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Introduction
This manual has been prepared to document the internal accounting procedures for the
(Camden County). Its purpose is to ensure that assets are safeguarded, that financial statements
are in conformity with generally accepted accounting principles, and that finances are
managed with responsible stewardship.
All personnel with a role in the management of Camden County's fiscal operations are expected to uphold the
policies in this manual. It is the intention of Camden County that this accounting manual serve as our
commitment to proper, accurate financial management and reporting.
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Chapter 1 - Internal Controls

Camden County
Guide to Internal Controls and Risk Management

The County Commission and the elected officials of the Camden County place significant importance on the establishment,
effectiveness and monitoring of internal controls to safeguard the assets of the County. Camden County has created this
Guide to Internal Controls and Risk Management to document and enforce internal control policies and procedures.

INTERNAL CONTROL

Camden County has aligned this internal control document with the 1994 report issued by the Committee of Sponsoring
Organizations of the Treadway Commission (COSO) and standards adopted by the American Institute of Certified Public
Accountants and the Federal Office of Management and Budget. COSO is the recognized standard for establishing internal
controls and defines internal control as “a process, effected by an entity’s county commission elected officials, management
and other personnel, designed to provide reasonable assurance regarding the achievement of objectives in the following
categories:





Effectiveness and efficiency of operations
Reliability of Financial Reporting
Compliance with applicable laws and objectives

The first objective deals with the entity’s achievement of basic county objectives. The second refers to the reliability of
financial information (both internal and external) that is used by decision makers. The third deals with complying with
laws, regulations and policies.

Thus, internal control is a management process to assist the county in achieving the educational objectives adopted by the
County Commission. This management control system should include procedures and policies to help ensure resources are
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guarded against waste, loss and misuse; that reliable data is obtained, maintained, and fairly disclosed in financial statements
and other reports; and resource use is consistent with laws, regulations, and policies. Internal control can be judged as
effective in each of these categories if the County Commission and elected officials have reasonable assurance that:

1. They understand the extent to which the entity’s operations objectives are being achieved.
2. Published financial statements are being prepared reliably.
3. Compliance with applicable laws and regulations is being achieved.
Reasonable assurance equates to a satisfactory level of confidence given the considerations of costs, benefits and risks.

Based on the Statement of Auditing Standards (SAS) 122, the County has reviewed and documented its basic internal
controls and performed fraud and risk assessments. This process included reviewing, documenting and compiling the
policies, regulations and procedures that set the internal control environment for the County. Also included in the
documentation is the County Commission’s commitment to the County’s internal controls by setting the tone from the top
of the organization. This assessment was conducted in part to evaluate current practices in place as well as to initiate and
ensure continuation of the County’s commitment to internal control. A comprehensive review must be conducted on an
ongoing basis since the potential risk for fraud is ongoing as well.

County management should identify and analyze the risks in achieving educational objectives and determine how to most
effectively and efficiently manage those risks. Management defines the level of risk and strives to control risks within those
levels.

Camden County has adopted methods to assess risk and review control activities. A risk assessment is a process to identify,
analyze, and manage risk. The county needs a plan to identify both external and internal risks. The plan will help
management understand how those risks affect their activities, assess their significance, manage their effect and provide for
continuous monitoring. Risk identification can often be integrated with a county’s planning activities.

Risk analysis involves a careful, rational process of estimating the significance of a risk, assessing the likelihood of its
occurrence and considering what actions and controls need to be taken to manage it. Risk analysis also involves estimating
the cost to the county if something does go wrong.

COMPONENTS OF INTERNAL CONTROL

The COSO Framework outlines five essential components of an effective internal control system:
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1. Control Environment. The control environment sets the tone of a county as it defines elected officials,
management’s leadership and commitment towards openness, honesty, integrity and ethical behavior. It is the
foundation for all other components of internal control. Control environment factors include the meaning of
integrity, ethical values, and the competence of the entity’s people; management’s philosophy and operating
style; the way management assigns authority and responsibility and organizes and develops its people; and the
attention and direction provided by the County Commission. The control environment reflects the overall
attitude, awareness, and actions of the County Commission, elected officials, management and others
concerning the importance of control and the way it is used in the entity.
2. Risk Assessment. This is the identification and analysis of obstacles to achieving the objectives and forms a
basis for determining how risks should be managed. This component should address the risks, both internal
and external, that must be assessed. Before conducting a risk assessment, objectives must be set and linked at
different levels.
3. Control Activities. Control activities are the internal policies and procedures that help ensure that management
directives are carried out. They help ensure necessary actions are taken to address risks to achieving the
County’s objectives. These include a range of activities such as approvals, authorizations, verifications,
reconciliations, review of operating performance, security of assets, and segregation of duties.
4. Information and Communication. Pertinent information must be identified, captured and communicated in a
form and time frame that enables individuals to carry out their duties. Information systems produce reports
containing operational, financial and compliance related information, making it possible to efficiently manage
the County.
5. Monitoring. Management systems and internal activities need to be monitored to assess the quality of their
performance over time. Assessment is accomplished through ongoing monitoring activities, separate
evaluations, or both. Deficiencies should be reported upstream with serious matters reported to top
management.
These five components are linked together, thus forming an integrated system that can react dynamically to changing
conditions. The internal control system is intertwined with the organization’s operating activities, and is most effective
when controls are built into the organization’s infrastructure, becoming part of the very essence of the county Commission.

LIMITATIONS OF INTERNAL CONTROL
Internal control is not an absolute assurance to elected official’s management and the County Commission about the
organization’s achievement of its objectives. It can only provide reasonable assurance, due to limitations inherent in all
internal control systems. For example, breakdowns in the internal control structure can occur due to simple error or mistake,
as well as faulty judgments that could be made at any level of management. In addition, controls can be circumvented by
collusion or by management override. Finally, the design of the internal control system is a function of the resources
available, meaning that there must be a cost-benefit analysis in the design of the system.
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INTERNAL CONTROL STRUCTURE

Internal Controls are not just a means of preventing employee fraud. The internal control structure within an organization
consists of policies and procedures established to provide reasonable assurance that the organization’s objectives will be
achieved.

The internal control structure shall be designed to ensure that the assets of the County are protected from loss, theft or
misuse and provide reasonable assurance that these objectives are met.





Internal control is a process. It is a means to an end, not an end in itself.
Internal control is affected by people. It’s not merely policy manuals and forms, but people at every level of
an organization.
Internal control can be expected to provide only reasonable assurance, not absolute assurance, to an entity’s
management and board.
Internal control is geared to the achievement of objectives in one or more separate but overlapping categories.

Internal control comprises the County’s environment, staff, plan, policies, systems and procedures, and must be:

1.
2.
3.
4.

Established, executed, and monitored by the County Commission, administration, and other personnel.
Designed to foster achievement of the County’s objectives.
Compliant with applicable laws and ethical standards.
Developed in a prudent manner with balanced cost-benefit considerations.

Internal administrative controls provide for operational efficiency and for adherence to prescribed policies in all departments
of the organization. Internal accounting controls are those bearing directly upon the dependability of the accounting records
and the financial statements and should be established and designed to achieve the following objectives:



Validation/Existence
Validation is the examination of documentation, by someone with an understanding of the accounting
system, for evidence that a recorded transaction actually took place and that it occurred in accordance with
the prescribed procedures. Transactions should be tested by an informed individual and determination
made as to their validity (e.g., appropriate approvals have been obtained and/or comparisons have been
made to the underlying documentation.)



Accuracy/Valuation
Accuracy is achieved when controls are in place to check calculations and account classifications, in order
to ensure that each transaction is reviewed for mathematical calculations, proper coding, and timeliness.
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Accuracy/Valuation (continued):
Reconciliations between subsidiary records and control accounts should be performed monthly to ensure
that postings are correct and adjustments have been properly processed.



Completeness
Completeness controls are needed to ensure proper summarization of information and proper preparations
of financial reports. Completeness is achieved when all transactions that should be presented in the
financial statements are included.



Segregation of Duties
Internal controls are dependent upon the proper segregation of duties between authorization of transactions,
record keeping for transactions and custody of assets. This fundamental concept is that no one department
or person should handle all aspects of a transaction from beginning to end.



Physical Security
All assets and the accounting records should be properly safeguarded to prevent theft or other loss. Physical
security of assets requires that access to both assets and related accounting records is through the use of
physical controls. Protection devices restrict unauthorized personnel from obtaining direct access to assets
or indirect access through accounting records which could be used to misappropriate assets.

CONTROL ENVIRONMENT

The County Commission are committed to maintaining a system of internal controls. The County Commission has adopted
County policies which govern assets, processes and the operations of the County. In addition, the County Commission has
established additional policies which provide direction to the County as well as set a tone for good business practices,
established procedures, ethical activity and prevention of fraud. Likewise, County Management is committed to internal
control and also is responsible for the foundation of internal control and establishing a culture of internal control with
employees. The County plans, organizes and directs all processes in a manner that ensures the goals and objectives of
internal control are met. All systems, processes, operations, functions and activities must be managed to support an internal
control policy. The Auditor is responsible for establishing and maintaining an internal control structure that will be reviewed
annually with the County’s independent auditor the controls put in places.
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As stated, the control environment starts with the County Commission and, from there, flows through all levels of the
County. A brief review of this structure is given below.

County Commission. The County Commission has established internal control by setting and overseeing County Policy.
The three major areas of control, which are operations, compliance with federal and state laws and regulations, and financial
reporting, are governed by County Policy. The County Commission expresses its commitment to internal control as well
as its expectations that all employees will follow the system of internal control.

Auditor. The Auditor has the ultimate responsibility of the internal control system since this position is viewed as the person
responsible for the daily operations of the County. The Auditor conveys to all employees the tone/culture that affects the
integrity, ethics and other factors that create the positive control environment needed for the internal control system to
thrive. However, after setting the tone for the County, much of the day-to-day operation of the control system is delegated
to each elected official, under the leadership of the Auditor.

Elected Officials - Other Office Holders. The internal control system is only as effective as the employees throughout the
County that must comply with it. Employees throughout the organization should understand their role in internal control
and the importance of supporting the system through their own actions and encouraging respect of the system by their
colleagues throughout the County.

Employees are made aware, through County policy and annual training, of the expectations and requirements regarding
ethical behavior as well as potential consequences of misbehavior.

The County is committed to competence and excellence as illustrated through the job descriptions, the interview and hiring
process, performance of mandated background checks on all employees, and the professional development and training
opportunities available to all employees.

The County Commission takes an active role in the overall operations of the County. County members are active on
committees, review monthly financial reports, are apprised of various situations within the County through the closed
session meetings, and make final decisions on all contracts/agreements/compensation and overall operations of the County.
Additionally, the County Commission reviews policy and reviews the departments and programs of the County.

The County’s philosophy and operating style tends to be of a conservative nature since the County is entrusted with taxpayer
money through the collection of local property taxes, state revenue and federal revenue. As a result, decisions are examined
and evaluated to ensure that they are in the best interest of the County. The County has also been able to retain competent
personnel within its management which has allowed for the consistency of implementing County approved purchasing and
accounting procedures.
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Risk Assessment & Control Activities

The County tries to anticipate, identify, analyze, and manage events or activities that affect achievement of County-level or
activity-level objectives. These events could be internal or external items. The County relies on external sources to help
identify and react to changes such as state or federal legislation or regulations, property tax related concerns, and economic
concerns that might affect budgeting, cash flow, or investing of surplus capital. The County will continue this practice.

The first step in the risk analysis process is to group naturally interrelated activities into control cycles. These control cycles
are identified below. The auditor prioritizes the examination of controls by department, activity, or control cycle based
upon the perceived degree of vulnerability by considering the risk’s impact and likelihood of occurrence. The auditor will
then test the controls by documenting how transactions and events are selected for evaluation. The documentation includes
who is responsible for doing what task. Potential risks are then identified along with related control policies and procedures
designed to compensate for those potential risks. The design of each compensating control is evaluated to determine whether
the control is effective and operating as designed and tested to see if it has actually been implemented. If controls are not
working properly, then appropriate action is taken to ensure compliance. The cost/benefit of the controls is also taken into
consideration.

Financial Cycles

Cash Receipts
The risk of theft and fraud is potentially the greatest with cash, and a strict adherence to County policies and practices is
critical to ensure the safety of those assets. The following will assess specific areas within the County that are responsible
for cash.

Deposits and Petty Cash:

Cash payments are received at in various elected office for fees officeholder and are the responsibility of the secretaries
within each County.
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At the County, employees collect money for taxes, fees, etc. After employees count their funds, they bring the cash and
checks to the Treasurer’s office. The Treasurer office staff counts the funds again to verify the employees’ total. The
deposits are labeled and locked in a safe until ready for deposit. Deposits are made daily. The Deputy Treasurer signs out
the numbered bank bags and the courier signs that they have received them. The courier places the bags in a safe inside
their vehicle. The courier takes the bags to the bank. The bank signs for each numbered bag and the courier signs that they
released the bags to the bank.

Each Office is assigned a location code for deposits. All checks are logged and endorsed by a stamp stating “For Deposit
Only, Camden County, Account number by the daily deposit. All Treasurer office employee accept fees from other county
offices. Treasurer’s office employee calculates the total amount of cash and checks in front of the office employee is
transporting the deposit and both the office and Treasurer’s employee sign the cash log sheet. The calculator tape of these
totals are taped or stapled to the paperwork submitted by the depositing department. All monies must match the departments
paperwork to be receipted by the Treasurer’s office, Deposits are reviewed for accuracy before taken BY THE Armored
Transport to the bank.
Offices with Checking Accounts: Armored Transport- The Treasurer, Collector, Circuit Clerk and Sheriff office currently
use the transport services. All Monies are maintained in a secure location until Transport service picks up. Login sheets of
the depositing office and receiving office sign a log of the locked deposit bag for transport service documentation, The
employee fills out a three-part deposit slip; the cash, checks, and a copy of the deposit slip are placed in a tamper-resistant
bank deposit bag. The County office keeps one copy of the deposit slip for their records and one copy is sent to the
Treasurer’ Office. The deposits bags are locked in the Treasurer’s vault until they are picked up by the County courier at a
designated secure location. The County courier delivers the deposits to the bank daily The bank also maintains a deposit
bag log that is verified by the Treasurer’s office to ensure all deposits are deposited timely to the County bank account.

All monies collected shall be handled in a proper fiscal manner and prudently safeguarded. Money collected for any purpose
shall be submitted to the Treasurer’s office, who will provide for its proper deposit. Monies may not be loaned or used for
purchases at the County site before being deposited. Money should never be left in a desk, or any other unsecured location
nor held at the County site beyond the time of the next security service pick up.

All items purchased with petty cash funds should meet the criteria of an expedient measure, and should not be used to
circumvent the established policy on purchasing authority. Employees may not make petty cash purchases without the prior
approval of an officeholder. The petty cash funds will be replenished as imprest funds and are to be reimbursed to each
fund through accounts payable, utilizing the normal accounts payable process.
Risk: Cash receipts lost or stolen. There is always a high risk of theft when handling cash and strong controls are
essential to safeguard cash receipts. These controls help ensure that cash is brought under control immediately upon
receipt and that procedures are in place at each step in the process to ensure the cash is properly secured and accounted
for.

Key Controls:
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1.
2.
3.
4.
5.
6.
7.

Cash log/resister totals/manual receipts reconciled to deposits.
Timely deposits with supervisory review.
Physical security of receipts at all stages of handling and processing.
Restrictive endorsement applied to checks immediately upon receipt.
Manual receipt forms physically secure at all times.
Payee is “Camden County.”
Employees participate in annual online cash handling training.

Risk: Cash receipts recorded incorrectly in the accounting system. It is important to maintain the integrity of the
accounting system involved in recording cash receipts. Poor accounting controls provide the opportunity for
someone to misappropriate cash receipts without the risk of detection.

Key Controls:
1.
2.
3.
4.
5.

Detailed records kept of individual receipts (cash log).
Period ending cutoff procedures ensures recognition in correct period.
Procedures exist to ensure that all deposited receipts are recognized in the accounting system.
Reconciliation between federal cash draws system information and State accounting system information.
Management compares budgeted receipts to actual receipts at least monthly.

Risk: Reconciliation insufficient to detect and deter lost or stolen receipts and to ensure receipts are properly recorded.
Accurate and timely cash reconciliations are a critical control because they provide an opportunity to compare the
accounting records with a reliable and independent source.

Key Controls:
1.
2.
3.
4.

Daily reconciliation performed and reviewed in a timely manner.
Standardized reconciliation procedures exist and are communicated to the appropriate staff.
The Auditor’s Office collects and reviews reconciliation documentation.
Reconciliation documentation is retained for appropriate time period per Secretary of State record retention
guidelines.
5. Variances are pursued and results acted upon in a rigorous and timely manner.
6. Reconciliation performed by the Deputy in the Treasurer’s Office who is independent of the officeholder cash
receipt process. Once reconciliations is completed by the Treasurer’s office it is reviewed by the Auditor’s
office as a mitigation of internal controls then forwarded to the Commission and County Clerk’s office.

Risk: Segregation of duties insufficient to prevent and detect lost or stolen receipts and to ensure receipts are
properly recorded. If only one person is involved in the cash receipts cycle, it is easy to manipulate the process to
allow cash thefts to go undetected. Segregation of duties helps ensure that one person does not have complete control
of the physical cash and its accounting.
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Key Controls:
1. In relation to cash receipts, the following functions are performed by separate individuals and, ideally,
under separate supervision:
a. Physical custody of cash.
b. Accounting/recording of cash receipts.
c. Reconciliation of accounting records to bank information and cash log (and subsidiary
system if applicable).

Revenue
The majority of revenue to the County is received from government sources through ACH transactions. Each office holder
that collects cash, checks or takes credit cards are responsible for internal control in their office. The County is on the cash
basis of accounting and does not record receivables.

Risk: Improper revenue receivables, accounting policies, and practices result in misstatement of account balances.
These controls will help ensure that there is adequate accountability and that accounts receivable and related accounts
are reported properly.

Key Controls:
1.
2.
3.
4.
5.
6.
7.
8.

Source documents supporting accounts receivables postings are retained.
Policies and procedures ensure accurate posting of revenue and receivables at period end (period end cut off).
Accuracy of invoices is ensured prior to communicating billing to customer.
Ability to perform account adjustments, refunds, write-offs, and allowance for bad debt is limited and
separate from other receivables functions.
Authorization/approval procedures are adequate to ensure accuracy and legitimacy of adjustments.
Access to the accounts receivable activity is limited to authorized personnel.
Subsidiary accounts receivable ledger is reconciled to the control account monthly.
Majority of County revenues are reconciled to independent payment reports.

Risk: Policies and procedures insufficient to collect amounts due in a timely manner.

Key Controls:
1. Collection and credit policies exist that address:
a. limiting services to delinquent accounts; and

13

b. collection activity on delinquent accounts.
Risk: Inadequate segregation of duties. These controls will help deter and detect inappropriate account activity
including simple mistakes and overt fraud.

