investment dollars earned.

Caoallection Procedures

Municipaities provide many services to the public, such as trash collection or eectricity, for which a
feeis charged. Payment for these services should be required in advance or, if that is not possible, very
soon after the serviceis delivered. Pendlties or late charges should be imposed for ddinquent payments
or, conversdly, discounts for early payments could be offered (if the
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discounts do not cost more than the expected earnings on the cash made available by early payments).

All billings for sarvices, taxes, licenses or other fees should be mailed promptly at a scheduled time.
Whenever possible, this mailing time should be moved forward asfar as possible. For cycle billings,
invoices should be mailed as soon as they are prepared, unless the municipdity gains savingsin postage
cogts through bulk mailing. Likewise, due dates for taxes and service charges should be moved forward
asfar aspossible. Late payment pendties for taxes should be reviewed to make sure they are adequate.

Collection procedures for al delinquent receivables should be reviewed to make sure they are
gopropriate and are being followed aggressively.

Procedures for prompt filing of al gpplications and clams for federa and state grants should be
established. It may be appropriate to assgn a person as a“ grants coordinator” to maintain
communications with funding sources and ensure compliance with funding rules.

Deposit Procedures

Deposit procedures affect the rate a which funds on their way to or in the hands of aloca
government get deposited into a bank account. The following deposit procedures include suggestions
for improving the utilization of banking services.

All deposits should be made on & least adaily basis, with more frequent deposits made during
heavy collection times (e.g., yearly collection of property taxes).

Prompt, daily deposits dso should be made by all other departments that collect funds, such as
police department or swimming pool concessions. Whenever possible, deposits should be made before
the close of the banking day (usudly 2 p.m.) to assure receipts are credited on the day they are
received.

Also, during heavy collection times, personnel can be shifted from other divisons to speed the
processing of mail and the sorting and depositing of checks.

Reducing the number of bank accounts used by the municipaity makesit easer to identify idle cash
avaladle for investment. It dso amplifies the mechanics of investing idle cash. Clericd savingsin
reconciling bank accounts also may result from operating with fewer bank accounts.

Some cash managers may wish to increase the use of float by running a zero cash baance on the
municipa books. If s0, the bank should be asked to help develop the mechanics, so asto reduce the
chance of issuing checks in excess of the float. When such advance arrangements are made, the bank
should agree to notify the cash manager of the cash balance on the bank’ s records at the start of each
banking day.

Dishursement Procedures

To ad inimproving cash flow, disbursements should be timed so they remove cash from the
treasury only at the last possible moment. This desire, however, must be tempered by the need to
conduct busnessin afair and equitable manner consstent with local custom. The suggestions thet follow
for improving disbursement procedures are those related to accounts payable and payroll, the two
magjor types of disbursements.
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In most cases, the frequency of issuing accounts payable checks should be the same as for payroll
checks. If this practice is not practicd, a system of “aging payables’ can improve disbursement contral.
Asinvoices are received, they should be reviewed and a payment date affixed. They then arefiled by
payment date and disbursements made on those dates.

Checksin payment of bills should be issued as late as permitted under the terms of the bill, except
when cash discounts are offered for early payment.

Accounts payable checks should be released after the banks have closed for the day and, if
possible, be mailed so asto gain one to two days additiona float.

The progress-payment procedure in supplier contracts should be reviewed to make sure the
municipdity is paying for goods and services only after they have been recaived.

Regarding payrall frequency, the municipaity might save in payroll preparation costs, aswell as
improve cash flow, if the payroll period can be extended.

V acation-payment policy should be reviewed. Prepaid vacation payments can increase payroll
preparation costs and impair cash flow.

Consolidating Bank Accounts

Almog dl municipdities maintain more than one checking account. Severa have numerous
accounts. It is not uncommon for amunicipaity in Missouri to have ten or more separate accounts.

There are no federa or state requirements mandating separate checking accounts for any regular or
specid fund of amunicipdity. It gppears this practice has been used most often as a subgtitute for a
comprehensive accounting system. Other reasons so many accounts are used might be loca custom or
requirements of the depository inditutions.

There are saverd reasons the municipdity should consider consolidating bank accounts, idedlly
reducing the number to only one.

Subsgtantid savingsin clericd and adminitrative costs can be redlized because there are fewer bank
accounts to reconcile and baance. It becomes much easier to identify idle cash available for investment.
Requirements for compensating balances in each account ties up cash that otherwise could be invested
and earning income. The consolidated cash podition of the municipdity at any onetimeiseaser to
determine. Cash flows are less erratic with consolidation, permitting more accurate forecasting of
income and expenditures and scheduling of investment maturities. Findly, alarge number of checking
accounts do not necessaxily provide sufficient controls on municipa funds— it may, in fact, be more
difficult to discover and prove employee theft.

On rare occasions, bond covenants may require proceeds for a specific bond issue be segregated
in aspecid account. When this occurs, a specia cash flow andysis should be done and, since the
money often is held for more than one year, a gpecid investment plan drawn up using long-term higher-
yidding invesments.

Cash Flow
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In order to effectively invest idle funds to earn the highest return possible, amunicipdity must have a
thorough understanding of its cash flow — when cash is received and when it is needed for
disbursements. Without this knowledge, investment of fundsis only guesswork.

The best way to understand the cash flow of amunicipdity isto prepare a cash budget. A cash
budget shows the amount of estimated receipts for a month, the amount of estimated disbursements and
the amount, if any, left over for investment.

An annud cash budget can be prepared using historicd data and knowledge of future events. After
the cash budget is prepared, it should be updated each month to reflect actua receipts and
disbursements and their effect on future cash flow.

| nvestments

Once the maximum amount of idle cash is accumulated and the length of time this cash will be
available is known, the municipdity should establish an investment program.

The basis of any municipa investment program should be the passbook savings account. No cash
should be kept in a checking account at any time. Deposits of receipts should be made to the savings
account. Transfers of cash to the checking account should be made only when checks are written. This
ensuresthat dl funds are earning some interest every day between receipt and disbursement.

A number of optionsfor higher yieding invesments are avallable to municipdities that have
accumulated fundsin the savings account. These opinions are discussed in detail in Cash Management
for Missouri Municipalities avalladle from the Missouri Municipa League.

No matter what the investment, however, the municipaity should ascertain that the indtitution with
which the cash is invested provides sufficient collaterd to cover the full amount invested.

Borrowing
On occasion, it may be necessary for a municipality to borrow funds for a short period of time.

Mogt often thisis accomplished through a direct short-term loan from a bank. While this sort of loan
does not require voter approval, it should be done prudently and as infrequently as possible.

Finandd Inditutions

Every city needs a bank. Banks provide a number of services, such as checking accounts, which
cities must have to operate effectively and efficiently.

There are anumber of ways cities choose the bank with which to dedl. In cases of smaller cities
with only one bank ingde their limits, the council or board invariably restricts busnessto that bank. In
some cases of two or more banks, businessis rotated between them. In other cases, the oldest bank,
which had the city’ s business first, continues yeer after year.
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None of these methods of choosing a bank is compatible with good cash management practice.
Banks should be chosen on the basis of the types of services they are willing to provide a the lowest
cost.

Banks provide a number of services municipaities may wish to corsider. These include safe deposit
boxes, payment collections, lockboxes, armored car pickups, account reconciliation, investment
counseling, wire transfers, coupon redemption and direct deposit accounts.

Banks have two methods of charging for these services. One is a set fee charged on a per month or
per transaction basis. The other, and the most common, isthe use of compensating balances. Accounts
must maintain a minimum bal ance each month. Banks invest these baances and use the proceeds to
offset the costs of services to the account.

In summary, cash management represents the effective use of cash as aresource of the municipdity.

For more detailed discussions of this subject, see Cash Management for Missouri Municipalities,
Missouri Municipa League.
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CONDUCT OF ELECTIONS

The county election authority is responsible for the conduct of the election. However, severd
very important respongibilities are | eft to the city clerk.

Generd Duties

The governing body cdlsfor the eection usualy by ordinance. Only certain dates may be
selected except in the case of bond dections caused by emergency, contested dections, tie-vote runoffs
or dates specifically provided by the city charter. The authorized dates are the first Tuesday after the
firs Monday of February, August (non-primary years), November and the first Tuesday after the first
Monday in April (8115.123 RSM0). Election caendars are available from the Secretary of State's
office (www.sos.state.mo.us.gov ) or the county eection authority.

Generdly the ordinance cadling for the eection includes the time and date of the eection and the
purpose of the eection. Also, it indructsthe city clerk to give notice of the eection as prescribed by law
(8115.125 RSMo). State statute has established a uniform filing period that opens 16 Tuesdays before
Election Day and closes 11 Tuesdays before Election Day (8115.127(5) RSMo).