Key Controls:
1. Wherever possible, separate personnel are handling the billing, collection, and account adjustment duties.
2. Supervisor reviews activities associated with the billing, collection, and account adjustment duties.
3. The following duties performed by different people where possible:
a. Billing, collecting, and cash application of accounts receivable funds.
b. Maintaining detail accounts receivable records, collecting, and general ledger posting.
c. Writing off or adjusting to accounts receivable and the maintenance of accounts receivable records.
d. Investigating disputes with billing amounts and the maintenance of accounts receivable records.
e. Reconciling, investigating reconciling items, and posting detail accounts receivable records.

Expenditures - Accounts Payable
Accounts Payable process:

The County Clerk, Auditor, and Commission office is responsible for paying the bills for the County. The Accounts payable
are supervised by the County Clerk. The annual budget governs the expenditures and obligation of all funds for the County.
Request for payments are submitted through the Auditor’s office for budget approval and appropriateness. Once approved
by the Auditor’s office the invoice is certified warrants are issued by the Auditor’s office for approval by the Commission
through the accounting software for payment. No funds may be spent that are not authorized by the annual budget. If an
unanticipated need arises, then an appropriate amount sufficient to cover the needed expenditure will be transferred from
unencumbered budget surplus or the budget will be revised in order that sufficient funds may be available for the
expenditure(s). Once the commission approves the warrants are sent to Accounts Payable under the Clerk. Then checks
are processed and signed by the Treasurer’s office for distribution or mailed. Checks are held in a secure location until the
Treasurer distributes signed checks with the help of Accounts Payable. All approval levels are tracked in the accounting
system. The Accounts Payable office matches all invoice documents to actual checks. The Auditor’s office prepare the
monthly financial reports which are presented to the Commission for review.
The Auditor will prepare financial expenditure reports including purchases paid by check and by purchasing cards which
are presented to the Commission daily for review and approval. Invoices for materials or services will be authorized for
payment only upon the approval of the County. However, payments for materials or services which are necessary for normal
business operations may be authorized by the elected officials if funds have been budgeted. In addition, if cash discount or
avoidance of financial penalty can be achieved, the Treasurer is authorized to issue a check; exceptions are prepay bills
which include utility bills, discounted invoices, invoices that include a late charge or penalty, etc. The Auditor prepares
and reviews for bill list/check run reports.
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County Policies and Missouri state statutes address the areas of responsibility pertaining to purchasing including purchasing
guidelines, authority, state statutes, and bids requirements.

The County is on the cash basis of accounting and therefore recognizes expenditures when payment is made.

Purchasing Process:
Purchase orders are typed into the accounting system by the office that is requesting goods or services. Not all purchase
requires a purchase order. Expenditures such as employee benefits, utilities, contracted services and professional fees do
not require a purchase order. Once a purchase order is entered into the accounting system it is sent through an approval
process beginning with the County office holder who should review the request for appropriateness and that the expenditure
was included within the County’s budget. After the County official approves the purchase order, further approval is needed
by the Auditor. The Auditor reviews all payment information including account codes, available budget, vendor information
and proper documentation.

A receiving copy of the purchase order is retained by the originator. Invoices are received at the County’s Administration
Office and any discrepancies are investigated by the Accounts Payable Specialist and/or the originating department. The
Accounts Payable reviews invoices in the accounting system and balances check run to invoices. Invoices are approved at
the officeholder. Invoice for payments are submitted through the Auditor’s office for certification of warrants are issued by
the Auditor’s office for approval by the Commission and by the Accounts Payable Specialist prior to payment. All approval
levels are tracked in the accounting system for approvals see Accounts Payable process described earlier in the section.

In addition, per County Policy and by IRS regulation all travel and reimbursement expenditures are documented including
meals, lodging, registration, etc. Travel reimbursement requests are signed by the program/department supervisor and sent
to the Accounts Payable for review and processing as described above.

Risk: County resources lost or stolen through unauthorized/improper expenditures. Adequate controls over the
expenditure process are essential in preventing and detecting fraud and other improprieties involving County
resources.

Key Controls:
1. Policies and procedures adequate to accurately determine payee eligibility.
2. Payables reviewed and approved prior to payment for the following:
a. Payment within budgetary parameters.
b. Goods/services/benefits allowable and authorized per the appropriation.
c. Expenditure is necessary and reasonable.
d. Vendor is legitimate and accurately reflected on the invoice.
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e. Payment amount is supported – quantities, unit prices, extensions and totals are correct.
f. Voucher material includes an original invoice as required.
g. Does the purchase excess statutory limits requiring bid our process or on
state contract. (State Contract requires copy of Contract #, Bid process
requires all steps of bidding process for documentation as required by law.)
h. Agreement with contract terms.
i. Acknowledgement of receipt of goods or services.
4. Procedures applied consistently to prevent duplicate payments.
a. Software detects duplicate invoice numbers.
5. Controls over vendor file include:
a. Limited access to vendor file and restricted ability to alter the file.
b. Approval process for new vendors and vendor record changes.
c. Periodic identification of inactive vendors to ensure these is made inactive in the system.
6. In cases where original invoices are not used, other policies and procedures to ensure legitimacy of
all components of the payment.
Risk: The County does not receive the best possible service, quality of goods, price, contract terms and/or protection
from liability. The County is not in compliance with laws and regulations.

Key Controls:
1. Policies and procedures ensure legality of purchasing procedures.
2. Where County exercises significant control over the procurement process, County purchasing requirements
are followed. These include:
a. Competitive bidding/quotes.
b. No conflict of interest (real or the appearance of conflict).
c. Sole source justification documented.
d. Standard riders included in contract.
e. Grant restrictions accommodated.
f. Statewide contracts/purchase agreements taken into consideration.
g. Process involves all approval levels as appropriate.
h. Fairness to all potential bidders ensured.
i. Prior contractors solicited for bids.

Risk: Accounting for expenditures, payables, encumbrances and disbursements inadequate for the purposes of
accountability, financial reporting, compliance with laws and regulations and prevention of loss of assets.

Key Controls:
1. Account codes are reviewed and approved for the following attributes:
a. Funding source (fund and program).
b. Accounting period (year-end cutoff).
c. Relief of encumbrance (contract identification).
d. Grant identification for Federal and State reporting purposes and allow ability determination (program).
e. Object Coding for description of expenditure items, procurement treatment, tax and other reporting
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purposes, application of travel policies, capital asset recognition, and other policy requirements.
2. Purchase orders periodically reviewed for unresolved open items.
3. Payables are systematically managed and controlled for the purposes of efficiency, ensuring payment and
credit for payment, receipt of discounts for early payment, and management of budgetary resources.
4. Expenditure Journal Vouchers are supported by adequate documentation with meaningful review and
approval.
5. Account structure sufficiently designed and maintained to accomplish all reporting and operational
objectives.
6. Financial software accurately calculates encumbrances.

Risk: Resources lost or stolen through improper or fraudulent cash disbursements.

Key Controls:
1. Wherever possible, staff handling disbursements are separate from those handling payables, receivables, bank
reconciliation, and other incompatible duties.
2. Physical security over check writing/printing facilities, material, and capabilities (including check stock)
ensured.
3. The County uses Positive Pay for the Main Treasurer account for all outgoing disbursements including
payroll.
4. Bank statements reconciled periodically in a timely manner.
5. Petty cash records periodically reconciled to authorized balance.
6. Reconciliation variances rigorously pursued in a timely manner.
7. Documentation of the expenditure of petty cash advances is required (receipts returned by employees to show
how advances were spent).
8. Outstanding advances are tracked, aged, and pursued for expenditure documentation.
9. Changes to authorized petty cash balance are approved by the Auditor.
10. Petty cash fund is kept physically secure at all times.

Inventory
The County maintains a small quantity of office supplies that is inventoried throughout the year. These items are expensed
upon purchase. Then once an office pulls office supplies from the inventory the expense is reclassed to the proper
department from the county inventory. The County is on a cash-basis of accounting which is another basis of accounting
than GAAP and therefore does not record inventory in the financial statements.

Risk: Inventory items may be lost, damaged or stolen as a result of poor physical security. Strong physical security will
help reduce the County’s exposure to lost, stolen or damaged inventory.
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Key Controls:
1.
2.
3.
4.
5.
6.
7.
8.

Physical access to inventory restricted to operational need.
Environmental controls adequate to protect from physical damage.
Alarm/electronic access logging system in use.
Adequate insurance coverage exists and is periodically reviewed.
Video monitoring/recording of restricted areas.
Employees bonded.
Periodic physical inventory conducted.
Inventory of capital items are tagged and inventory is reviewed annually.

Risk: Inaccurate recording of physical receipt and shipment/delivery of goods causes errors in perpetual inventory. The
receiving and shipping functions are subject to human error in the counting and recording of activity. These controls
help ensure that the accounting records accurately reflect the actual physical movement of the inventory.

Key Controls:
1. Purchase order information is compared with receipt document.
2. Physical quantities received are matched with the receipt document.
3. Standard procedures exist for processing overage, shortage and damaged goods.

Risk: Improper inventory levels (excessive and/or deficient) cause inefficiencies in inventory management. These
controls help the County maintain an optimum level of inventory that balances the cost of maintaining and managing
inventory with the risk of not meeting the customer’s needs due to lack of stock availability. Too much inventory
increases costs related to storage, insurance and handling. Too little inventory can result in a failure to have requested
stock on hand.

Key Controls:
1. Methodology exists for determining appropriate inventory level, reorder point, and amount to order.
2. Periodic review of inventory turnover rate to evaluate inventory obsolescence.
3. Standard procedures exist for ongoing adjustment of perpetual inventory. Staff make required adjustments
as soon as inventory discrepancies are identified and do not wait until completing an annual inventory.
4. Management investigates and resolves the causes of inventory discrepancies.
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Financial Reporting
The County is responsible for two major financial reports: the annual budget to the state Auditor’s office and an annual
audit. The budget to the state Auditor’s office is and is due January 30th for the previous year ending December 31th. The
County is required to have an annual audit performed by December 31st for the previous year ending December 31st.

The County prepares both documents on the cash basis of accounting, which is another comprehensive basis of accounting
than GAAP (Generally Accepted Accounting Principles)
Since both documents are on the cash basis there is no risk of inappropriate, incorrect, omitted, or inaccurate accruals.

Fixed Assets
The County maintains a list of the County’s capital assets and ensures that the capital assets are properly insured. This is
done through the accounting software and insurance list which requires a Statement of Values for all assets to be provided
and updated every year. Large dollar value items in excess of $1,000.00 or all computer equipment capable of storing data
and processing data will be inventoried even if less than $1,000.00. For items over$1,000.00 should be inventory for
insurance purposes. All sales or lease of surplus property will be submitted in listed report to the commission and auditor
by the department head or elected official for disposal of county equipment. These reports will help proper recording of the
disposal of county property and statutory laws. Please Note for items/equipment purchased with Grant money refer to the
Federal and State Grant Internal Controls policy.

County Policies and County Regulation and state statute address the fact that the County may vote to sell or lease surplus
property. A list of all surplus items will be prepared by each County. The proceeds from the sale or lease of surplus assets
will be placed in the appropriate fund.

The County is on a cash-basis of accounting and prepares it’s audit on OCBOA, which is an Other Comprehensive Basis of
Accounting and therefore does not record or depreciate fixed assets in the financial statements.

Risk: Fixed asset, betterment, improvement, repair/maintenance/construction-in-progress, intangible, capital lease or
operating lease is misidentified and errors are made in the determination of cost basis, useful life, salvage value, and
depreciation method. Identifying the proper expenditure type and depreciation components will ensure the County’s
financial statements will be accurate with respect to fixed asset accounting.

Key Controls:
1. Adequate staff training to ensure proper accounting treatment of capital assets
2. Review and approval process of payment vouchers includes the accounting implications for capital assets.
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Risk: Inadequate physical security of assets. Physically securing the County’s assets will prevent them from being lost,
stolen, or damaged.

Key Controls:
1.
2.
3.
4.
5.
6.

Assets secured within locked facilities.
Mobile items (e.g. equipment/vehicles) are attended for and secured at all times.
Alarm system to protect certain assets.
Access to assets is limited to personnel needing access to the assets including a stringent key control system.
Adequate insurance for all assets.
Inventory of capital items are tagged and inventory is reviewed annually.

Risk: Non-Compliance with physical inventory procedures may allow for unintended losses. Taking a periodic
physical inventory will ensure the physical accountability of the County’s fixed assets.

Key Controls:
1. The following are undertaken by the County:
a. Annual physical inventory.
b. Policies and procedures in place for proper tracking of fixed assets, relocation within the County,
or disposal.
c. Inventory records maintained for three years.
Risk: Improper disposal of assets may result in the County not obtaining the best possible price and/or a consistent
disposition of the assets. Using the County’s surplus property policy will ensure a consistent and fair methodology
in disposing of the County’s fixed assets while obtaining maximum value for the assets.

Key Controls:
1. Surplus property disposed of per state law, County Policies and County Regulation.
a. Items will be sold to the highest bidder or leased by the most economically advantageous proposal. Items
not sold or claimed shall be disposed of properly to comply with state statute.
Future Recommendations:
1. Inventory performed by personnel with no direct responsibility.
2. Physical inventory instructions distributed and explained.
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Information and Communication
Communication is inherent in information processing.
Communication also takes place in a broader sense,
dealing with expectations and responsibilities of
individuals and groups. Effective communication must
occur down, across and up an organization and with
parties external to the organization.
Effectiveness with which employees’ duties and
control responsibilities are communicated. For
example, consider whether:
Communication vehicles—formal and informal
training sessions, meetings and on-the-job
supervision—are sufficient in effecting such
communication.

The County holds various trainings,
professional development days,

Employees know the objectives of their own
activity and how their duties contribute to
achieving those objectives.

Job duties are outlined for employees
and each office holder conduct
meetings are held to discuss the
importance of duties.

Employees understand how their duties affect, and
are affected by, duties of other employees.

The County’s employees understand
their responsibilities and the impact
they have on the County’s operations.

Establishment of channels of communication for
people to report suspected improprieties. For
example, consider whether:
There’s a way to communicate upstream through
someone other than a direct superior, such as an
ombudsman or corporate counsel.

Human Resources meet with
employees and employee groups.

Anonymity is permitted.

Anonymity is permitted.
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Employees actually use the communication channel.

Established practices are in place for
employees and employee groups to
meet with Human Resources.

Persons who report suspected improprieties are
provided feedback, and have immunity from reprisals.

Information, as legal and appropriate,
would be communicated back to the
originator.

Receptivity of management to employee suggestions
of ways to enhance productivity, quality or other
similar improvements. For example, consider
whether:
Realistic mechanisms are in place for employees to
provide recommendations for improvement.

Employees are able to make
recommendations through various
avenues including meetings with
supervisors, office holders, meetings
with Commission.

Management acknowledges good employee
suggestions by providing cash awards or other
meaningful recognition.

The County does implement various
levels of certificates for
accomplishments.

Openness and effectiveness of channels with
customers, suppliers and other external parties
for communicating information on changing
customer needs. For example, consider whether:
Feedback mechanisms with all pertinent parties exist.
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The County Commission meets every
week and the public can attend any of
the open meetings.

Suggestions, complaints and other input are captured
and communicated to relevant internal parties.

The County Commission and the
auditor follow up on complaints the
County receive.

Information is reported upstream as necessary and
follow-up action taken.

The County Commission meets every
week and the public can attend any of
the open meetings.

Timely and appropriate follow-up action by
management resulting from communications
received from customers, vendors, regulators or
other external parties. For example, consider
whether:

The County has a mechanism on the
website that allows individuals to
contact the County through email,
phone or publicly at a County
Commission Meeting.

Personnel are receptive to reported problems regarding,
services or other matters, and such reports are
investigated and acted upon.

The County

Appropriate personnel—independent of those involved
with the original transactions—process complaints.

Complaints are typically received by the
County Commission, Auditor or Office
Holder. Financial complaints are
usually received by the Auditor.

Appropriate actions are taken and there is follow-up
communication with the original sources.

The County Commission and the Office
Holders place great importance on
investigating and following up with the
original sources.
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Monitoring

Points of Focus

Description/Comments

Ongoing Monitoring
Ongoing monitoring occurs in the ordinary course of
operations, and includes regular management and
supervisory activities, and other actions personnel take
in performing their duties that assess the quality of
internal control system performance.
This will be accomplished on a
continuous basis through a formal
process.

Controls that should have prevented or detected the
problems are reassessed.

CDs are held and reconciled each
month.

Securities held in trust are counted periodically and
compared with existing records.

Responsiveness to internal and external auditor
recommendations on means to strengthen internal
controls. For example, consider whether:

The County uses its management
letter with any internal control
recommendations to improve its
internal control structure. As a result
of SAS 122 and the auditor’s
guidance, the County is taking a more
active approach in documenting its
internal controls, risk assessment and
control activities.

Executives with proper authority decide which of the
auditors’ recommendations will be implemented.

The Commission and the Auditor
ultimately implement any
recommendations with input from
the Auditor.
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Desired actions are followed up to verify
implementation.

The Auditor for the county reviews
the processes.

Extent to which training seminars, planning sessions
and other meetings provide feedback to management
on whether controls operate effectively. For example,
consider whether:

Employees have the opportunity to
provide feedback on internal controls
during various training and workshop
sessions.

Relevant issues and questions raised at training seminars
are captured.
Whether personnel are asked periodically to state
whether they understand and comply with the
entity’s code of conduct and regularly perform
critical control activities. For example, consider
whether:
Personnel are required periodically to acknowledge
compliance with the code of conduct.
Signatures are required to evidence performance of
critical control functions, such as reconciling specified
amounts.

Documentation is required both
during cash receipt activities and
reconciling activities. This occurs
during the depositing process as well
as the receiving of goods and the
approval of invoices.

Effectiveness of internal audit activities. For example,
consider whether:

The Auditor for the county is primary
in charge of the internal audit
functions.

There are appropriate levels of competent and
experienced staff.

Yes

Their position within the organization is appropriate.

Yes.

They have access to the County Commission.

The Auditor and the public have
access to the County Commission.
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Yes.

Their scope, responsibilities and audit plans are
appropriate to the organization’s needs.

Camden County Internal Controls and Risk Assessment over Federal Grants
Camden County had prepared this internal controls and risk assessment over federal grants by adopting the requirements
outlined in the following documents:

(1) Title 2 US “Code of Federal Regulations” (CFR) Part 200, “Uniform Administrative Requirements, Cost
Principles, and Audit Requirements for Federal Awards”
(2) Green Book - Internal control helps an entity run its operations efficiently and effectively, report reliable
information about its operations, and comply with applicable laws and regulations. Standards for Internal Control
in the Federal Government, known as the "Green Book," sets the standards for an effective internal control system
for federal grants
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(3) COSO - The COSO framework defines internal control as a process, carried out by the board of directors, the
administration and other personnel of an entity, designed to provide "reasonable security" with respect to the
achievement of objectives in the following categories: Effectiveness and efficiency of the 'operations'
The five components of COSO as outlined below are adopted by the County in the document of Internal Controls and
Risk Assessment over Financial Reporting in detail and will be complied with for federal grants the County receives.