The following procedures are suggested as aguideline:
a) Noatify the County Election Authority of the Election

The city clerk should notify the county election authority (either the county clerk or board of
election commissioners) of the eection date established by the governing body. This notification
must be made no later than 5 p.m. on the tenth Tuesday prior to the eection (8115.125 RSMo).
The notice must be in writing, specify the name of the officer or agency caling the eection and
include a certified copy of the lega notice. The notice may, with prior notification to the eection
authority, be sent by facsimile transmission prior to 5:00 p.m. on the tenth Tuesday prior to the
election, provided the origina copy of the notice and a certified copy of the legd noticeis received
by the eection authority within three business days from the dete of the facamile tranamisson
(8115.125(1) RSM0). The county eection authority will be responsible for conducting the election
upon receipt of the notice.

b) Advertisesfiling dates

The legd notice mugt be published in at least one newspaper of generd circulaion in the political
subdivison prior to the opening of filing. Such notice must include which offices are to be filled, the
opening filing dete, location to file &, and the closng date for filing (8115.127(5) RSMo).

c) Acceptsfiling of candidates for city office

Filing must begin a 8:00 am. the Sixteenth Tuesday prior to the eection and the closing date
must be 5:00 p.m. on the deventh Tuesday prior to the dection (8115.127(5) RSMo).

d) City derk provides and has each candidate sgn a written notice of the obligation to filea
persond financia interest (ethics disclosure) satement (8105.487(1) RSMo).

€) Remits estimated costs of eection
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The county dection authority will estimate the cost of conducting the eection no later than the
fifth Tuesday prior to the dection. The estimated costs must be deposited with the county eection
authority no later than the third Tuesday prior to the eection (8115.077(2) RSMo);

f) Atfirg megting of the governing body after election, the city clerk should present the canvass of
votes as prepared by county eection authority;

g City clerk issuesthe certificates of dection and commissionsto dected officids;

h) Incaseof tievote, city cerk issues a proclamation calling for arun-off eection or determines
the winner by the drawing of lots (8115.517(3) and §115.517(4) RSMo); and

i) Thetota cost of the dection isfigured with additiona payment or areimbursement to the city
made as quickly as possible by the eection authority.

Filing of Candidates.

The city clerk acceptsfiling of candidates for city office. There isatandard form prescribed in
8115.349 RSMo for filing for state and county office. The city clerk may want to use this form with
some modification for those filing for city office. If possible a deputy should be appointed to accept
candidate filing in case of absence of the city clerk.

The order that a candidate' s name gppears on the ballot is often very important to the candidate.
State law requires that the political subdivison responsble for the oversight of the filing shal dearly
designate where candidates shdl form aline tofile. The law aso gives the municipdity the option of
alowing candidates who file on the first day to determine by random drawing the order in which such
candidates names shdl appear on the ballot (8115.124(2) RSMo).

State law requires that persons with unpaid city taxes or municipa user feeson the last day to filea
declaration of candidacy shall not be certified as a candidate for amunicipa office, nor shdl the person's
name gppear on the balot as a candidate for such office (8115.346 RSMo). Inthird and fourth class
cities date law aso prohibits the eection or appointment of individuaswho arein arrears for municipa
taxes (879.250 RSMo §77.380 RSMo).

There are mixed opinions as to whether or not the city clerk must be assured that candidates filing
for aparticular office meet the digibility requirements set out in the Sate datutes. A recent St. Louis
County circuit court ruled that 8115.346 RSMo was uncondtitutional. However, officidswith the
Missouri Secretary of State' s office and the Missouri Attorney Generd’ s office have stated that this
circuit court decision carries no precedential weight and that 8115.346 RSMo should still be considered
vdid.

An opinion has been released by the Office of the Attorney Generd that states that the county clerk
may refuse to place on the balot the name of a candidate he believesto beindigible (Attorney Generd
Opinion No. 87, April 11, 1972). The Secretary of State, Elections Division, has Sated that this opinion
is gpplicable to municipa dections aswell. The city clerk may wish to seek legd counsd on this matter.

Candidates may chalenge qudifications of opposition by filing a petition with the circuit clerk(8
115.526 RSMo).

Candidete Eligibility

Fourth Class Cities
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To qudify for the office of mayor, acandidate must be at least 25 years of age, a citizen of the
United States and aresident of the city for at least one year prior to his eection (879.080 RSMo). The
candidate also must be aregistered voter and have paid al city taxes (§79.250 RSMo).