The 5 Components of COSO: The five components of COSO – control environment, risk assessment, information
and communication, monitoring activities, and existing control activities

Internal Controls:
§ 200.61 Internal controls Internal controls means a process, implemented by a non-Federal entity, designed to provide
reasonable assurance regarding the achievement of objectives in the following categories: (a) Effectiveness and efficiency
of operations; (b) Reliability of reporting for internal and external use; and (c) Compliance with applicable laws and
regulations.

What are Internal Controls over Compliance with Federal Awards 4 § 200.62 Internal control over compliance
requirements for Federal awards Internal control over compliance requirements for Federal awards Means a process
implemented by a non-Federal entity designed to provide reasonable assurance regarding the achievement of the
following objectives for Federal awards:
(A) Transactions are properly recorded and accounted for, in order to:
(1) Permit the preparation of reliable financial statements and Federal reports;
(2) Maintain accountability over assets; and
(3) Demonstrate compliance with Federal statutes, regulations, and the terms and conditions of the Federal award;
(B) Transactions are executed in compliance with:
(1) Federal statutes, regulations, and the terms and conditions of the Federal award that could have a direct and
material effect on a Federal program; and
(2) Any other Federal statutes and regulations that are identified in the Compliance Supplement; and
(C) Funds, property, and other assets are safeguarded against loss from unauthorized use or disposition.

Internal Controls and Risk Assessment over Federal Grants

Federal Awards Administration
All federal funds are remitted to the County through the Missouri Department of Revenue except for Medicaid funds. The
County does not currently have any sub recipients of federal funds.
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A/B Activities Allowed / Cost Principles

Risk: Activities, direct costs, or indirect costs that are supported with federal grant resources are not allowed under
the grant.

Key Controls:
1. Knowledgeable staff and management identify and communicate guidance on allowability available in
grant documentation and other federal guidance including, but not limited to specific federal grant law,
Uniform Grant Guidance, the General Federal Guidance Manual, and other information received from the
granting agencies
2. Requirements are incorporated into procedures for financial cycles as appropriate.
3. Account structure includes segregation of expenditures by federal program sufficient to identify
programs for allowability approval and to facilitate federal reporting.
4. Procurement/payables cycle procedures include routing of federal program payment vouchers to
personnel knowledgeable about allowability.
5. Review of grant revenue transfers includes review for allowability.
6. Analytical review of federal accounts is conducted periodically to identify potentially material
issues.
7. Ongoing comparison between budgeted and actual grant expenditures is made to detect potentially
material issues.
8. Requests for Proposals (RFPs), vendor contracts, and sub recipient grant agreements are
written by staff knowledgeable of federal allowability requirements.
9. Approval of contracts and agreements includes review of allowability of goods and services under the
federal grant supplying the funding.
10. All journals undergo allowability approval/review process based on adequate, supporting documentation.

Risk: Cost allocation methodology not approved by federal government or not appropriate for all grants affected.

Key Controls:
1. Cost allocation is implemented only upon approval of the federal agency.

Risk: Cost allocation methodology applied incorrectly/inconsistently.

Key Controls:
1. Meaningful review occurs prior to approval of allocation journals and other transactions reflecting
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allocation.
2. New employees are trained in currently used cost allocation plan and in subsequent changes.
3. Written guidance is updated regularly and made available to involved personnel.
C. Cash Management

Risk: Incorrect cash management methodology used or correct method inconsistently applied to draw down federal
cash.

Key Controls:
1. Draw down of funds is limited to the Auditor and the Treasurer.
2. Cash draw down is directly tied to cash need as measured by expenditures and in accordance with the Cash
Management Improvement Act.
3. Timely periodic analytical review of budgetary, expenditure, and revenue accounts are performed to
ensure that future funding needs will be met.
Risk: (Reimbursement Basis Only) Funds are not expended before receipt of federal reimbursement.

Key Controls:
1. Invoices and/or Final Expenditure Reports are prepared before cash is received.
Risk: (When estimated revenue is recognized in program account) Federal funds are not drawn down in a timely
manner to reimburse the County.

Key Controls:
1. Draw down methodology adequately designed to perform timely draw down.
2. Supervisory review/approval includes consideration of the timing of the cash draw down.
3. Analytical review of methodology application occurs periodically.

E. Eligibility

The Elected Official and County Commissioners will determine if the County is eligible for federal grants.

Key Controls:
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1. The auditor will review and verify if the County meet grant eligibility.

F. Equipment Real Property Management

At present time the County does not have any federal grants that have equipment. If in the future the County does receive
grants for equipment the County will follow the Federal Grant Equipment Policy in Appendix A

G. Matching, Level of Effort, and Earmarking

Risk: The County does not meet its matching, level of effort, and/or earmarking requirements within the time
period required.

Key Controls:
1. Requirements, and changes to requirements, are identified and communicated in writing to personnel.
Training occurs as necessary for new and current staff.
2. Account structure and/or subsidiary system is sufficient to track the County’s progress toward
meeting these requirements.
3. Progress toward meeting requirements is actively tracked and success or failure is determined at period end.
4. Budgets are adequate to meet these requirements.

Risk: Funds expended, or obligated for expenditure, outside of the period for which the funds were granted.

Key Controls:
1. Realistic budgetary and other planning practices facilitate expending funds in the correct period.
Sufficient allocation is therefore available to expend the full grant award.
2. End of grant period cut-off activities and review processes provide assurance that funds are expended in
the correct period. When the file set for the new fiscal year is created, grant accounts are made inactive to
prevent charges to them before the appropriate period of availability.
3. Expenditure approval process includes a review of proper grant period coding.
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I. Procurement Suspension & Debarment

Risk: State procurement rules are not followed for federally funded expenditures and contracts.

Key Controls:
1. Except where varying conditions apply for contract riders (Davis Bacon, Suspension and Debarment, etc.),
State procurement rules are applied in the exact same manner to both federal and state funded expenditures
and contracts.
2. Strict adherence to County policies which address the areas of responsibility pertaining to purchasing including
purchasing guidelines, authority, state statutes, and bids requirements.
The County is on the cash basis of accounting and therefore recognizes expenditures when payment is made.

Purchasing Process:
Each employee submits his/her request to the building/department secretary. Purchase orders are typed into
the accounting system by the designated employee and then sent through an approval process beginning with
the Purchasing Department for bid requirements if necessary and then to the Auditor’s office who should
review the request for appropriateness and that the expenditure was included within the budget. Auditor
reviews all payment information including account codes, available budget, vendor information and proper
documentation. The accounting software has necessary controls in place to ensure that purchases by account
code (at the object level) are not allowed if the purchase does not fall within the budgeted amount.

All goods received at the department are noted as received in partial or full. A receiving copy of the purchase
order is retained by the originator. Invoices are received at the County’s Auditor’s Office and any
discrepancies are investigated by the Accounts Payable Specialist and/or the originating department. The
Accounts Payable Specialist reviews invoices into the accounting system and balances check run to invoices.
Invoices are approved by the Auditor’s office for budgetary purposes and then certifies the warrant to the
Commission for their approval of the warrant and then the Accounts Payable Specialist processes the payment.
After review, the Accounts Payable Specialist will write checks to cover all approved invoices. Then Accounts
Payable matches all invoice documents to actual checks. Checks are held in a secure location until the
Treasurer then distributes signed checks with the help of Accounts Payable. Accounts Payable matches all
invoice documents to actual checks. Auditor’s office has an exceptions are prepaying bills which include
utility bills, discounted invoices, invoices that include a late charge or penalty, etc. The Auditor prepares and
reviews for bill list/check run reports. The reports are given to the Commission for for review.
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3. A W-9 is required prior to adding a vendor as an authorized vendor for the County.
4. Equal opportunity will be given to all suppliers.

J. Program Income

Risk: Program income is not used in accordance with program requirements.

Key Controls:
1. Requirements for proper collection and use of program income are identified in federal guidance and
communicated to personnel.
2. Account structure and transaction coding procedures are sufficient to specifically identify program
income and its subsequent expenditure.
3. Approval/review of expenditures and cash drawdowns includes consideration of the proper use of program
income.

L. Reporting

Risk: Reports are not filed in a timely manner or not at all.

Key Controls:
1. Management identifies reporting requirements in federal guidance and through
communication with federal oversight personnel.
2. Both financial/program managers and staff responsible for completion of reports schedule report
submission deadlines.
3. Ending review checklists for the federal program include items for each required report.
4. The federal oversight agency communicates positive confirmation of the receipt and adequacy of
required reports.

Risk: Filed reports are inaccurate or incomplete.

Key Controls:
1. Account structure is sufficient to accumulate all categories of information required for reporting.
2. Transaction coding and review procedures take into account required reporting
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classifications.
3. Review of reports is conducted prior to submission and sufficient supporting documentation is included to
facilitate a complete, and meaningful review.

Risk: The County does not meet its financial management requirements within the time period required.

Key Controls:
1. The County identifies in the financial system all federal awards.
2. The County maintains a list of all financial awards to include the CFDA#, Federal award ID# and year,
the name of the federal agency, and the name of the pass-through agency.
M. Subrecipient Monitoring

At present time the County does not have any subrecipient of federal grants. If in the future the County does have
subrecipients the County will follow the Federal Grant Performance and Financial Monitoring / Reporting Policy in
Appendix A

N. Special Tests and Provisions

At present time the County does not have any federal grants that have special tests or provisions.

Appendix A – County Federal Grant Policies
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Federal Grant Performance and
Financial Monitoring/Reports Policy
Responsible Office or Person: Auditor’s Office
Related Law & Policy: CFR 200.328

COMPLIANCE
Monitoring and reporting program performance
The County Commission and the Auditor’s Office is responsible for oversight of activities supported by Federal grant
funds. Auditor’s Office must monitor activities under federal awards to ensure, i) compliance and, ii) that performance
expectations are being achieved. The Auditor’s Office will assist County Commission, but ultimate responsibility resides
with the County Commission.
Auditor’s Office, as representatives of County, are responsible for the timely completion of all required reports by the
grant.
Performance reports shall be submitted using federally approved forms and standards. Please consult the Auditor for
assistance in obtaining these forms or interpreting the applicable standards. Current Federal standards require that
reports provide:




A comparison of actual accomplishments to the objectives of the Federal award.
The reasons why established goals were not met, if appropriate.
Additional pertinent information including, when appropriate, analysis and explanation of cost overruns or high
unit costs.

Significant developments
Events may occur between the scheduled performance reporting dates that have significant impact upon the supported
activity. In such cases, the auditor or other appropriate County Official must inform the Federal awarding agency or
pass-through entity as soon as the following types of conditions become known:




Problems, delays, or adverse conditions which will materially impair the ability to meet the objective of the
Federal award. This disclosure must include a statement of the action(s) taken, or contemplated, and any
assistance needed to resolve the situation.
Favorable developments which enable meeting time schedules and objectives sooner or at less cost than
anticipated or producing more or different beneficial results than originally planned.

Federal Grants Procurement Policy
Responsible Office or Person: Auditor’s Office

34

SCOPE
This Procurement Policy for Federal Grants applies to all expenditures of funds received through federal grants, whether
those funds come directly from a Federal agency or through an intermediary, known as a “pass-through entity.” This
Policy does not govern expenditure of funds received from other sources (e.g. research foundations, alumni donations,
etc.). While reference may be made from time to time simply to “procurement transactions,” this Policy applies only to
such transactions funded with federal funds.

POLICY STATEMENT
Federal law imposes particular requirements on the use of federal grants. This Procurement Policy is designed
to ensure that County (“County”) complies with those requirements. Individual federal grants may contain
further requirements that are unique to those grants and in addition to the requirements of this Policy. It is
therefore important for Principal Investigators to work closely with the Auditor’s Office and the Grants and
Research Office to ensure compliance with the requirements of each grant.

GENERAL PROCUREMENT STANDARDS (SECTION 200.318)
A. Ethics and Conflicts of Interest (200.318(c)(1)
County employees involved in expenditure of federal grant funds must avoid any actual or apparent conflict
of interest. Employees may not derive any personal financial or other benefit from any contract or
transaction using federal grant funds. This prohibition includes parents, children (biological, foster, and/or
adopted) and siblings, as such close relationships could give rise to an appearance of conflict. In addition,
contractors or consultants who draft bid specifications or requests for proposal on County’s behalf are
thereby disqualified from bidding on those opportunities. While contractors or consultants are not
automatically disqualified from other opportunities, care must be taken to ensure that their work for the
County does not give them unfair advantage over competitors.
County employees may not accept kickbacks, rebates, gratuities or other gifts or tokens of appreciation
from vendors paid through federal grants. Rebates and discounts to County are permitted provided they 1)
comply with all applicable law, 2) provide a direct benefit to County, 3) result from an arm’s-length
negotiation, which is fully documented in the file, and, 4) are consistent with vendor’s standard pricing or
discounting policies.
Failure to comply with these requirements may result in disciplinary action, including termination of
employment.
The individual schools and departments of County may not bid on contracts offered by other schools or
departments if such bidding would create an actual or apparent conflict of interest, create an appearance of
favoritism or interfere with free and open competition with bidders from outside the County.
To avoid conflict or the appearance of conflict, contractors or consultants and affiliates who prepare
specifications, statements of work or other material portions of requests for proposal are excluded from
bidding on the underlying work.
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Suspected or observed violations of this Policy shall be reported to the County Commissioners. County
strictly prohibits retaliation of any type or nature against anyone for making such reports in good faith.
Immediately report any observed or suspected retaliation to the County Commissioners and/or to Human
Resources as appropriate.
B. General Requirements ((200.318 (d-g)
The following requirements are applicable to all procurement transactions, regardless of size.
Procurement transactions shall be conducted in a lawful and ethical manner.
Unnecessary/duplicative purchases are not permitted (and are not reimbursable expenses).
In collaboration with the Auditor’s Office, Principal Investigators are responsible to ensure contractor
performance in accordance with their contracts or purchase orders.
Whenever possible:
• Consider leasing versus purchasing;
• Enter into agreements to share common goods or services with other educational institutions, nonprofit organizations or governmental entities;
• Use Federal excess or surplus property in lieu of new purchases;
• Consider breaking purchases into smaller consignments, or consolidating purchases, if doing so will
produce lower pricing or greater value.

COMPETITION (SECTION 200.319)
All procurement transactions must be conducted in a manner providing full and open competition. Federal
grant regulations set aside preferences required by state or local law, unless the grant or applicable Federal
law expressly mandate or encourage observance of such preferences. Federal preemption does not apply,
however, to state licensing laws.
In order to ensure objective contractor performance and eliminate unfair competitive advantage, contracts that
develop or draft specifications, requirements, statements of work, or invitations for bids or requests for
proposals must be excluded from competing for such procurements. Situations considered to be restrictive of
competitions include but are not limited to:
• Placing unreasonable requirements on firms in order form them to qualify to do business;
• Requiring unnecessary experience and excessive bonding;
• Noncompetitive pricing practices between firms or between affiliated companies;
• Noncompetitive contracts to consultants that are on retainer contracts;
• Organizational conflicts of interest;
• Specifying only a “brand name” product instead of allowing “an equal” product;
• Any arbitrary action in the procurement process.
To further ensure free and open competition, all solicitations shall:
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• Incorporate a clear and accurate description of the technical requirements for the material, product,
or service to be procured. Features or requirements that unduly restrict competition are not
permitted. “Brand name or equivalent” descriptions may be used as a means to define the
performance or other salient requirements of procurement. The specific features of the named
brand to be met by offers must be clearly stated; and
• Identify all requirements and all factors to be used in evaluating bids.
• Ensure that all prequalified lists of persons, firms, or products used in acquiring goods and services
are current and include enough qualified sources to ensure maximum open and free competition.
No potential bidder shall be barred from submitting during the proposal period.

METHODS OF PROCUREMENT (SECTION 200.320)
Purchasing Guidelines

Method

Aggregate Dollar Amt.

Notes 1:

Micro-Purchase

Not to exceed $10,000
($2,000 in the case of
acquisitions for
construction subject to
the Davis-Bacon Act).

To extent practicable,
No quotations required if distribute equitably
price is reasonable.
among qualified
suppliers.

$10,001 to $250,000

Rate quotations from
an adequate number of
qualified sources.

No cost or price analysis
required.

Over $250,000

Primarily constructions
projects, firm fixed
price contract.

Price is a major factor,
formal process for
bidding

Competitive Proposals Over $250,000

Fixed price or cost
reimbursement

RFP with evaluation
methods for an adequate
number of
qualified sources.

Sole Source

No competition must be
authorized by agency (or Unique or public
passemergency.
through entity).

Small Purchase

Sealed Bid

Any dollar amount

Micro Purchases (Less than $10,000)

37

Notes 2:

Purchases under $10,000 are typically standardized goods or services available from many sources. Such purchases do
not require competitive bidding or detailed documentation.
Whenever practicable, micro purchases should be distributed equitably among qualified suppliers. The threshold for
micro purchases is $2,000 in the case of acquisitions for construction subject to the Davis-Bacon Act.
Small Purchases – Over $10,000 but Less Than the “Simplified Acquisition Threshold: (Currently $250,000)
Purchases larger than $10,000, but less than the Simplified Acquisition Threshold, require additional research and
documentation. At minimum, written quotations should be obtained from at least two competing sources.
There is no requirement that contracts be awarded solely on the basis of price (i.e. to the lowest bidder).
Procurement by Sealed Bids
Sealed bids are publicly solicited requests for bids or proposals at a fixed contract price. The contracts are awarded to
the bidder whose bid conforms in all material respects to the specified requirements and offers the lowest price. Sealed
bids are the preferred method for procuring construction contracts if the following conditions apply:




A complete, adequate, and realistic specification or purchase description is available;
Two or more responsible bidders are willing and able to compete effectively for the business; and
The procurement lends itself to a fixed price contract and the selection of the successful bidder can be made
principally on the basis of price.

If sealed bids are used, the following requirements apply:








The invitation for bids shall be publicly advertised;
Bids must be solicited from an adequate number of known suppliers, providing them sufficient time to respond;
The invitation for bids must fully describe the items or services sought, so that the bidder may properly respond;
All bids will be opened at the time and place prescribed in the invitation for bids;
A firm fixed price contract award will be made in writing to the lowest responsive and responsible bidder. Where
specified in bidding documents, factors such as discounts, transportation cost, and life cycle costs must be
considered in determining which bid is lowest. Payment discounts will only be used to determine the low bid
when prior experience indicates that such discounts are usually taken advantage of; and
Any or all bids may be rejected if there is a sound, documented reason.