To qudify for the office of dderman, acandidate must be at least 21 years of age, acitizen of the
United States and a resident and inhabitant of the city for one year prior to the eection, and aresident
of the ward from which heis eected (§79.070 RSMo). The candidate also must be aregistered voter
and have paid al city taxes (§79.250 RSMo).

All other dected officers must be registered voters, resdents of the city and have paid dl city taxes
(879.250 RSM0). Candidates must not be in arrears for any city taxes or fees on the last day of filing.

Third Class Cities (Mayor-Council Form)

To qudify for the office of mayor, a candidate must be a least 30 years of age, a citizen of the
United States and a resident of such city at the time of and for two years next preceding his eection.
Whenever thereisatiein the dection of mayor, the matter shal be determined by the council (877.230
RSMo). The candidate aso must be aregistered voter and have paid dl city taxes (§877.380 RSMo).

To qudify for the office of councilman, a candidate must be at least 21 years of age prior to teking
office, acitizen of the United States, and an inhabitant of the city for one year next preceding his
election, and aresident of the ward fromwhich he is dected six months next preceding his eection.
Whenever thereis atie in the eection of councilman, the matter shal be determined by the council
(8§77.060 RSMo0). The candidate also must be a registered voter and have paid all city taxes (877.380
RSMo).

All other eected officers must be registered voters and must be residents of the city and have paid
al city taxes (§877.380 RSMo).

Third Class Cities (Council-Manager Form)

In third class cities, with the manager form of government, the five council members are € ected
a large and must meet the same qualifications as council membersin regular third class cities, except for
the ward requirement (878.460 RSMo). The mayor is chosen by the council from among its members.

Villages

To qualify for the office of trustee, a candidate must be 21 years of age, a citizen of the United
States and aresident of such village at the time of and for one year next preceding his eection (880.050
RSMo).

Residency

State law requires that candidates for municipa office must be resdents of the municipdity for
which they seek office (see above for references). However, arecent court case has questioned what
role the municipa clerk should play in determining whether a candidate isindeed aresdent. The case,
from the Southern Digtrict Court of Appedls, held that the municipa clerk did not have the authority to
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refuse to certify a candidate for office solely based on the clerk’ s belief that the candidate was not a
resdent. Inlight of this case, clerks would be advised to seek their city attorney’s advice before
considering residency as reason not to certify a candidate.

Financid Interest (Ethics Disclosure) Statements

In cities with an annua operating budget in excess of one million dollars, candidates for eective
office must file a persond financid disclosure stlatement with the city cdlerk and the Missouri Ethics
Commission within the prescribed time period, unless the municipdity adopts an ordinance, order or
resolution pursuant to 8105.485(4) RSMo, establishing its own method of disclosing potentid conflicts
of interest and substantial interests (8105.483(11) and 8105.485 RSMo). The clerk must keep the
disclosure reports available for public ingpection and copying during norma business hours. Personal
financid disclosure cdendars and other forms are available from the Missouri Ethics Commission &t 1-
800-392-8660 or on the Ethics Commission's website at www.moethics.state. mo.us

At the time of filing, the city clerk must provide the candidate written notice of the candidate's
obligation to file afinancid interest statement, which must be signed by the candidate. (§8105.487(1)
RSMo). The notice must set out the requirement, deadline and consequences for failing to comply. The
Ethics Commisson has adraft notice available, though no particular form is required to provide natice.
In 2000 the Court of Appeds determined that the " Summary of Conflict of Interest and Campaign
Finance Laws' published by the Missouri Ethics Commission did not satisfy the local eection officer's
obligation to notify a candidate of hisor her duty to file afinancid interest satement (Jackson County
Bd. of Election Commissionersv. Paluka, 13 SW.3d 684/Mo. App. W.D. 2000); therefore, the
Commission urgesloca dection officiasto review the court opinion and consult with their local
attorneys to determine whether local policies and procedures for giving notice comply with the satutory
requirement and standards set by the appeals court.

Campaign Finance Disclosure

The Missouri Ethics Commission will send the "Summary of Conflict of Interest and Campaign
Finance Laws' booklets to the clerk before the candidate filing period opens. The booklet is a summary
of the laws contained in Chapters 105 and 130 RSMo. Candidates must sign the acknowledgement
form attached to the front of the booklet at the time of filing, verifying that the candidate received the
summary when filing for office (8105.973 RSMo). When the date for candidate filing has ended, the city
clerk mailsthe ydlow copy of the Sgned form to the Missouri Ethics Commission and retains the white
copy inthe derk'sfiles. The law and campaign finance reporting forms are available from the Missouri
Ethics Commission, P. O. Box 1370, Jefferson City, MO 65102, 573-751-2020 or 1-800-392-8660.

Certificates of eection, or the issuing of an oath of office to any candidate, should be withheld until
any required campaign finance disclosure forms are submitted to the city cerk by the winning candidate
(8130.071 RSMo). The campaign finance disclosure forms should be filed immediately upon receipt
and made available for public ingpection (8130.056 RSMo). All candidates for eectionin acity eection
must file the applicable campaign finance disclosure forms.

** Note: Nonpartisan candidates for municipd officein cities of 100,000 or less are not required to
file an exemption statement to form a committee and file disclosure reports if the aggregate of
contributions received or expenditures made does not exceed $1,000 and the aggregate of contributions
from any one contributor does not exceed $250 (§130.016(6) RSMo).
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Write-1n Candidate

To bedigible to be awrite-in candidate, a declaration of intent to be awrite-in candidate has to be
filed. This declaration must be filed with the proper eection authority prior to 5 p.m. on the second
Friday immediately preceding the Election Day (8115.453(4) RSMo0). This, however, does not apply
when no candidate hasfiled for the office or if the number of candidates filed is fewer than the number
of postionsto befilled. When no candidate has filed, or if fewer candidates filed than the number of
officesto befilled, write-in votes are counted regardless of whether a declaration of intent has been
filed. An opinion has been reeased by the Office of the Attorney Generd relating to write-in candidates
(Attorney General Opinion 110-01).

Voter Registration

For a person to be eigible to vote, he must be registered on or before the fourth Wednesday prior
to the eection. The county dection authority should have the opportunity to close the registration books
at the proper time and dl potentid city voters should be given the opportunity to register (§115.135
RSMo).

The FArgs Mesting of the Governing Body

After the dection, the city clerk should present the returns of the eection to the governing body. The
governing body should adopt an ordinance declaring the results of the eection after the canvas of
returns.

An dection may be contested in circuit court within 30 days after the officid announcement of the
election results (8115.577 RSMo) or within five days for a primary dection (8115.531 RSMo).

Once the city clerk issues the certificate of eection and oath of office to successful candidates, the
mayor then must Sgn al commissons of officers eected (879.190 RSMo - fourth class cities, §77.320
RSMo -- third class cities). Various other procedures should take place following the certification of
the election depending on the dass of the municipdity.

In villages, the board of trustees must assemble within 20 days and choose a chairman from among
the board (880.060 RSMo).

In fourth class cities, the board must select one of their own to be the acting president of the board
of dderman (879.090 RSMo). The dderman with this desgnation will have the full power of the
Mayor when the Mayor is absent (§879.100 RSMo).

In third class cities, the procedures vary depending on the form of the government. Those with city
manager governments must elect one of the council to be mayor and another councilmember to serve as
chairman pro tem (8 78.560). Mayor-Council cities have until the fourth Tuesday in April to select one
of their members to serve as president pro tem (877.070 RSMo).

Duties of City Clerksin $. Louis, Clay and Jackson Counties

. Louis County, Clay County and Jackson County have a Board of Election Commissoners.
However, the city clerk is respongible for the following:

-83-



Notification of the county election board of the date of the election and provision of issue and/or
certificate of candidates for election.

Accepting dl candidates filings for office and provison of thelist to the Board of Election
Commissonersin the order of time of filing.

I ssuance of certificates of eection after acceptance by the governing body of the canvass of
votes by the county board of election commissioners. Certificate of dection, or the oath of
office, may not be given to candidates until they have filed al the required campaign finance
disclosure forms.

Receipt and maintenance of the campaign finance disclosure and persond financid disclosure
(ethics) reports, and assuring that those reports are available for public ingpection. Al
candidates, whether they won or lost, who have filed for office in acity dection mugt filethe
gpplicable campaign finance disclosure and financid disclosure forms with the city clerk.

Conclusion
If any question concerning the eection process should arise, the city clerk may want to contact the

city attorney, county clerk or board of eection commissoners. Also, the Secretary of State, Elections
Divison, isagood source of information. They can be reached at 573-751-2301 or 1-800-669-8683.