Procurement by Competitive Proposals
Competitive proposals are used when more than one source is submitting an offer, and either a fixed price or costreimbursement contract is awarded. It is generally used when conditions are appropriate for the use of sealed bids.
When this method is used the following conditions apply:
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Requests for proposals must be publicized and identify all evaluation factors and their relative importance. Any
response to the publicized requests for proposals must be considered to the maximum extent practical;
Proposals must be submitted from an adequate number of sources;
County will have a written method for conducting technical evaluations of the proposals received and for
selecting recipients;
Contracts must be awarded to the responsible firm whose proposal is most advantageous to the program, with
price and other factors considered; and
County may use competitive proposal procedures for qualifications-based procurement of
architectural/engineering (A/E) professional services whereby competitors’ qualifications are evaluated and the
most qualified competitor is selected, subject to negotiation of fair and reasonable compensation. The method,
where price is not used as a selection factor, can only be used in procurement of A/E professional services. It
cannot be used to purchase other types of services though A/E firms are a potential source to perform the
proposed effort.

Sole Source Procurement
“Sole source” or non-competitive procurement may be used only when one or more of the following circumstances
apply:





The item is available only from a single source;
Public exigency or emergency will not permit a delay resulting from competitive solicitation;
The Federal awarding agency or pass-through entity expressly authorizes noncompetitive proposals in response
to a written request from County; or
After solicitation of a number of sources, competition is determined to be inadequate.

CONTRACTING WITH SMALL AND MINORITY BUSINESSES,
WOMEN’S BUSINESS ENTERPRISES, AND LABOR SURPLUS
AREA FIRMS (SECTION 200.321)
County shall take all necessary affirmative steps to assure that minority businesses, women's business enterprises, and
labor surplus area firms are used when possible. Affirmative steps include, at minimum:
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Placing qualified small and minority businesses and women's business enterprises on solicitation lists;
Assuring that small and minority businesses, and women's business enterprises are solicited whenever they are
potential sources;
Dividing total requirements, when economically feasible, into smaller tasks or quantities to permit maximum
participation by small and minority businesses, and women's business enterprises;
Establishing delivery schedules, where the requirement permits, which encourage participation by small and
minority businesses, and women's business enterprises;
Using the services and assistance, as appropriate, of such organizations as the Small Business Administration and
the Minority Business Development Agency of the Department of Commerce; and
Requiring the prime contractor, if subcontracts are to be let, to observe the foregoing requirements.

CONTRACT COST AND PRICE (SECTION 200.323)
In those instances in which no price competition exists, the supplier’s profit shall be negotiated as a separate line item.
To establish a fair and reasonable profit, consider the:







Complexity of the work to be performed;
Risk borne by the contractor;
Contractor's investment;
Amount of subcontracting;
Contractor’s record of past performance;
Industry profit rates for similar work in the surrounding area.

Construction contracts may not be awarded based on a “cost plus” pricing method. The fee payable under the contract
must be expressed in dollars to be paid, and not as a percentage of any cost component. In addition, value engineering
should be applied to all construction contracts.
Contracts shall be awarded only to providers of known integrity and ability to fulfill the contract requirements. Each
project manager must maintain records detailing the history of all procurements. At a minimum, these records will
disclose the rationale for the:





Method of procurement;
Selection of contract type;
Contractor selection or rejection; and,
Basis for the contract price.

Time and material contracts may be used only after a determination that no other contract is suitable and the contract
includes a ceiling price that the contractor exceeds at its own risk.

FEDERAL AWARDING AGENCY OR PASS-THROUGH ENTITY
REVIEW (SECTION 200.324)
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Records of all procurement transactions, and all relevant supporting documents, shall be available upon request to the
federal granting agency or the pass-through agency responsible for the funds provided to County.

BONDING REQUIREMENTS (SECTION 300.325)
Unless the granting agency has made a separate determination accepting County’s bonding policy, all contracts for
construction or facility improvement contracts or subcontracts exceeding the Simplified Acquisition Threshold shall meet
the following requirements:






Each bidder shall provide a bid guarantee equivalent to five percent of the bid price. The “bid guarantee” must
consist of a firm commitment such as a bid bond, certified check, or other negotiable instrument accompanying
a bid as assurance that the bidder will, upon acceptance of the bid, execute such contractual documents as may
be required within the time specified.
Successful bidders shall, prior to contract execution, provide a performance bond for 100 percent of the
contract price to secure fulfillment of contractor's obligations under such contract.
Successful bidders shall also provide, prior to contract execution, a payment bond for 100 percent of the
contract price to ensure payment to persons supplying labor and materials under the contract.
All bonds shall be issued by reputable and financially sound bonding companies licensed to do business in the
State of Missouri.

MANDATORY CONTRACT PROVISIONS FOR NON-FEDERAL
ENTITIES (SECTION 200.326, APPENDIX II TO PART 200 –
CONTRACT PROVISIONS FOR NON-FEDERAL ENTITY
CONTRACTS UNDER FEDERAL AWARDS
Each grant may require that contracts funded by that grant contain certain provisions that apply only to that grant. To
ensure compliance, County uses contract forms provided by the Federal Demonstration Partnership for all sub-awards
and contracts. No other contract forms may be used without the advance, written consent of the County
Commissioners.
Required terms are found in Federal Demonstration Partnership templates.

CONSEQUENCES OF NONCOMPLIANCE
Noncompliance can result in a variety of adverse consequences for County, including:







Temporary withholding of payments pending correction of the deficiency.
Disallowance of all or part of the cost of the activity or action not in compliance.
Complete or partial suspension of the Federal grant.
Suspension or debarment of County from participation in federally funded programs.
Withholding of further Federal funding.
Suit to recover funds paid for non-compliant activities.
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Criminal prosecution.

Noncompliance with this policy can have a variety of adverse consequences for County, including loss of access to
federal funding (including student loan funding). Therefore failure to comply with these policies and procedures may
result in disciplinary action, including termination of employment. In addition, violation of Federal requirements may
expose an individual to civil and criminal prosecution

Federal Grant Equipment Policy
Responsible Office or Person: Auditor’s Office
Related Law & Policy: CFR 200.312, 200.313, 200.318

POLICY STATEMENT
The federal government through the Code of Federal Regulations Title 2: Grants and Agreements Part 200 Uniform
Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards (2CFR Part 200) requires
County (County) to procure, use, and control property in accordance with Federal laws, executive orders, instructions
from the Federal sponsoring agency, and any special instructions contained in the specific sponsored projects. It is
Government policy, however, to rely upon the County’s internal written procedures, subject to evaluation and approval.

DEFINITIONS
Capital Equipment is defined by the County as any unit item with a life expectancy of greater than one year
and having an acquisition cost of $5,000 or more. Shipping, in-transit insurance, installation charges and
required training costs should be included under this category for new purchases.

COMPLIANCE
Responsibilities
The County is responsible and accountable for all Government or federally funded property in accordance with the
provisions of the sponsored project, including property provided under contract, which may be in possession or control
of a sub-awardee. This responsibility is shared by numerous County personnel, and is specifically delegated as follows:




The Grants Staff is responsible for reviewing equipment purchases on contracts and grants, for obtaining any
sponsoring agency approvals necessary, and for notifying the Auditor’s Office of all Government titled
equipment that is transferred to the County.
The Auditor’s Office maintains capital equipment records for all Government and federally funded equipment.
The Auditor’s Office is also responsible for assigning property tag numbers to equipment, for performing
inventories in cooperation with the departments, and for providing reports and information from equipment
inventory records including Government property inventory reports.

42



The Auditor’s Office is authorized to initiate requests for the purchase of equipment or to request restricted or
Government excess property for his/her project. Auditor’s Office are also responsible for proper use,
maintenance and security of all assigned property at all times. Auditor’s Office are also responsible for notifying
the Grants Staff of any Government or federally funded property received and any shortage, damage, loss or
theft of Government or federally funded property.

Capital Equipment Non-duplication
“The non-federal entity’s procedures must avoid acquisition of unnecessary or duplicative items.” The County must
assure that all purchases are necessary, beneficial and not duplicated. Prior to initiating the process of acquisition of
major equipment items from federal funds, it is the responsibility of the auditor originating the purchase requisition to
review County capital equipment records to avoid equipment duplication.
Lease Versus Purchase
“Where appropriate, an analysis will be made of lease and purchase alternatives, and any other appropriate analysis to
determine which would be the most economical approach.” In procuring equipment for federally funded sponsored
projects, the auditor and/or departmental personnel should perform an analysis regarding cost effectiveness of leasing
versus purchasing.
The lease or rental rate should be based on the following considerations:





rental cost of comparable property, if any;
market conditions in the area;
the type, life expectancy, condition, and value of the property to be leased; and
other provisions of the lease agreement.

Documentation of this analysis must be maintained by the department for potential audit purposes. Lease decisions
must be approved by the County Commissioners.

Equipment Acquisition
Most federal agencies require that equipment be budgeted for in the proposal. Unforeseen equipment purchases are
occasionally necessary. Auditor’s Office will need to work with Grants Staff to obtain sponsor approval for the purchase
of unbudgeted equipment. Disallowances or negative findings resulting from non-compliance of agency guidelines will
be assumed by departmental funds. All equipment purchased with federal funds must be necessary and reasonable for
proper and efficient accomplishment of project or program objectives.
Ownership
All capital equipment purchased from federal funds is the property of the County unless otherwise stipulated in writing
by the grant or contract sponsor. The County is bound by the sponsor’s agreement whether or not the ownership is
vested in the County.
Utilization of Equipment
“Equipment must be used by the non-Federal entity in the program or project for which it was acquired as long as
needed, whether or not the project or program continues to be supported by Federal funds and shall not encumber the
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property without approval of the Federal awarding agency. When no longer needed for the original project or program,
the recipient shall use the equipment in connection with its other federally-sponsored activities, in the following order
of priority:



activities under a Federal award from the Federal awarding agency which funded the original project, then
activities under Federal awards from other Federal awarding agencies. This includes consolidated equipment for
information technology systems.

During the time that equipment is used on the project or program for which it was acquired, the non-Federal entity must
also make equipment available for use on other projects or programs currently or previously supported by the Federal
Government, provided that such use will not interfere with work on the project or program for which it was originally
acquired. First preference for other use must be given to:



other programs or projects sponsored by the Federal awarding agency that financed the equipment; and second
preference must be given to
programs or projects under other Federal awarding agencies.

Use for non-federal funded program or projects is also permissible. User fees should be considered if appropriate.
The non-Federal entity must not use equipment acquired with the Federal award to provide services for a fee that is less
than private companies charge for equivalent services, unless specifically authorized by Federal statute, for as long as
the Federal Government retains an interest in the equipment.

When requiring replacement equipment, the recipient may use the equipment to be replaced as trade-in or sell the
equipment and use the proceeds to offset the costs of the replacement equipment subject to the approval of the
Federal awarding agency.”
Care and Maintenance
The auditor and departmental staff shall provide the care necessary to maintain the equipment in the condition received
or better (normal wear is expected) in order that the most useful life is secured. Maintenance should be in accordance
with manufacturer’s guidelines and recommendations. Records of the maintenance program shall provide the
description and date of maintenance actions performed, details of inspection and deficiencies discovered or corrected.
The auditor is also responsible for proper use, maintenance and security of all assigned property, and for notifying the
Auditor’s Office or, as applicable, the Grants Staff of any property received indirectly and/or any shortage, damage, loss
or theft of property.
Storage and Movement
When equipment is temporarily not utilized, but required for authorized use in the future, it must be adequately stored
to protect it from theft, corrosion, contamination, and damage to sensitive parts. Government and federally funded
equipment may be moved to off-campus storage sites only with the approval of Auditor’s Office and the Grants Staff.
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Loss, Damage or Destruction
Departments must have appropriate safeguards in place to prevent loss, damage, and/or theft of equipment. However,
in the event that equipment is stolen, it must be immediately reported to the department chairperson, director, or dean
and to the Department of Public Safety. The department must complete a written report outlining the description of the
missing or damaged items and any other relevant information.
If equipment is stolen, the County is required to promptly notify the appropriate government official of the theft.
Therefore, the department must notify Grants Staff. A copy of the above referenced report must be forwarded to the
Auditor’s Office. The department could be liable for the loss, damage or destruction of government property.
Equipment Disposition
Prior to disposing any equipment, it must be determined whether the equipment is:



Sponsor-owned
County-owned

After determining who has title to the equipment, it must be ascertained whether the project that the equipment was
purchased for is still on going. If the project is still on going, the County normally has an obligation to utilize the
equipment for the purposes of the project, or perhaps to make the equipment available to other federally assisted
projects.

If it is determined that the sponsored project has ended and the County retains title to the surplus property, the County
may still have obligations with respect to the equipment.
Because the requirements of equipment disposition differ slightly among granting agencies, you should contact the
Grants Staff prior to disposing federally funded equipment.
Equipment Sales
When the terms of the award permit the County to retain the net proceeds from the sale of County-owned equipment
that is no longer needed, the property may be disposed of.
Replacement Equipment
When acquiring replacement equipment, the County may use the equipment to be replaced as a trade-in or sell the
property and use the proceeds to offset the cost of the replacement property.
Physical Inventory
The County has the fiduciary responsibility of maintaining proper control over all of its equipment, regardless of the
location or purpose and doing a physical inventory at least every other year. The inventory records may be needed for
an external audit. Adequate insurance requires accurate documentation of County owned equipment; therefore, each
department must review the records and submit any changes to ensure that the records in the inventory system are
correct.
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The Auditor’s Office facilitates a physical inventory for departments on an annual basis. This process allows County
departments to verify fixed assets and make appropriate corrections. The Auditor’s Office prepares a listing of all
equipment owned by each department at the end of each fiscal year. Each department must verify the items on the list
and note any corrections before returning the list to the Auditor’s Office.
Sub-awardee Control
Each sub-agreement entered into by the County where the Federal property may come under the control of a subawardee must contain specific provisions concerning the sub-awardee’s responsibility for the care, custody, and use of
the property. This provision should require, by flowing down requirements in the prime award, that the sub-awardee
assume the responsibility and obligations of the County with respect to the property while it is under the sub-awardee’s
control. These obligations will include appropriate care, utilization, storage, movement, disposition, and record keeping.
The sub-awardee’s approved property control system shall include procedures necessary for accomplishing this
responsibility.

Federal Grants Subrecipient or
Contractor Determination
Responsible Office or Person: Auditor’s Office
Related Law & Policy: CFR 200.330

POLICY STATEMENT
Uniform Guidance 2 CFR, Pat 200 requires County to determine the financial relationship partnering entities
have to County when collaborating on federal grant projects. A determination must be made on whether the
participating entity is a subrecipient or contractor (200.330). This determination may also be reviewed once
the grant is awarded and reaches the post award stage.

DEFINITIONS
Subrecipient (200.93): Subrecipient means a non-Federal entity that receives a subaward from a pass-through entity to
carry out part of a Federal program; but does not include an individual that is a beneficiary of such a program.
Contractor (200.23): A contractor receives a contract – a legal instrument by which a non-Federal entity purchases
property or services needed to carry out the project or program under a Federal award.
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COMPLIANCE
A subaward is for the purpose of carrying out a portion of a Federal award and creates a Federal assistance relationship
with the subrecipient. Characteristics which support the classification of the non-Federal entity as a subrecipient include
when the non-Federal entity:





Determines who is eligible to receive what Federal assistance;
Has its performance measured in relation to whether objectives of a Federal program were met;
Has responsibility for programmatic decision making;
In accordance with its agreement, uses the Federal funds to carry out a program for a public purpose specified in
authorizing statute, as opposed to providing goods or services for the benefit of the pass-through entity.

Entities that include these characteristics are responsible for adherence to applicable Federal program requirements
specified in the Federal award.
A contract is for the purpose of obtaining goods and services for the pass-through entity’s own use and creates a
procurement relationship with the contractor. Characteristics indicative of a procurement relationship between the
pass-through entity and contractor are when the pass-through entity receiving Federal funds:






Provides the goods and services within normal business operations;
Provides similar goods or services to many different purchasers;
Normally operates in a competitive environment;
Provides goods or services that are ancillary to the operation of the Federal program.

Entities that include these characteristics are not subject to compliance requirements of the Federal program as a result
of the agreement, though similar requirements may apply for other reasons.
When determination cannot clearly be made using the above criteria, the pass-through entity must use judgment in
classifying each agreement as a subaward or a procurement contract. All of the characteristics listed above may not be
present in all cases. In determining whether an agreement between a pass-through entity and another non-Federal
entity casts the latter as a subrecipient or a contractor, the substance of the relationship is more important than the
form of the agreement.
Procedure: At the time of proposal development when the relationship with the partnering entity is unclear, and during
the post award stage as needed, the Grants Staff will complete the “Checklist to Determine Subrecipient or Contractor
Classification” Form. The form will be completed as a collaboration between the Grants Staff and the Auditor’s Office.
Completed forms will be placed in the grant file and copies will be sent to Grants Staff.
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Federal Grant Subaward Risk
Assessment and Monitoring Policy
Responsible Office or Person: Auditor’s Office
Related Law & Policy: CFR 200.330 to 200.331, 200.338, 200.425, 200.501, 200.521

SCOPE
This policy applies to County subawards supported by federal funds to ensure compliance with the Uniform
Guidance (2 CFR 200) for subawards issued to other institutions for which County is the pass-through entity
(PTE).

DEFINITIONS
Pass-through entity (PTE): A non-federal entity that provides a subaward to a subrecipient to carry out part of a federal
program; also referred to as the prime or lead awardee or institution.
Recipient: A non-federal entity that receives a federal award directly from a federal awarding agency to carry out an
activity under a federal program; does not include subrecipients.
Subaward: An award provided by a PTE to a subrecipient for the subrecipient to carry out part of a federal award
received by the PTE; does not include payments to contractor or payments to an individual that participates in/benefits
from a federal program.
Subrecipient: A non-federal entity that receives a subaward from a PTE to carry out part of a federal program; does not
include a contractor or an individual that participates in/benefits from such a program.

COMPLIANCE
Subrecipient Risk Assessment Policy:
Prior to issuing the award as the pass-through entity (PTE), an assessment of the subrecepient’s risk of noncompliance
with Federal statutes, regulations, and the terms and conditions of the subaward must be completed for the purposes of
determining the appropriate level of subrecipient monitoring. Consideration of such factors include:
1. The subrecepient’s prior experience with the same or similar subawards;
2. The results of previous audits including whether or not the subrecipient receives a Single Audit in accordance
with Subpart F – Audit requirements, and the extent to which the same or similar subaward has been audited as
a major program;
3. Whether the subrecipient has new personnel or new or substantially changed systems; and
4. The extent and results of Federal awarding agency monitoring (e.g., if the subrecepient also receives Federal
awards directly from a Federal awarding agency.)
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Subrecipents will be assessed by grants staff, with additional review by the Associate Vice President for Finance and
Administration and County Risk Manager as necessary.
Subrecipient Monitoring Policy:
Subrecipient monitoring can take on various forms and is not limited to the practices described below. 2 CFR 200
outlines the following forms of monitoring activities necessary to ensure that the subaward is used for authorized
purposes, in compliance with Federal statutes, regulations, and the terms and conditions of the subaward.
Monitoring of the subrecipient must include:
1. Reviewing financial reports required by the pass-through entity (Auditor’s Office).
2. Reviewing performance reports required by the pass-through entity (Grants Staff).
3. Following-up and ensuring that the subrecipient takes timely and appropriate action on all deficiencies
pertaining to the Federal award provided to the subrecipient from the pass-through entity detected through
audits, on-site reviews, and other means (PI, Grants Staff, and Auditor’s Office).
4. Issuing a management decision for audit findings pertaining to the Federal award provided to the Subrecipient
from the pass-through entity as required by 2 CFR 200.521 (Auditor’s Office).
5. Verify that every subrecipient is audited as required by Subpart F – Audit requirements of this part when it is
expected that the subrecipient’s Federal awards expended during the respective fiscal year equaled or exceeded
the threshold set form in 2 CFR 200.501(Auditor’s Office).
6. Consider where the results of the subrecipient’s audits, on-site reviews, or other monitoring indicate conditions
that necessitate adjustments to the pass-through entity’s own records (Auditor’s Office).
7. Consider taking enforcement action against noncompliant subrecipients as described in 2 CFR 200.338 (Auditor’s
Office).
Depending on the results of the subrecipient’s risk assessment, the following monitoring tools may be used to ensure
proper accountability and compliance with program requirements and achievement of performance goals:
1. Providing subrecipients with training and technical assistance on program-related matters;
2. Performing on-site reviews of the subrecipient’s program operations;
3. Arranging for agreed upon procedures engagements as described in 2 CRS 200.425.
Procedure:
1. Complete the subaward data collection form to initiate the subcontract (Grants Staff).
2. Assess the risk of the subrecipient (Auditor’s Office).
3. Determine the frequency and scope for monitoring programmatic activities of the subrecipient, to include
regular contact with the subrecipient and review of annual programmatic reports (Auditor’s Office).
4. Ensure subrecipients comply with the technical provisions of the subaward (Auditor’s Office).
5. Monitor subawards to insure that costs are appropriate. This includes requesting and tracking subrecipient
financial reports (Auditor’s Office).
6. Keep detailed records of any communication regarding subrecipient monitoring, such as reviewing reports,
including any unsatisfactory performance by the subrecipient (Auditor’s Office).
7. Consider subaward amendments where needed (Auditor’s Office).
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Camden County, Missouri
Fraud, Waste and Abuse Policy
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Fraud, Waste and Abuse Policy
Overview
Camden County is committed to the safeguarding of public assets and preventing fraud, waste and abuse. All County
employees, as public stewards must share in the commitment. County employees, especially supervisors and department
heads/elected officials, must be aware of the circumstances, or “red flags”, which may potentially lead to fraud. For the
purpose of this administrative procedure, fraud, waste and abuse are referred to as “fraud”.

Purpose
The purpose of this document is to communicate the County’s policy regarding the deterrence and investigation of suspected
misconduct and dishonesty by employees and others, and to provide specific instruction regarding appropriate action in case
of suspected violations.

Scope
This policy applies to any fraud, or suspected fraud, involving employees, department heads, officials, consultants, vendors,
contractors, and any other parties with a business relationship with Camden County.

Goal
The intent of this policy is to establish and maintain a fair, ethical, and honest business environment for all county
employees, customers, suppliers and anyone else with whom the County has a relationship. Fraud not only involves loss of
revenue, but decreased morale and productivity.

Definitions
Fraud – Fraud encompasses an array of irregularities and illegal acts characterized by internal or external deception. It can
be perpetrated for the benefit of, or to the detriment of, the County; and by persons outside as well as inside the County.
Examples of fraud include, but are not limited to the following:
 Stealing, misappropriation of funds, supplies, etc.
 Forgery or unauthorized alteration of any document
 Intentional misrepresentation by County personnel regarding payroll records or the payroll
records of others
 Knowingly making a false entry in, or false alteration of a governmental record
 Making, presenting, or using any record, document, or thing with the knowledge that it is false
 Intentional destruction, concealment, removal or other impairing to the verity, legibility, or
availability of a government record
 Processing, selling, or offering to sell a governmental record or a blank governmental record
form with the intent that be used unlawfully, or with the knowledge that it was obtained
unlawfully
 Using or claiming to hold an education degree that is fraudulent, fictitious, or has been revoked,
with the intent to obtain employment, promotion, or other benefit
 Credit card abuse or falsification of transaction
 Making a false statement to obtain property, credit, or services
 Fraudulent transfer of a motor vehicle
 Securing execution of a document by deception
 Fraudulent use or possession of identifying information without that person’s consent
 Stealing an unsigned check or receiving an unsigned check with the intent to use it or sell it
Waste ‐ Waste is defined as harmful or destructive use of property under one’s control. Waste may also be referred to as
the unnecessary incurring of costs as a result of inefficient practices, systems or controls. Examples of waste include, but
are not limited to the following:
 Damaging, destroying, or ruining materials or equipment
 Improper maintenance or intentional mistreatment of equipment
 Purchase of unneeded supplies or equipment
 Purchase of goods at inflated prices
 Failure to reuse or recycle major resources or reduce waste generation
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Abuse – Abuse refers to violations and circumventions of departmental or County regulations which impair the effective
and efficient execution of operations. Some examples of abuse are as follows:
 Using County equipment or suppliers to conduct non‐County business
 An employee using non‐confidential taxpayer information to get new customers for his/her
outside business
 Improper handling or reporting of money or financial transaction
 Profiting by self or others as a result of inside knowledge
 Destruction or intentional disappearance of records, furniture, fixtures or equipment
 Accepting or seeking anything of material value from vendors or persons providing services or
material to the County for personal benefit
 Unauthorized use of County resources (computers, software, databases, other information) for
 non‐County purposes
 Abuse of purchase order authority, such as false travel or expense reports
 Accepting or seeking anything of material value from vendors or persons providing services or
materials to the County
 Use of information gained as a County employee for personal gain, such as an employee using
non‐confidential taxpayer information to get new customers for his/her outside business

Deterrence
Deterrence consists of those actions taken to discourage the perpetration of fraud and limit the exposures if fraud does occur.
Elected Officials/Department Heads are responsible for the implementation and maintenance of effective internal controls.
The internal audit division is responsible for assisting in the deterrence of fraud by examining and evaluating the adequacy
and effectiveness of internal controls.
Fraud occurs for the following reasons:
1. Poor internal controls, especially disregard for set policies and procedures
2. Management override of internal controls
3. Collusion between employees and/or third parties
4. Poor or non‐existing ethical standards
5. Lack of control over staff by their supervisors

“Red Flags”
The most frequently cited “red flags” of fraud are:
1. Changes in an employee’s lifestyle, spending habits, or behavior
2. Poorly written or poorly enforced internal controls, procedures, policies, or security practices
3. Irregular/unexplained variances in financial information
4. Inventory shortages
5. Failure to take action on results of internal/external audits or reviews
6. Unusually high expenses or purchases
7. Frequent complaints from customers
8. Missing files
9. Ignored employee comments concerning possible fraud
10. Refusal to leave custody of records during the day by the employee
11. Working excessive overtime and refusing to take vacation time off

Fraud Prevention
The following internal controls should minimize the risk and help prevent fraud:
1. Detailed written policies and procedures and adherence to all policies and procedures,
especially those concerning documentation and authorization of transactions
2. Physical security and controlled access over assets such as locking doors and restricting access to certain areas
3. Proper training of employees
4. Independent review and monitoring of tasks by the department supervisor, such as approval
processing of selected items
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5. Separation of duties so that no one employee is responsible for a transaction from start to finish
6. Clear lines of authority
7. Conflict of interest statements which are enforced
8. Rotation of duties in positions more susceptible to fraud
9. Ensuring that employees take regular vacations
10. Regular independent audits of areas susceptible to fraud

Reporting Fraud
If an employee suspects that fraud is being committed within the County, then the employee should report it to any of the
following:








The immediate supervisor,
Department Head/Elected Official,
County Auditor by phone at 573-346-4440 ex. 1341 Direct line is 573-317-3868; via e‐mail at
Jimmy_Laughlin@camdenmo.org; or by mail to
Camden County Auditor’s Office, 1 Court Circle NW, Suite 7 Camdenton MO 65020
On the County website Fraud Hotline page
Human Resources Department by phone at 573‐346‐4440 ex. 1230; via e‐mail at
Melissa_peters@camdenmo.org ; or by mail to Human Resource 1 Court Circle NW, Suite 15 Camdenton, MO
65020
The supervisor, department head/elected official, or Human resource personnel should immediately report it to
the County Auditor’s Office.

At any time, an employee may communicate directly with the County Auditor’s Office to report fraud and the employee
will have the option to remain anonymous. Every attempt will be made to protect the identity of the reporting individual.
The County Auditor’s Office is committed to protecting the employee’s identity and confidentiality.
Due to the important yet sensitive nature of the suspected violations, effective professional follow‐up is critical. Managers,
while appropriately concerned about “getting to the bottom” of such issues, should not in any circumstance perform any
investigative or other follow‐up steps on their own. All relevant matters, including suspected but unproven matters, should
be referred immediately to those with follow‐up responsibility.
If members of the public suspect that fraud is being committed within the County, they may report it to the County Auditor’s
Office, which may be contacted in the following forms of communication:
 Phone number 573-346-4440 ex. 1341
 Via e‐mail at Jimmy_Laughlin@camdenmo.org
 Mail letter to Camden County Auditor #1 Court Circle NW Suite 7, Camdenton, MO 65020
 County website Fraud Hotline page

Retaliation
An employee who believes that he or she has experienced retaliation for making a report or assisting in an investigation
shall report this as soon as possible to the County’s Human Resources Director at 573‐ 346‐4440 ex. 1230 or the County
Auditor at 573-346-4440 ex. 1341.

Reporting Unethical Behavior
Employees are encouraged to seek advice from the County’s Human Resources Department when faced with uncertain
ethical decisions. HR is responsible for the administration, revision, interpretation, and application of this policy. The policy
will be reviewed annually and revised as necessary.

Duty to Report
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Local public officials, County officials, County employees, and all others who are subject to this policy have a duty to report
violations of this policy and to cooperate in investigations, inquiries, and hearings conducted by the County. However, a
person making false reports shall be subject to disciplinary action if he or she reports information which he or she knows to
be false or which he or she discloses with reckless disregard for its truth or falsify.

No Coercion
No County official or employee shall directly or indirectly use or threaten to use any official authority or any influence in
any manner whatsoever which tends to discourage, restrain, deter, prevent, interfere with, coerce or discriminate against
any person who in good faith reports, discloses, divulges or provides any facts or information relative to an actual or
suspected violation of this policy or other state, federal, or local laws.

Consequences
County Department Heads found to have violated this policy will be subject to discipline by County Commissioners,
including a written warning or reprimand, suspension, or termination in accordance with the procedures under which a
department head may otherwise be disciplined. County employees found to have violated this policy will be subject to
discipline by their department head or elected official regarding violations of this policy, including a written warning or
reprimand, suspension, or termination in accordance with the procedures under which the employee may otherwise be
disciplined.
Parties doing business with the County, including vendors, consultants, contractors, or their principals and employees, found
to have violated this policy will be subject to termination of any business relationship with the County and exclusion from
further business opportunities with the County. As to any person subject to this policy or otherwise, the County may make
referral of its findings to the appropriate law enforcement authority.
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Chapter 2 – Bank and Investment Accounts
Funds Received by Wire Transfer:
The Treasurer will request a wire transfer of funds. This request will be prepared by
the Treasurer and should be signed by the Treasurer and Accounting Officer.
Where appropriate - as in reimbursement of federal funds - the Treasurer should
forward a project financial statement to the Accounting Officer who prepares a request for
reimbursement or advance and files. Wire Transfers in relation to Grants is approved and awarded, the
Treasurer’s will receive a signed copy from the Presiding Commissioner and the Treasurer’s office will
complete the financial institutional information to include notifing the financial institution of incoming grants
information and to verify bank information for the grant.
Only the Treasurer and Treasurer’s Chief Deputy have authority on the Treasurer’s bank accounts.
Next, the Treasurer will monitor the transfer of funds and maintain the appropriate
records of this transaction.
As soon as the funds are credited to the Camden County account, the bank should send a
credit memo to the Treasurer. The Treasurer should reconcile these credit memos to the total cash received at
the end of the month.
In the absence of the Treasurer staff, the Commission will appoint an acting Treasurer would authorize wire
transfers.
Inter-Fund Transfers:
The Camden County operating checking account should not be less than $10,000 at any time. All funds
received should be deposited into the Camden County accounts. It will be necessary to transfer funds from the
investment accounts into the checking account. In order to transfer funds from the investment into the checking
account, the following procedures should be followed:
The Treasurer should monitor the balance in the checking account, and determine if
there are adequate funds to pay the daily expenses. The Treasurer should prepare a
transfer memo for signature by the Treasurer to transfer the necessary amounts from
the investment account to the checking account, as long as the remaining balance is above $10,000. These
transfers will occur concurrently with the associated disbursements.
Funds received from Credit Card Charges:
The Administrative Coordinator, purchasing clerk are responsible for processing
the receipt of funds through the credit card authorizer via check into the bank account.
Transactions should be processed on a weekly basis, with a list of the credits and date
processed delivered to the Accounting Officer in order to double check against the bank
statement. The statement of deposits and service charges will be reconciled by the Treasurer.

Cash Receipts Procedures
Cash Payments are received in various elected offices for fees and are responsible for the clerks to process the
cash, check or credit card transaction. In processing the transaction the payor should be recorded with Name,
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Address, Phone number and any other information required by the office (i.e. Driver License etc) All checks
received by the Office should be made out to the office and immediately stamped “Deposit Only” and the fee
should be recorded properly for the fee revenue in relation to the service delivered. If for some offices it was a
deposit for future services (road asphalt) or other/donation it should be recorded as such with the related
evidence to support the transaction for future audit purposes. Money should be receipted into the financial
accounting software designated by the county. This should be prenumbers, maintaining information listed
about and provide an audit trail. Evidence on deposits/receipts shall be maintained by the office holder and
scanned into the financial software.

Public offices Practice is if a department only accepts Cash and Checks, They can bring deposits containing
multiple dates. (To the Treasurer’s office- At a Minimum, each office should deposit monies collected once a
week)
If the department accepts Cash, Checks and Credit Cards they need to bring their deposits, DAILY. (To the
Treasurer’s Office)
ALL Monies should be submitted for each month-end of the following business day to be deposited to the bank.
(Thru the Treasurer’s office)(Practice started 12/31/19)
The Mail clerk receives all incoming mail and sorts to interoffice county mail to each department. All incoming
cash or checks received by mail should be opened in two employees’ presence one opening and one inputting
into the system for log presences to ensure against fraud. Once in the system receipts can be audited thru the
audit log of the system they should follow the above mention process.
Next, the Treasurer prepares a deposit slip and deposits the funds into the bank
account. The validated deposit slip should be scanned attached to the financial software for evidence of the
transaction cash receipts log and filed. All check copies should be filed according to month received. A deposit
not forwarded or mailed to the bank should be locked in the Treasurer’s Department’s Vault. No deposit should
be locked in the secured location (Vault) for more than 24hours. If the funds are mailed to the bank, the
For the public office that receipt money accounts of that office (Sheriff, Recorder, Collector, Prosecuting
Attorney, Circuit Clerk, County Clerk and etc.) into their office all monies should be accounted for using the
same procedures. Fees should be accounted for properly for reconciling and accounting purposes of fee
income. Checks should be stamped immediately “Deposit Only” All fee incurred and monies receipted should
be reconciled and reviewed by the office holder remitted to the Treasurer’s office portion per statute and other
public entities as required by law or according the State Statute. If no Statute exist they should be remitted by
the 15th of the following month. Timeliness of deposits to the bank daily if possible no less then weekly
depending on the amount of cash. Credit Card machines should be closed out daily for electronic deposits to
the office holder fee account. Cash and checks should be stored in a vault at the end of the day until taken to
the bank with limited access to the vault. Evidence on deposits shall be maintained by the office holder and
scanned into the financial software.
Monies deposited electronically into the County account should be journalized into the general ledger the date
of the electronic deposit into the bank. Electronic deposits should be journalized in the month received and
should not be delayed more than 15 calendar days once deposited into the bank for journalizing into the County
financial software. Efforts should be made to keep these items updated to the financial software for timeliness,
reconciliation procedures and best accounting practices.
No single account should contain more than $100,000 - or the amount over which the FDIC
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will not insure unless collateral pledge as required by law has been secured in the bank bid process as required
by State Statute for public entities.