GENERAL ELECTION CHECKLIST rev 06/20/03 plc

Important Dates and Offices
ELECTION DATE (1ST TUES. AFTER 1ST MON. INAPRIL)

OFFICESTO BEFILLED:

LEGAL PUBLICATION (WEEK BEFORE & OF FILING OPENS,
WEEK BEFORE FILING CLOSES)

FILING OPENS (16TH T UESDAY BEFORE ELECTION)

FILING CLOSES (11™ T UESDAY BEFORE ELECTI ON)
CERTIFICATION DUE (10TH T UESDAY BEFORE ELECTI ON)
FINANCIAL DISCLOSURE DUE (14TH DAY AFTER FILING CLOSES)

FINAL FINANCIAL DISC. DUE (21ST DAY AFTER FILING CLOSES)

ORGANIZATIONAL MEETING (AFTER ELECTION)
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Election Checklist:

TASK DESCRIPTION DUE DATE
REVIEW ELECTION LAWS FOR APPLICABLE CHANGES OCTOBER 1
REVIEW CITY ORDINANCE S FOR POSSIBLE REVISIONS OCTOBER 1
REVISE ORDINANCES AS REQUIRED BEFORE CALLING ELECTION NOVEMBER 1
DETERMINE FILINGDATES & OFFICES OCTOBER 1
PREPARE ORDINANCE CALLING ELECTION NOVEMBER 1
REVIEW & REVISE PACKET FORMS DECEMBER 1
ORDINANCE CALLING ELECTION TOBOA DECEMBER1 (MTG: )
COPY APPROVED ORDINANCE TO ELECTION BOARD (COURTESY ) AFTER ORDINANCE
PREPARE LEGAL NOTICEFOR ADVOCATE DECEMBER 1
POST LEGAL NOTICE ONBULLETIN BOARD AFTER ORDINANCE
ASSEMBLE CANDIDATE PACKETS DECEMBER 1
LEGAL NOTICE TOADVOCATE DECEMBER 1
ETHICS—CANDIDATE LIST & VERIFICATION FORMS AFTERFILING CLOSES ( )
T AX COMPLIANCE CHECKS DONE ASRECEIVED
FILING FEES TO CUSTOMER SERVICE FOR RECEIPT AFTERFILING CLOSES

CERTIFICATION TOELECTION BOARD W/ORD. & LEGAL (CERTIFIED) 7 DAYSAFTERFILING CLOSES

SCHOOL & WATER DISTRICT CANDIDATES. REQUEST ADDRESSES &

0O|0|0|0|0|0|0|0|0|0|0|0|0|0|0|0|0|0|0) O|0|0|0|0|0|0|0|0|0|0|o|0|0|0|0o)|0

SEND SIGNAGE LETTERS AFTERFILING CLOSES
PREPARE PURCHASE ORDER FOR DEPOSIT (ATTACH ORD . COPY) MID-FEBRUARY
MAIL DEPOSIT CHECK W/LETTER TO ELECTION BOARD ( ) 3™ TUESDAY BEFORE ELECTION
CALL ELECTION BOARD FOR TALLY/CHECK WEBSITE MORNING AFTER ELECTION
PREPARE ORDINANCE DECLARING RESULTS BOA MEETING AFTER ELECTION
LETTERS TO SUCCESSFUL CANDIDATES AFTERELECTION
ORIENTATION PACKETSFOR NEW ELECTED OFFICIALS AFTERELECTION
LETTERS TO UNSUCCESSFUL CANDIDATES AFTERELECTION
OATHS OF OFFICE FOR ALL NEWLY ELECTED OFFICIALS AFTERELECTION
COMMISSIONSFORALL NEWLY ELECTED OFFICIALS AFTERELECTION
RBA, OATH OF OFFICE& ACTING PRESIDENT OFBOA AFTERELECTION
ORDER PLEXIGLASSNAMEPLATESFOR NEW OFFICIALS AFTERELECTION
UPDATE MEMORIAL BOARD FOR ELECTED OFFICIALS AFTERELECTION
UPDATE ELECTED OFFICIALSHISTORY FILE/NOTEBOOK AFTERELECTION
UPDATE PUBLIC OFFICIALSLISTING AFTERELECTION
UPDATE HISTORICAL COMMUNITY PROFILE AFTERELECTION
PREPARE ROLODEX CARDSFOR CLERK & ASSISTANT/CC: ACCTG. AFTERELECTION
PAYROLL & WITHHOLDING FORMS FOR NEW OFFICIALS AFTERELECTION
BOA SALARY INCREASESMEMO (CREDENZA FILE 3-CC) AFTERELECTION
UPDATE BOA PROFILES FOR NEW BOARD MEMBERS AFTERELECTION
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