Cash Disbursements Procedures
1. Incoming invoices will be logged in by the Administrative Purchasing Clerk and delivered to the responsible
staff person for his/her approval and to prepare a check request voucher prior to
disbursement dates.
2. The staff person responsible for ordering the product or service will check the validity
of the invoice against proposals/bids, etc. and work accomplished/delivered and
prepare a check request voucher prior to disbursement dates.
3. Weekly (All requests for warrants/bills for payments with invoices must be submitted by NOON

Thursday if you wanted them paid with the following Monday Check run or the next business day if the
date falls on a weekend or holiday), cash disbursements should be prepared by the Accounting Office for
approval certification for Commission approval by authorized Camden County officials for expenses, debts and
liabilities of Camden County tracked in the financial software.
4. The Accounting office is responsible for the preparation of disbursements. As required by state statute.
5. A check request voucher should then be completed by the purchasing staff person and
attached to the original vendor invoice, and/or any other supporting documentation.
The voucher should include the account codes to which the expense will be applied.
Approval for an expense by the Budget office must be indicated on the check request
voucher.
6. After inputting all the check requests, the Accounting office will prepare a master list of
all checks to be paid for approval by the Commission. If there are any
questions or concerns about the amounts, the Accounting office should provide
necessary information prior to running any disbursements. If there are any items
removed from the batch, the totals on the payment summary form should be
corrected, initialed and dated by Commission. The Commission or Accounting office can deny the approval
and request additional information from the office request payment of the bill to ensure proper documentation.
If denied the item must go back thru the process to be paid to ensure documentation is adequate. This approval
process is to ensure the account and grant/project is charged to the correct expense and line item. Any checks
made to pay invoices in excess of $5,000 must be approved by the Accounting Officer. The financial
accounting software maintains documentation of all approvals and denials in the system and has an audit trail of
such decisions and user that approved or denied.
7. The Accounting office should then run an aging accounts payable, which is generated by
the accounting software. A total of the disbursements to be paid will be recorded and report record in the
accounting office and sent to the Treasurer.
8. Once the amount to be disbursed has been received, the Accounts Payable should print
the checks from the computer system. The checks should be attached to the invoice,
and other supporting documentation, being paid and submitted for signatures. A
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check register should be run and filed together with the disbursement transmittal
form.
9. While the Treasurer signs each check, he/she should double check the check request voucher.
10. All disbursements that have been submitted and paid are scanned into the financial software. When pulling
up the warrant/bill in the financial software the check number is displayed indicating payment was made. After
the checks cut, if voided the system will indicate the check has been voided.
11. All checks will be mailed as soon as this process is completed.
12. Supporting documentation should be filed by the Accounting Office in appropriate
vendor files.
13. The Accounting Office will utilize the paid invoice files to respond to any discrepancies
which arise with vendors or other payees.
14. Once monthly, the Accounting Office will check the invoice log to determine if there are
any outstanding invoices which have not yet been paid. If so, the Accounting office will
investigate the nonpayment of these invoices with the responsible staff member.
15. All Purchase for reimbursement to county employees shall be submitted within 45 days of the purchase for
reimbursement to any County Employee of such purchases.
Petty Cash Fund
1. There is no petty cash fund.
Purchases

Procurement Purchases:
Refer the Purchasing policy section in the back of this policy APPENDIX-A for details unless under the six
immediate sections. Purchase should be done on State Contract when possible to aid in fair biding practices
unless competitive bidding is more reasonably priced and offers a best product source for the Counties best
interest based on the office recommendation.
To Prompt a Purchase:
1. When the normal cash disbursement procedure of invoice, etc., is not appropriate,
(i.e., postage, petty cash, etc.) a check request should be completed and forwarded
with any order form or other documentation to the Budget office for
approval. If the check is made out to either the Treasurer or Commission, that
individual cannot approve the check request voucher.
2. Approved check requests should be sent to the Accounting officer for payment.
3. In the absence of backup materials, receipts for the purchase must be provided to the
Accounting Office for attachment to the check request within 30 to 45 days from the check
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date.
Credit Card Purchases:
1. Only the Sheriff, Prosecuting Attorney and Purchasing clerk (purchasing clerk –maintains a log of use by
who has possession of the card at all times and purpose for purchases) carry corporate credit cards in his or her
name. The purchase of airline tickets and other authorized business expenditures may be made by other
employees or Sheriff or Elected official using the corporate credit card. In every case of credit card usage, the
individual charging a Camden County General Ledger account will be held personally responsible in the event
that the charge is deemed personal or unauthorized. More details to the policy is in the Credit Card policy in
Appendix D.2. Authorized uses of the credit card include:
a. Airline or rail tickets (at coach class or lower rates) for properly authorized
business trips. Camden County designated travel agency will require that employees
supply the travel agency with an account code in order to charge to the Camden County Credit Card. The
account code will help reconcile the costs of travel with
the proper Camden County Department program to be charged. The travel agency will provide Camden County
a monthly report of all travel charged to the Credit Card account.
b. Lodging and meal charges that do not exceed the authorized reimbursement rate
for persons traveling on official Camden County business
c. Car rental charges (for mid-size or smaller vehicles) for properly authorized business trips
d. Properly authorized expenditures for which a credit card is the only allowed
method of payment (such as monthly internet access)
e. Business telephone calls
f. Properly authorized entertainment at a rate which is consistent with the
employees level of responsibility within, or on behalf of, Camden County and within the
limits of the approved budget.
3. Receipts should be compiled and submitted with an expense report on a monthly basis.
basis.
4. Unauthorized use of the credit card includes:
a. Personal or non-business expenditures of any kind.
b. Expenditures which have not been properly authorized.
c. Meals, entertainment, gifts or other expenditures which are prohibited by:

1. Camden County budget and/or policies
2. Federal, state, or local laws or regulations
3. Grant conditions or policies of the entities from which Camden County receives funds.
Proper Documentation for all Purchases, including Camden County Credit Card Purchases:
Every instance of credit card or other purchase use must be documented with travel
authorizations, receipts, individuals paid for, nature of business, etc. before the expense will
be considered authorized and will be approved for reimbursement. See details below.
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A. Lodging - Provide an itemized receipt from the hotel detailing every charge and the
name of the person(s) for whom lodging was provided.
B. Meals/Entertainment - Provide a receipt showing separately the cost for
food/beverage and gratuities, and including the names of every person for whom food
or beverage was provided and the specific business purpose which was furthered by
the expenditure. For example, A Luncheon Meeting with NCAMDEN COUNTY CAMDEN COUNTYX,
president of
the CAMDEN COUNTY CAMDEN COUNTYX Corporation, and CAMDEN COUNTYXX CAMDEN
COUNTYXX, executive
director of the CAMDEN COUNTYX CAMDEN COUNTYX CAMDEN COUNTYCAMDEN COUNTY, to
finalize the speakers and program for the
November 10-12, CAMDEN COUNTYX annual conference in CAMDEN COUNTYX CAMDEN
COUNTYXx.
C. Other Expenditures - A receipt from the vendor detailing every individual good or
service purchased (including class of service for commercial transportation)
accompanied by an explanation of the specific business purpose which was furthered
by each expenditure. For example, A Round trip coach flight CAMDEN COUNTYX to CAMDEN
COUNTYXX
CAMDEN COUNTYXX for Conference Director CAMDEN COUNTYXX CAMDEN COUNTYX to review
hotel proposals and facilities
for the CAMDEN COUNTY annual conference.
The Budget office will double check all reimbursement requests against receipts provided
and run a calculator tape which will be attached to the reimbursement form. Reimbursement without receipts is
not allowed for credit card purchase and may make the employee liable for such expenses incurred against the
credit card this policy is to supersede all other policies for reimbursements on credit cards.
Capital Expenditures:
For all major expenditures such as computers, furniture, audit services, printing services,
etc., three bids must be obtained before a purchasing decision is made. If the annual
amount will exceed $6,000, a bidding process and review will be conducted. All bids,
including phone quotes, must be recorded and kept on file as required by state statute.
Consultants:
Contracts with consultants will include rate and schedule of pay, deliverables, time frame,
and other information such as work plan, etc. Justification for payment should be submitted
to file. For example, if CAMDEN COUNTY hired a writer to create a publication, a copy of the final version
should be included in the file.
Contracts:
Contracts for purchasing products or services, similar to a purchase order, should be created
and maintained for the file whenever appropriate. In the event that the contract is with a sole source provider
consult the purchasing policy. All contracts to be signed by the Presiding Commissioner and cannot exceed one
year or longer. The Presiding Commissioner has the ability to designate a signor in his place with certain
companies or departments as long as it is documented in Commission meeting minutes.
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Reconciliations
Cash Flow:
Camden County is to maintain a minimum of ten percent (10%) of the operating budget between its operating
and bank accounts at all times. In the event that balances fall below that
amount the Commission, Accounting Officer and Treasurer should be notified immediately.
Bank Reconciliations:
1. Bank statements are to be received unopened by the Treasurer. The Treasurer/receiving office should print
the statements from the bank website and should review the contents for inconsistent check numbers,
signatures, cash balances and payees and endorsements at a minimum. After this cursory review is
conducted, the official should initial and date the bottom, right hand corner of the first
page of each bank statement reviewed. The reviewed bank statement should then be
forwarded to the Auditor (an individual without check signing rights). The Treasurer is to
reconcile the bank accounts using the approved reconciliation format of the financial software. (RSMO 54.120,
54.130, 55.200)
2. The person charged with this responsibility should reconcile each account promptly
upon receipt of the bank statements. All accounts will be reconciled no later than 10
business days after receipt of the monthly bank statements. In the event it is not possible to
reconcile the bank statements in this period of time, the Auditor and Commission should be notified by a
written memo from the Treasurer.
3. When reconciling the bank accounts, the following items should be included in the
procedures:
a. A comparison of dates and amounts of daily deposits as shown on the bank
statements with the cash receipts journal.
b. A comparison of inter-organization bank transfers to be certain that both sides of
the transactions have been recorded on the books.
c. An investigation of items rejected by the bank, i.e., returned checks or deposits.
d. A comparison of wire transfers dates received with dates sent.
e. A comparison of canceled checks with the disbursement journal as to check
number, payee and amount.
f. An accounting for the sequence of checks both from month to month and within
a month.
g. An examination of canceled checks for authorized signatures, irregular
endorsements, and alterations.
h. A review and proper mutilation of void check.
Voided check require supported documentation for reason of the void and normally if we reissue a check to
replace the original check voided no further approval is required. All Voided checks by Accounts Payable
must notify the Treasurer’s office immediately, to insure that the Treasurer’s office files a Stop Payment with
the Bank for any issued checks that are to be voided. Including updating the Positive Pay file removes the
check information and updates with the new replacement check to the Positive pay file.
i.Insufficient Fund Checks upon notification of an insufficient check charged back to the County Account the
Treasurer’s office will create a journal entry to the general ledger to the corresponding office that receipted in
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the Bank check and notify the Auditor’s office for posting. The Treasurer’s office will maintain a log of the
NSF checks. Upon notification from the Bank of the collection of the NSF check the Treasurer’s office will
journalize to the general ledger to the corresponding office and notify the Auditor’s office for posting of the
journal entry. Tie outs will be completed by review of the bank reconciliation to the general ledger.
j.Investigate and write off checks which have been outstanding for more than six
months. Attempts before closing out stale dated checks should include contacting the vendor/payee.
Calling the payee documenting who was talked to, time, date and phone number reached or if a message is left
it should be documented and stored in the system. Any correspondence, emails or letters should be attempted if
phone connection is not accomplished including return mail stamps etc. If after an additional 90 days after the
first 180 and multiple attempts have been attempted with no resolve the check should be written off and credited
back the General Ledger account is was expended from or to General Revenue if it is not a grant related
expenditure, which if is would be applied back to the Grant account.
4. Completed bank reconciliations shall be initialed and dated by the Treasurer’s office and should be reviewed
by the Auditor and initialed and dated by the Auditor’s office reviewer and filed for audit purposes.
5. The Treasurer upon receipt of the completed bank reconciliations, prepares any
general ledger adjustments to be approved and posted by the Accounting office.
6. Once, bank reconciliations are completed and reviewed by the Treasurer and Auditor the Commission should
be notified that reconciliation are completed and balanced, if there were variance or delayed reconciliation of
the bank account beyond 45 days of the previous month they should be reported to the Commission.
Bank Reconciliation: For offices with checking accounts-(as previously noted in Cash Receipting)
For the public office that receipt money accounts of that office (Sheriff, Recorder, Collector, Prosecuting
Attorney, Circuit Clerk, County Clerk, and etc.) into their office all monies should be accounted for using the
same procedures. Fees should be applied properly for accounting and reconciliation purpose and monies should
be reconciled and reviewed by the office holder remitted to the Treasurer’s office portion per statute and other
public entities as required by law or according the State Statute. If no Statute exist they should be remitted by
the 15th of the following month. Bank Statements should be received and opened by the office holder then
given to the designated bank reconciler. Bank Reconciliations should be reviewed, initialed and dated upon
review by the office holder. Should there be discrepancies they should be investigated and resolved promptly
and documented the reason for such offages with review by the office holder.

Reconciliations of Other General Ledger Accounts:
1. Each month the Accounting Office and Treasurer should review the ending balance
shown on balance sheet accounts; such as the cash accounts, accounts receivable,
accounts payable and deferred revenue. The Accounting Office should review the bank reconciliations,
schedules of accounts receivable and deferred revenue and the aging of accounts payable to support the
balances shown on the balance sheet.
2. Assets - These accounts will include cash, pre-paid, property, equipment
and fixtures, security deposits, and intangible assets.
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a. Cash - The balances in cash accounts should agree with the balances shown on
the bank reconciliations for each month.
b. Prepaids - The amounts in these accounts should equal advance payments paid
to vendors at the end of the accounting period.
c. Property, Equipment & Fixtures - The amounts in this account should equal the
totals generated from the audited depreciation schedules. When additional
purchases are made during the year, the balances in the accounts may be
updated accordingly.
d. Security Deposits - The balance in this account should equal amounts paid in
escrow for Planning & Zoning and Waste Water for Board approvals of the related offices.
3. Liabilities - These accounts are described as accounts payable, payroll tax liabilities,
loans and mortgages payable, and amounts due to others.
a. Accounts Payable - The balance in this account should equal amounts owed to
vendors at the end of the accounting period and the aging report.
b. Payroll Tax Liabilities - The amounts in these accounts should equal amounts
withheld from employee paychecks as well as the employers portion of the
expense for the period that has not been remitted to the government authorities.
c. Due to Others - If there are any amounts owed to others at the end of the period
they should be recorded and the correct balance maintained in the general ledger
accounts.
4. Income/Expenses - These accounts are described as income from membership,
contributions, publications, and other expense line items such as salaries, consulting
fees, etc.
a. Income - The amounts charged to the various cash accounts should be
reconciled with funding requests, funders reports, draw down schedules, etc.
b. Gross Salary Accounts - The balances in the gross salary accounts should be
added together and reconciled with the amounts reported on quarterly payroll
returns.
c. Consulting - The amounts charged should be reconciled to the contracts.

Once the reconciliation process has been reviewed and completed and the Accounting office is reasonably
certain all entries have been made and the bank books and the general ledger are in balance/reconciled they
shall proceed with Month end Closing(soft close). The General Ledger month will remain normally open for
15 days after the prior month. (April would be open thru May 15th.) Books could be kept open into June if there
was a reconciling issue otherwise closed within 45 days,. Notification will be sent to the elected officials that
“X” month has been closed, i.e. reports. If there is a misclassification or incorrect journal entry a month may be
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reopend by the Accounting Office. Require a Correcting journal entry upon a balanced bank reconciliation the
month should be closed. If the month has not been reconcilied balanced with in 45 days after the last day of the
month that month should be closed and reopened by the Accounting office once the issue has been investigated,
resolved, reviewed and approved by the Auditor. The office responsible for the entry to General Ledger to the
bank reconciliation off age should create the journal entry then approved by the Auditor’s office in the software
system to allow completion of the bank reconciliation. A written memo or email of the issue by the office that
created the journal entry should be reported to the Treasurer, Auditor and the Commission that the stating the
issue and how it has been resolved to prevent future issues. If a procedure change is needed it should also be
communicated to the office personnel( to prevent the problem from originated for continuning) and
communicated to the Treasurer, Auditor and Commission, in an effort to prevent further delayed reconciliation
timeliness issues.

Human Resource & Payroll
Human Resources:
1. The Human Resources is charged with the responsibility of maintaining personnel files
on staff persons.
2.Pay authorizations and Terminations forms are required on all employees. Termination papers should include
Camden County Employee Discipline form this form goes to HR only with the Elected official or Administrator
signature, employee and witness. New hire and Termination should have a Camden County Employee Change
Authorization form. The Employee Change Authorization should have the Department Administrator/Director
or Elected Official AND the Budget officer/Auditor signature for verification of the position vacant position
availability and/or budget dollars for Budget approval.
3. Each employee has multiple personnel file which should contain the following information, at a minimum.
a. Employment application or resume
b. A record of background investigation
c. date of employment
d. position, pay rates and changes therein
e. authorization of payroll deductions
f. earnings records for non-active employees
g. W-4 Form, withholding authorization
h. I-9 Immigration Form
i. workers compensation
j. testing
k. benefits
l. retirement
m. termination data, when applicable
4. All personnel records are to be kept locked in a locking file cabinet in the Human
Resource office. Access to these files other than by the Payroll, or the Auditor should be requested in writing to
the Human Resource Dept.
5. Maintains the County Employee handbook and benefits at the direction of the County.
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Payroll:
Preparation and Timekeeping:
1. Timesheets are to be prepared by all staff persons and submitted on the following Monday preceding a pay
period (bi-weekly). Time should be input on a daily basis and, if in
writing, completed in ink. Correction fluid should never be used in preparing
timesheets. If an error needs to be corrected, a line should be drawn through the item
and the corrected information recorded, and initialed by the person who made the
correction. Supervisors should review and approve payroll daily or by the end of a pay period. Using the
Novatime system is our electronic timesheet system.
2. Timesheets are to include specific time spent on each grant/project.
3. Timesheets are to be signed by the staff person and his/her supervisor.
4. All approved timesheets should be submitted to the Payroll, who will verify
the hours worked against his/her record. For further details see the Camden County Time Keeping policy in the
Appendix-B.

5. The Payroll should then process the time and report the information to the
payroll service bureau. The information reported should include:
a. hours worked, by cost center
b. changes in pay rates or employment status
c. vacation, sick or personal and etc. hours used and earned
6. The Accounting office should review the payroll summary page of the
payroll service report for inappropriate payees or unusual hours.
7. Paychecks should be distributed by the Payroll on the designated day and
hour, one week after the end of the pay period according to a prearranged schedule
distributed by the Payroll. In the event that a paycheck is picked up by a
designated person other than the staff person, a memo should be received in writing
from the staff person and proper identification should be requested from the party
picking up the pay check and signature to the memo.
8. Payroll is to create the positive pay file for payroll checks and direct deposit file to upload to the bank and
forward to the Treasurer’s office to finalize the upload and approval of files process. Including distributing
necessary financial payroll reports to the Auditor’s and Treasurer’s offices for processing general ledger and
bank funds.
9. As an employee benefit, Camden County offers direct deposit through the employees own
financial institution and also offers one free checking through Central bank. Through
direct deposit, payroll is deposited as cash into the employee’s account on payday.
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Financial Reporting
Monthly Reports:
The Accounting office should prepare a set of monthly financial reports for distribution to the
Commission, and the Budget office and Elected officials. The reports should include: a balance
sheet and a statement of income and expenses for each department (operating, project); a
consolidated balance sheet and consolidated income and expense report which show all
departments combined; a budget-to-actual report for all accounts included in the annual
operating budget; a list of deferred and receivable funds, and a cash flow projection. In
addition, the monthly reports for the quarterly periods (December, March, June, September)
will be submitted to the full Commission for their review and acceptance at the following Commission meeting.
The monthly statements should be reviewed by the Commission, or Accounting office prior to
distribution to the Accounting for initial comments. After the Accounting offices approval, the
statements will be mailed to the Elected office holders and the County Commission every month. The monthly
statements will be finalized by the conclusion of the month following the statement period. As required by state
statute.
Fixed Asset Management
1. A permanent property log or database is to be maintained by the Accounting Office for
all fixed assets purchased by Camden County as required by state statute.
2. The log should contain the following information:
a. date of purchase
b. description of item purchased
c. received by donation or purchased
d. cost or fair market value on the date receipt
e. donor or funding source, if applicable
f. funding source restrictions on use or disposition
g. identification/serial number (if appropriate)
h. depreciation period
i. vendor name and address
j. warranty period
k. inventory tag number (all fixed assets should be tagged with a unique
identifying number)
l. number of the Camden County check used to pay for the equipment
3. At least annually, a physical inspection and inventory should be taken of all Camden County
fixed assets and reconciled to the general ledger balances. Adjustments for
dispositions should be made.
4. The Accounting Office should be informed, in writing, via an interoffice memorandum
of any material changes in the status of property and equipment. This should include
changes in location, sale of, scrapping of and/or obsolescence of items and any
purchase or sale of real estate.
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5. All capital items which have a cost less than $1,000.00 will be expensed.

Financial Statements:
The unaudited Fund financial statements are produced by the Treasurer’s office semi-annually and submitted to
the County Commission as required by state statute. Also state statute mandates an annual unaudited Fund
financial statement is provided to the County Clerk’s reviewed by the Commission office for publications
required.
Each year at a meeting the Accounting Office reviews in detail the year end journal entries, the adjusting
entries, the outside auditor’s report of financial statements, and the footnote disclosures. After a thorough
review, the Commission takes action for formal approval of the the outside auditor’s report of financial
statements. In addition, the outside auditor’s report of financial statements are presented and reviewed at an
Agenda meeting of County Commission for filing.
Schedule of Expenditures of Federal Awards:
The Camden County has implemented the following steps to ensure expenditures of Federal grant funds are
accurately reported on the Schedule of Expenditures of Federal Awards:
1. Written approval by County is required to apply for Federal grants.
2. Once a Federal grant award application has been made, the County must accept the grant and
appropriate funds before the grant funds are expended. Copies of the approved requests will be
submitted to the Accounting department. Once the Federal grant award has been approved by the
Granting agency and accepted by the County, the Accounting Department will meet with the Grants
Manger to set up account codes in the financial system in order to track all revenues and expenditures
for the specific grant, and the administering department will be notified of the new account numbers.
3. The Grants Department will establish the Grant budget according to approved documentation.
4. The Accounting Department monitors the expenditures and revenues monthly with review by the Grants
Manager to ensure all items are recorded properly and that they meet the grantor’s guidelines.
5. The department’s annual inventories of Federal grants are reviewed to ensure that all approved grants
are included in the accounting system. If all approved grants are not included, staff from the Accounting
department will contact the department for a corrected inventory. In addition, the Accounting
department reviews all Commission minutes and agenda notes and identifies new Federal grants as they
become accepted.
6. Year End reporting is prepared by running reports out of the financial software system and is reviewed
in detail for accuracy with the grants Manager.
7. The County uses an automated tracking system for new grants. The system will require a CFDA
number for all items approving receipt of Federal grants. At the end of the fiscal year, a report will be
generated, itemizing all of the approved Federal grants that went before the Commission for that fiscal
year. All approved awards will be reconciled to the Schedule of Expenditures of Federal Awards.
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8. All grants will be maintained in accordance with any Federal, State, and Local guidelines/ laws
applicable to the agreement.
9. All documentation will be maintained by the Grant’s Department for auditing purposes.
10. The Accounting department is responsible for preparing the year-end Schedule of Expenditures of
Federal Awards and providing oversight on the above related policies and procedures.
11. The County will continue to provide training in the field of grant management to appropriate staff which
will address specific policies and procedures for administering the County’s use and management of
government grant resources and expenditures. The training stresses the importance of including all
Federal grants on their annual inventories or SEFA.

Year-End Report/Audit:
At fiscal year-end, an Audit report should be prepared summarizing the total income and expense activity for
the year. A balance sheet should be prepared as of December 31 and should be attached to the income and
expense report. This report will be initially reviewed by the Commission and Accounting Officer, prior to
distribution.
Bids for an independent auditor to conduct this review will be accepted between September
1 and October 15. In accordance with Camden County policy, at least three proposals will be
considered. The auditing fieldwork process will begin on or about March 1 for the previous Calendar fiscal year
audit reports should be completed to meet SEFA/Single Audit reporting guidelines. (Normally due and
submitted by Sept 30 in the next year for the previous audit year i.e. 2018 would be done by Sept. 30, 2019)
Grant Compliance
1. When a new grant is received or renewed, a copy of the executed grant must be
forwarded to the Auditor office.
2. The Auditor office should set up a permanent file for the grant and maintain the
contract along with any other financial correspondence regarding the grant.
3. It is the responsibility of the Auditor to review the grant contract and extract
any fiscal items which must be complied with by CAMDEN COUNTY. Typically, for government
grants, reference will be made to various publications put out by the Office of
Management and Budget (OMB) and the Comptroller General’s Office to which
CAMDEN COUNTY is responsible for adhering.
Currently, the publications include:
OMB Circular A-110 A Grants and Agreements with Institutions of Higher
Learning, Hospitals and Other Non-Profit Organizations@OMB Circular A-122 A Cost Principles for NonProfit Organizations@
OMB Circular A-133 A Audits of Institutions of Higher Learning & Other NonProfit Organizations
Governmental Generally Accepted Accounting Principles:
4. It is a policy of CAMDEN COUNTY to adhere to all restrictions imposed by its funders, both
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governmental and private. Therefore, CAMDEN COUNTY employees are expected to bring to the attention of
management, any instances of non-compliance.
5. When CAMDEN COUNTY is expending federal funds, prior written approval from the funder agency
is required for the purchase of:
a. Capital expenditures for land or buildings
b. Insurance and indemnification expenses
c. Preaward costs
d. Public information service costs
e. Publication and printing costs
f. Rearrangement and alteration costs
6. CAMDEN COUNTY will never request federal funds to pay for the following costs:
a. Bad debt expense
b. Contingencies
c. Contributions or donations to others
d. Entertainment expenses
e. Fines and penalties
f. Interest, fundraising and other financial costs
7. Federal funds received in advance will be deposited into a separate federally insured
bank account. Any interest earned from those monies will be submitted to the funder
agency. [It is CAMDEN COUNTY s current policy to receive federal funds only on a reimbursement
basis.]
Division of Duties
The following is a list of personnel who have responsibilities within the accounting
department:
Fiscal Director: Commission
1. Reviews and approves all financial reports.
2. Reviews and approves annual budget.
3. Reviews and approves all vouchers and invoices for those checks which require his or her signature.
4. Reviews and approves all contracts for goods and services that will exceed $10,000
over the year.
Controller: Accounting Office, Auditor and Budget Officer
1. Approves all vouchers, invoices and checks.
2. Receives unopened bank statements via online banking access with view only access.
3. With the Budget officer, and input from the Commission and Program Directors,
develops the annual budget.
4. Reviews and approves all financial reports.
5. Reviews and approves list of pending check disbursements.
6. Reviews all vouchers and invoices for certification those checks which require his or her signature or
approval.
7. Authorizes all inter fund transfers.
8. Reviews all bank reconciliations.
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9. Reviews the payroll summary for the correct payee, hours worked and check amount, and approves and
certifies payroll for payment.
10. Approves all reimbursements.
11. Manages the assets accounts.
12. Review the statement credit card statements and service charges.
13. Double checks all reimbursement request against receipts provided.
14. Approves all employee pay authorizations of position in conjunction with pay rates to the approved Budget.
15. Maintains and reconciles the general ledger monthly.
16. Prepares all financial reports, including requests for reimbursements
Treasurer:
1. Processes all receipts and disbursements.
2. Submits requests for inter fund transfers.
3. Provide reports to the Auditor’s office of all receipts processed daily.
4. Reconciles the bank accounts.
5. Submits all payroll files to the bank electronically. (Direct Deposit)
6. Wires funds to other Political Subdivision or tax supported entities.
7. All Treasurer Check are signed for that are picked up in person.
8. Maintains custody of check stock and logs all check stock disbursed for checks to be printed.
9. Maintains a log of all deposits coming into the office to go to the bank and a log of all outgoing deposits
couriered to the bank.
10. Creates final step for all Positive Pay files to the Bank for Main bank accounts.
11. Prepares each Fund Financial report semi-annually as required by Statute.
12. TIF’s Process including review of Sales Tax reports for the disbursement of TIF by County agreements.
13. Self Funded Health Care account reconciliation.
Human Resources/ Payroll:
1. Process the payroll, including payroll tax returns.
2. Maintains all personnel files including Pay Authorizations & terminations.
3. Maintains all benefits for county employees and staff.
4. Manages all Human Resource related issues that could affect the county.
5. Creates Positive Pay file for Payroll related warrants/bills to be sent to the Treasurer’s office.
6. Process all Benefits payments to vendors.
Mail Clerk:
1. Receives and distributes to office internal mail.
Accounts Payable:
1. Once warrants are certified by accounting and approved by the Commission then Accounts payable process
the checks, obtains check stock from the Treasurer’s office, prints the check and attaches invoice/bills to remit
payments to vendors.
2. Accounts Payable then creates a Positive Pay file to upload to the Bank.
3. Mails all checks for payments.
4. Responsible for 1099’s
5. Assessor reimbursement from the State.
6. Setup all vendors in Financial Software, W-9 process validation.
7. Provide necessary financial reports to Auditor’s and Treasurer’s office of check run processed for that
period.
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8. Before processing Accounts Payable (AP) checks. AP will verify with the Treasurer’s office to ensure funds
in respective departments before processing checks to Vendors.
9. AP must notify the Treasurer’s office of all voided checks see page 62.
Purchasing Clerk:
1. Processes credit card payments for publication and processing.
2. Oversees all Bid process for the County in excess of $6,000.00. Including State Contracts bidding that have
already been approved and validate date non expiration of contract for pricing.
3. Facilitates best pricing for county inventory and purchases.
All Department Directors:
1. Develops first draft of department budgets and works with the Budget Office and
Commission to finalize.
2. Accountability to approved departmental budgets in purchasing decisions and in
preparing check request vouchers with the proper account code.

Fiscal Policy Statements
1. All cash accounts owned by Camden County will be held in financial institutions which are
federally insured and have received a favorable CRA (Community Reinvestment Act)
rating, if available.
2. All capital expenditures which exceed $1,000.00 will be capitalized on the books and
records of CAMDEN COUNTY.
3. Employee paychecks and/or personal checks will not be cashed through the main bank account fund of
CAMDEN COUNTY.
4. No salary advances will be made under any circumstances.
5. No travel cash advances will be made except under special conditions and
preapproved by the Accounting office and Commission. Reimbursements will be paid
upon full expense reporting using the official CAMDEN COUNTY form within the normal
disbursement schedule.
6. Any item whose value exceeds $50.00, received via donation, will be recorded in the
books and records of CAMDEN COUNTY.
7. Auditor & Treasurer personnel are required to take annual vacation which will not
interfere with fiscal procedures. Variances to this policy shall be made in special
Circumstances.
8. All volunteer time which exceeds $50.00 shall be recorded in the books and records
of CAMDEN COUNTY.
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9. It is the policy of CAMDEN COUNTY to reimburse out of pocket expenses only when supporting
documentation has been presented for approved costs incurred.
10. It is the policy of CAMDEN COUNTY to establish pay rates which equal or surpass the federal minimum
wage.
11. It is the goal of CAMDEN COUNTY to maintain a minimum of ten percent (10%) of the operating budget
between its operating and savings bank accounts at all times. In the event that
balances fall below that amount the Commission and Accounting Officer should be notified
immediately.
12. All funds received by CAMDEN COUNTY for each project will be segregated into separate project
accounts in the general ledger to avoid any possibility of commingling project monies
with general operating funds. A full computerized ledger accounting system will be
maintained. Monthly financial statements including Balance Sheet and Statement of
Revenues and Expenses will be produced for each project as a separate Department.
13. TheTreasurer is signator of all CAMDEN COUNTY bank accounts.
14. Bank statements will be reconciled monthly in order to account for any outstanding or
lost checks.
15. Expense reports will be maintained which will disclose the nature of expenses, and
the dates incurred.
16. Separate files will be maintained for each bank account and each vendor. Files will
be kept separately for each fiscal year.
17. The services of a Certified Public Accountant will be engaged to prepare a formal
financial audit of the CAMDEN COUNTY fiscal year-end.
18. Correction fluid should never be used in preparing timesheets or any accounting
documents.
Annual Meeting Checklist
During each annual meeting, the following procedures will be performed.
1. The Commission shall approve each county bank account agreement.
2. The Commission shall approve any new and necessary bank accounts.
3. As required, new signers shall complete the appropriate signature card and corporate
resolutions.
4. Name, address and telephone directory of new Commission will be
obtained for the Accounting Officer.
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5. A review of the current operating procedures should be made with the Commission
and Auditor and reaffirmed or revised.
6. All financial institutions should be notified of any changes to the authorized signers
of the accounts within three (3) business days following the annual meeting.
Computer System Backup Procedures
1. The Accounting Officer is responsible for backing up the hard drive of the accounting
System.
More details of IT related Use, Access, Data, Backups and etc. can be found in the IT Policies in Appendix-C.

Approval of the Camden County Accounting Policies and Procedures and Appendixs
on this ______day of ____________, 20___

__________________________
Greg Hasty
Presiding Commissioner

__________________________
Beverly Thomas
1st District Commissioner

__________________________
Don Williams
2nd District Commissioner
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APPENDIX-A
Camden County
Purchasing Policy
Manual
Adopted by Camden County
Commission
Date: 8/13/2020
Greg Hasty
Presiding Commissioner

Beverly Thomas
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District I Commissioner

Don Williams
District II Commissioner
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ARTICLE I-GENERAL PROVISIONS
Part A--Purpose and Application
§1-101 Purpose.
The purpose of this Policy is to provide for the fair and equitable treatment of all persons involved in public purchasing
by the County of Camden, hereinafter referred to as County, to maximize the purchasing value of public funds in
procurement, and to provide safeguards for maintaining a procurement system of quality and integrity.

§1-102 Application.
This Policy applies to contracts for the procurement of supplies, and services, entered into by the County after the
effective date of this Policy, unless the parties agree to its application to contracts entered into prior to the effective date.
It shall apply to every expenditure of public funds by all Administrative Authorities irrespective of the source of the
funds. When the procurement involves the expenditure of federal assistance or contract funds, the procurement shall be
conducted in accordance with any mandatory applicable federal law and regulations. Nothing in this Policy shall prevent
any public agency from complying with the ten-ns and conditions of any grant, gift, or bequest that is otherwise
consistent with law.

Part B--Definitions
§1-201 Definitions.
Addendum. — An addition or supplement to a document, for example, items or information added to a
procurement document (i.e. bid).
(2)
Administrative Authority. Any Elected County Official or Department Head or a person designated by
them to authorize procurement and the expenditure of County funds pursuant to this Policy.
(3)
Amendment. A revision or change to a document, generally the contract; often used to correct a
solicitation.
(4)
Architect-Engineer and Land Surveying Services. Those professional services within the scope of the
practice of architecture, professional engineering, or land surveying as defined by the laws of the State of Missouri Section
8.285 RSMo.

(1)
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(3)
Blind Trust. An independently managed trust in which the employee-beneficiary has no management rights
and in which the employee-beneficiary is not given notice of alterations in, or other dispositions of, the property subject
to the trust.
(4)
Or Equal Specification. A specification limited to one or more items by manufacturers' names or catalogue
numbers to describe the standard of quality, performance, and other salient characteristics needed to meet Camden County
requirements, and which provides for the submission of equivalent products.
(5)
Brand Name Specification. A specification limited to one or more items by manufacturers' names or
catalogue numbers.
(6)
Business. Any corporation, partnership, individual, sole proprietorship, joint stock company, joint venture,
or any other private legal entity.
(7)
Change Order. A written alteration to a contract, initiated by the purchasing clerk and signed by the
Camden County Commission, in accordance with the terns of the contract, unilaterally directing the contractor to make
changes.
(8)
Contract Modification (bilateral change). Any written alteration to any provision of the contract (i.e.
specifications, delivery point, rate of delivery, period of performance, price, quantity, or other provisions of any contract)
accomplished by mutual action of the parties to the contract.
(9)
Confidential Information. Any information which is available to an employee only because of the
employee's status as an employee of the County and is not a matter of public knowledge or available to the public on
request.
(10) Construction. The process of building, altering, repairing, improving, or demolishing any public structure
or building, or other public improvements of any kind to any public real property. It does not include the routine operation,
routine repair, or routine maintenance of existing structures, buildings, or real property.
(l l) Contract. All types of Camden County agreements, regardless of what they may be called, for the procurement or
disposal of supplies, services or construction.
(12)
(13)

Contractor, Any person having a contract with the County or an Administrative Authority thereof.
Cost Analysis. The evaluation of cost data for the purpose of arriving at costs actually incurred or estimates
of costs to be incurred, prices to be paid, and costs to be reimbursed.
(14) Cost Data. Factual information concerning the cost of labor, material, overhead, and other cost elements
which are expected to be incurred or which have been actually incurred by the contractor in performing the contract.
(15) Cost-Reimbursement Contract. A contract under which a contractor is reimbursed for costs which are
allowable and allocable in accordance with the contract terms and the provisions of this Policy, and a fee or profit, if any.
(J 6) Disadvantaged Business. A small business which is owned or controlled by a majority of persons, not limited to
members of minority groups, who have been deprived of the opportunity to develop and maintain a competitive position
in the economy because of social disadvantages.

(17)
Employee. An individual drawing a salary or wages from the County, whether elected or not; any
non-compensated individual performing personal services for the County or any department, agency, commission,
council, board, or any other entity established by the executive or legislative branch of the County; and any noncompensated individual serving as an elected official of the County.
(18)
Financial Interest.
(a) Ownership of any interest for involvement in any relationship from which, or as a result of which, a person
within the past fiscal year has received, or is presently or in the future entitled to receive, more than $1 ,000 per
year, or its equivalent; (b) Ownership of any property or business; or
(c) Holding a position in a business such as officer, director, trustee, partner, employee, or the like, or holding
any position of management.
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(19) Gratuities — Gratuities include any material goods or services offered with the intent of, or providing the
potential for, influencing the buying decision. As such, gratuities may be offered to the purchaser, or to other persons
involved in purchasing decisions (or members of their immediate family).
(20) Immediate Family. A spouse, children, parents, brothers, and sisters.
(21) Invitation for Bid. A formal request to prospective vendors soliciting bids; contains, or incorporates by
reference, the specifications or scope of work and all contractual terms and conditions. Camden County Purchasing
initiates Invitation for Bids for disposal of surplus property,
(22) Person. Any business, individual, union, committee, club, other organization, or group of individuals.
(23) Price Analysis. The evaluation of price data, without analysis of the separate cost components and profit
as in cost analysis, which may assist in arriving at prices to be paid and costs to be reimbursed.
(24) Pricing Data. Factual information concerning prices for items substantially similar to those being procured.
Prices in this definition refèr to offered or proposed selling prices, historical selling prices and current selling prices. The
definition refers to data relevant to both prime and subcontract prices.
(25) Procurement. The buying, purchasing, renting, leasing, or otherwise acquiring of any supplies or services.
It also includes all functions that pertain to the obtaining of any supply, or service, including description of requirements,
selection, and solicitation of sources, preparation and award of contract, and all phases of contract administration.
(26) Public Agency. A public entity subject to or created by the County.
(27) Purchase. The term "purchase" as used in this policy refers to the procurement of any and all supplies,
materials, equipment, contractual services or articles and shall include the rental or leasing of any equipment or articles as
described and required in this policy. A purchase is defined as the value of one transaction, regardless of the number or
type of items acquired or ordered in that transaction.
(28) Qualified Products List. An approved list of supplies, services, or items described by model or catalogue
numbers, which, prior to competitive solicitation, the County has determined will meet the applicable specification
requirements.
(29) Request for Quotation (RFQ). An informal solicitation or request for information, where oral or written
quotes are obtained from vendors, without formal advertising or receipt of sealed bids. Used only where statutes do not
require formal sealed bids, such as small or emergency purchases, but price competition is desired.
(30) Request for Bid. A formal request to prospective vendors soliciting bids; contains, or incorporates by
reference, the specifications or scope of work and all contractual terms and conditions.
(31) Request for Proposal. All documents, whether attached or incorporated by reference, utilized for soliciting
proposals. A proposal solicitation method used for requirements exceeding authorized limits when it is expected that
negotiations with one or more offers may be required with respect to any aspect of the requirements, or other factors will
be considered in the selection of the contractor in addition to price, or only one source is being solicited.
(32) Responsible Bidder or Offeror. A person who has the capability in all respects to perform fully the contract
requirements, and the tenacity, perseverance, experience, integrity, reliability, capacity, facilities, equipment, and credit
which will assure good faith performance.
(33) Responsive Bidder. A person who has submitted a bid, which conforms in all material, respects to the
requirements set forth in the Request for Bid.
(34) Services. The furnishing of labor, time, or effort by a contractor, not involving the delivery of a specific
end product other than reports which arc merely incidental to the required performance. This term shall not include
employment agreements or collective bargaining agreements.
(35) Small Business. A United States business which is independently owned, and which is not dominant in its
field of operation or an affiliate or subsidiary of a business dominant in its field of operation.
(36) Specification. Any description of the physical or functional characteristics or of the nature of a supply or
service. It may include a description of any requirement for inspecting, testing, or preparing a supply, or service for
delivery.
(37) Supplies. All property, including but not limited to equipment, materials, printing, insurance, and leases
of real property, excluding land or a permanent interest in land.
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Part C--Public Access to Procurement Information
§1-301 Public Access to Procurement Information.
Procurement information shall be a public record to the extent provided in Section 610.010 and 109.180 RSMo. and
shall be available to the public as provided in such statute.
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ARTICLE 2--OFFICE OF THE
PURCHASING CLERK
§2-101 Establishment, Appointment, and Tenure.
(1)

Establishment of the Position of Purchasing clerk (50.753 RSMo) There is hereby created the position of
purchasing clerk (1 995), who shall be the County's principal public purchasing official and serve at the pleasure of the
Camden County Commission.
(2)
Appointment. The purchasing clerk shall be appointed by the Camden County Commission. The
purchasing clerk shall have a high school diploma or equivalent. The purchasing clerk shall be efficient in word, excel and
other computer software that may be required
(3)
Tenure. The purchasing clerk shall be appointed to serve an indefinite tem and may be removed from office
by the Camden County Commission.

§2-102 Authority and Duties.
(l) Principal Public Purchasing Official. Except as provided herein, the purchasing clerk shall serve as the principal
public purchasing official for the County, and shall be responsible for the procurement of supplies and services in
accordance with this Policy, as well as the management and disposal of supplies and fixed assets.
(2) Duties. In accordance with this Policy, and subject to the supervision of the Camden County Commission, the
purchasing clerk shall:

(a) Procure or supervise the procurement of all supplies and services needed by the County;
(50.755 RSM0)

(b) Sell, trade, or otherwise dispose of surplus supplies and fixed assets belonging to the County and
(c) Establish and maintain programs for specifications development, contract administration and inspection and
acceptance, in cooperation with the public agencies using the supplies and services.
(3) Operational Procedures. Consistent with this Policy, and with the approval of the Camden County
Commission, the purchasing clerk may adopt operational procedures relating to the execution of its duties.

§2-103 Delegations to Other County Officials.
With the approval of the Camden County Commission, the purchasing clerk may delegate authority to purchase certain
supplies, services, or construction items to other Administrative Authorities if such delegation is deemed necessary for
the effective procurement of those items. Notwithstanding the provisions of Section 2-102 (Authority and Duties),
procurement authority with respect to certain supplies, services, or construction may be delegated to Administrative
Authorities by the Camden County Commission, when such delegation is evidenced by a formal commission order for
the effective procurement of these supplies, services, or construction.
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ARTICLE 3--SOURCE SELECTION AND CONTRACT FORMATION

Part A--Methods of Source Selection
(For purchases exceeding $6,000 in a 90-day period)
§3-101 Competitive Sealed Bidding.
(l) Conditions for Use. All contracts of the County shall be awarded by competitive sealed bidding except as otherwise
provided in Sections 3-102 (Competitive Sealed Proposals), 3-103 (Contracting for Designated Professional Service), 3104 (Small Purchases), 3-105 (Sole Source Procurement), 3-106 (Emergency Procurements), or 5-401 (Public
Announcement and Selection Process) of this Policy.

(2)
Invitation for Bids and Request for Bids. An Invitation for Bids and Request for Bids shall be issued and
shall include specifications, and all contractual terms and conditions applicable to the procurement.
(3)
Public Notice. All public notices of the Invitation for Bids and Request for Bids shall be given a reasonable
time, not less than fifteen (15) calendar days prior to the date set forth therein for the opening of bids. When time is of the
essence, the Purchasing Director has the discretion to shorten the minimum time the bid is left open, with an opening date
of 3 days from time of issue to allow for an emergency faxed/emailed bid. Such notice may include publication in a
newspaper of general circulation of at least five hundred copies per issue a reasonable time prior to bid opening. (50.660
RSMo). The public notice shall state the place, date, and time of bid opening.
(4)
Bid Opening. Bids shall be opened publicly in the presence of one or more witnesses at the time and place
designated in the Invitation for Bids or Request for Bids. The amount of each bid, and such other relevant information as
the purchasing clerk deems appropriate, together with the name of each bidder shall be recorded; the record and each bid
shall be open to public inspection in accordance with Section 1-301 (Public Access to Procurement Information). Bids are
generally opened in the Purchasing department except for bids greater than $6,000 and Road Project bids generated by the
Public Works department. The County Commission prefers these be opened in a scheduled Commission meeting.
(5)
Bid Award Recommendations. The Purchasing Department shall present bid award recommendations in
two scheduled commission meetings for all contract awards except for bid award recommendations for bids opened in
scheduled Commission meetings which may be approved by County Commission during the first reading following the
public bid opening.
(6)

Bid Acceptance and Bid Evaluation. Bids shall be unconditionally accepted without alteration or
correction, except as authorized in this Policy. Bids shall be evaluated based on the requirements set forth in the Invitation
for Bids or Request for Bids, which may include criteria to determine acceptability such as inspection, testing, quality,
workmanship, delivery, and suitability for a particular purpose. Those criteria that will affect the bid price and be
considered in evaluation for award shall be objectively measurable, such as discounts, transportation costs, and total or
life cycle costs. The Invitation for Bids or Request for Bids will set forth the evaluation criteria to be used.
(7)
Correction or Withdrawal of Bids; Cancellation of Awards. Correction or withdrawal of inadvertently
erroneous bids before or after bid opening, or cancellation of awards or in such circumstances, may be permitted where
appropriate. Mistakes discovered before bid opening may be modified or withdrawn by written notice received in the
office designated in the Invitation for Bids or Request for Bids prior to the time set for bid opening. After bid opening, no
changes in bid prices or other provisions of bids prejudicial to the interest of the County or fair competition shall be
permitted. In lieu of bid correction, a low bidder alleging a material mistake of fact may be permitted to withdraw its bid
if:
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(a)
the mistake is clearly evident on the face of the bid document, but the intended correct bid is not similarly
evident; or
(b)
the bidder submits evidence, which clearly and convincingly demonstrates that a mistake was made. All
decisions to permit the correction or withdrawal of bids, or to cancel awards or contracts based on bid mistakes,
shall be supported by a written determination made by the purchasing clerk.
(8)
Award. The contract shall be awarded with reasonable promptness by appropriate written notice to the
lowest responsible and responsive bidder whose bid meets the requirements and criteria set forth in the Invitation for Bids
or Request for Bids. In the event the low responsive and responsible bid for a construction project exceeds available funds
as certified by the Camden County Auditor, and such bid does not exceed such funds by more than [five] percent, the
purchasing clerk is authorized, when time or economic considerations preclude re-solicitation of work of a reduced scope,
to negotiate an adjustment of the bid price with the low responsive and responsible bidder, in order to bring the bid within
the amount of available funds. Any such negotiated adjustment shall be based only upon eliminating independent deductive
items specified in the Invitation for Bids or Request for Bids.
(9)
Multi-Step Sealed Bidding. When it is considered impractical to prepare initially a purchase description to
support an award based on price. An Invitation for Bids or Request for Bids may be issued requesting the submission of
un-priced offers to be followed by an Invitation for Bids or Request for Bids limited to those bidders whose offers have
been determined to be technically acceptable under the criteria set forth in the first solicitation.

§3-102 Competitive Sealed Proposals (Request for Proposals).
(1)
Conditions for Use. When the purchasing clerk determines in writing that the use of competitive sealed
bidding is either not practicable or not advantageous to the County, a contract may be entered into by use of the competitive
sealed proposals method.
(2)
Request for Proposals. Proposals shall be solicited through a Request for Proposals.
(3)
Public Notice. Adequate public notice of the Request for Proposals shall be given in the same manner as
provided in Section 3-101(3) (Competitive Sealed Bidding, Public Notice); provided, the minimum time shall be thirty
(30) calendar days. When time is of the essence, the Purchasing Director has the discretion to shorten the minimum time
the proposal is left open, with an opening date of 10 days from time of issue.
(4)
Receipt of Proposals. No proposals shall be handled so as to permit disclosure of the contents of any
proposal to competing offeror's during the process of negotiation. A register of proposals shall be prepared containing the
name of each offeror, the number of modifications received, if any, and a description sufficient to identify the item offered.
The register of proposals shall be open for public inspection only after contract award (610.021 RSMo).
(5)
Evaluation Factors. The Request for Proposals shall state the relative importance of price and other
evaluation factors.
(6)
Discussion with Responsible Offerors and Revisions to Proposals. As provided in the Request for
Proposals, discussions may be conducted with responsible offerors who submit proposals determined to be reasonably
susceptible of being selected for award for the purpose of clarification to assure full understanding of, and conformance
to, the solicitation requirements. Offerors shall be accorded fair and equal treatment with respect to any opportunity for
discussion and revision of proposals and such revisions may be permitted after submissions and prior to award for the
purpose of obtaining best and final offers. In conducting discussions, there shall be no disclosure of any information
derived from proposals submitted by competing offerors.
(7)
Award. Award shall be made to the responsible offeror whose proposal is determined in writing to be the
most advantageous to the County, taking into consideration price and the evaluation factors set forth in the request for
proposals. No other factors or criteria shall be used in the evaluation. The contract file shall contain the basis on which the
award is made.

§3-103 Contracting for Designated Professional Services.
(1) Authority. For the purpose of procuring professional services as defined by the laws of the State of
Missouri, any Administrative Authority requiring such services may procure them on its own behalf. No contractor
for the services of County Counselor may be awarded without the approval of the Camden County Commission. The

84

Camden County Purchasing department recommends that the following selection procedures be followed in these
instances.
(2) Selection Procedure.
(a)
Obtain Statement of Qualifications. Persons engaged in providing the designated types of professional
services may submit statements of qualification and expressions of interest in providing such professional services.
An Administrative Authority using such professional services may specify a uniform format for statements of
qualifications. Persons may amend these statements at any time by filing a new statement. (See sample Exhibit A)
(b)
Provide adequate Public Announcement and Form of Request for Proposals. Adequate public notice of the
Request for Proposals shall be given in the same manner as provided in Section 3-102(3) (Competitive Sealed
Proposals, Public Notice); provided the minimum time shall be thirty (30) calendar days. The Request for
Proposals shall describe the services required, list the types of information and data required of each offeror, and
state the relative importance of particular qualifications. Refer to paragraph 3-102 for competitive sealed
proposals' procedures.
(c)
Conduct Discussions. The Administrative Authority procuring the required professional services may
conduct discussions with any offeror who has submitted a proposal to determine such offeror's qualifications for
further consideration. Discussions shall not disclose any information derived from proposals submitted by other
offerors.
(d)
Award. A written award shall be made to the offeror selected by the Administrative Authority procuring
the required professional services. The award will be based on the evaluation factors set forth in the request for
proposals. If compensations cannot be agreed upon with the best qualified offeror, then negotiations will be
formally terminated with the selected offeror. If proposals were submitted by one or more other offerors
determined to be qualified, negotiations may be conducted with such other offeror or offerors, in the order of their
respective qualification ranking, and the contract may be awarded to the offeror then ranked best qualified if the
amount of compensations is determined to be fair and reasonable.

§3-105 Sole Source Procurement.
A contract of a value in excess of $6000 in a 90-day period may be awarded without competition when the Commission
finds that there is only one feasible source for the required supply, or service item. The requesting department must
complete a Sole Source Request Form and submit it to the Purchasing department. (See attached Exhibit B). The
Purchasing department shall keep and maintain, and provide upon request of the Commission documentation, after
conducting a good faith review of available sources, that there is only one feasible source for the required supply or
service. The purchasing clerk shall conduct negotiations as to price, delivery, and terms as appropriate under the
circumstances. The Purchasing department shall also advertise the requesting department's intent to make a sole source
purchase of a value in excess of $6000 in at least one daily and one weekly newspaper of general circulation in such
places as are most likely to reach prospective bidders or offerors. Except for regulated utility services, a record of sole
source procurements shall be maintained as a public record in the Purchasing department and shall list each contractor's
name, the amount and type of each contract, a listing of the item(s) procured under each contract, and the identification
number of each contract file. The Purchasing clerk will review the record of sole source providers yearly in December,
and submit the list of renewals for approval for the next fiscal year to the commissioners in regular session.

§3-106 Emergency Procurements.
Notwithstanding any other provisions of this Policy, and by direction of the liaison Commissioner to any Department,
and in the absence of an assigned liaison Commissioner, it shall be the Presiding Commissioner, the purchasing clerk
may make or authorize others to make emergency procurements of supplies, services, or construction items when there
exists a threat to public health, welfare, or safety; provided that such emergency procurements shall be made with such
competition as is practicable under the circumstances. In the case of a major disaster affecting County operations caused
by weather, terrorism, war, accidents, explosions, Acts of God, etc. the Presiding Commissioner or liaison
Commissioner could enact the emergency purchasing policy to cover whatever goods or services may be necessary to

85

stabilize the County's operations. A written determination of the basis for the emergency and for the selection of the
particular contractor shall be documented on the Emergency Procurement Form and submitted to the Purchasing
Department by the requesting department. (See attached Exhibit C) As soon as practicable, a record of each emergency
procurement shall be made and maintained in the Purchasing department contract file and shall set forth the contractor's
name, the amount and type of the contract, a listing of the item(s) procured under the contract, and the identification
number of the contract file.

§3-107 Cancellation of Request for Bid or Request for Proposal.
A request for bid, a request for proposal, or other solicitation may be canceled, or any or all bids or proposals may be
rejected in whole or in part as may be specified in the solicitation, when it is for good cause and in the best interests of
the County. The reasons therefor shall be made part of the bid file. Each solicitation issued by the County shall state that
the solicitation may be canceled and that any bid or proposal may be rejected in whole or in part for good cause when in
the best interests of the County. Notice of cancellation shall be sent to all businesses solicited. The notice shall identify
the solicitation, explain the reason for cancellation and, where appropriate, explain that an opportunity will be given to
compete on any re-solicitation or any future procurement of similar items. Reasons for rejection shall be provided upon
request by unsuccessful bidders or offerors.

§3-108 Non-Competitive Negotiations (Sole Source Procurement / Single Source Procurement).
A contract may be awarded without competition when the liaison Commissioner to any Department, and in the absence
of an assigned liaison Commissioner, it shall be the Presiding Commissioner, agree that the required supply, or service
item falls under a non-competitive negotiation. Used in those specific instances where competition is nonexistent; or to
satisfy certain proprietary conditions caused by the existence of patents, copyrights, secret processes; or the purchase of
captive replacement parts, OEM parts or components for equipment, as well as the technical services related to such
equipment; as long as governmental policy, rules and regulations do not prohibit them.

Part B--Qualifications and Duties of Bidders and Offerors
§3-201 Responsibility of Bidders and Offerors.
(1) Determination of Non-responsibility. Following the bid award, if a bidder or offeror who otherwise would be
awarded a contract is found non-responsible, a written determination of non-responsibility, setting forth the basis of the
finding, shall be prepared by the purchasing clerk and retained in the bid file. The unreasonable failure of a bidder or
offeror to promptly supply information in connection with an inquiry with respect to responsibility may be grounds for a
determination of non-responsibility with respect to such bidder or Offeror. The final determination shall be made part of
the bid file and be made a public record.

§3-202 Cost or Pricing Data in Capital Projects.
(1)

Required Submissions Relating to the Award of Contracts. A prospective contractor shall submit cost or
pricing data when the contract is expected to exceed $6,000 and is to be awarded by competitive sealed proposals (Section
3-102; Competitive Sealed Proposals), or by sole source procurement authority (Section 3-105; Sole Source Procurement).
(2)
Exceptions. The submission of cost or pricing data relating to the award of a contract is not required when:
(a) the contract price is based on adequate price competition;
(b) the contract price is based on established catalogue prices or market prices;
(c) the contract price is set by law or regulation; or
(d) it is determined in writing by the purchasing clerk, and at the direction of the
Camden County Commission, that the requirements of Section 3-202(1) (Cost or Pricing Data; Required
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Submissions Relating to the Award of Contracts) may be waived, and the determination states the reasons
for such waiver (i.e. Emergency 3-106).
(3)
Required Submissions Relating to Change Orders or Contract Modifications. A contractor shall submit
cost or pricing data prior to the pricing of any change order or contract modification, including adjustments to contracts
awarded by competitive sealed bidding, whether or not cost or modification involves aggregate increases or aggregate
decreases in costs plus applicable profits that arc expected to exceed $25,000.
(4)
Exceptions. The submission of cost or pricing data relating to the pricing of a change order or contract
modification is not required when:
(a)
unrelated and separately priced adjustments for which cost or pricing data would not be required are
consolidated for administrative convenience; or
(b) it is determined in writing by the purchasing clerk, and as approved by the Camden County Commission,
that the requirements of Section 3-202(3) (Cost or Pricing Data; Required Submissions Relating to Change Orders
or Contract Modifications) may be waived, and the determination states the reasons for such waiver.
(5)
Certification Required. A contractor, actual or prospective, required to submit cost or pricing data in
accordance with this Section, shall certify that, to the best of its knowledge and belief, the cost or pricing data submitted
was accurate, complete, and current as of a mutually specified date prior to the award of the contract or the pricing of the
change order or contract modification.
(6)
Price Adjustment Provision Required. Any contract award, change order, or contract modification under
which the submission and certification of cost or pricing data are required shall contain a provision stating that the price
to the County, including profit or fee, shall be adjusted to exclude any significant sums by which the County finds that
such price was increased because the contractor-furnished cost or pricing data was inaccurate, incomplete, or not current
as of the date agreed upon between the County and the contractor.

§3-203 Cost or Price Analysis.
A cost analysis or price analysis, as appropriate, shall be conducted prior to award of the contract other than one awarded
under Section 3-101 (Competitive Sealed Bidding). A written record of such cost analysis or price analysis shall be made
a part of the contract file.

§3-204 Bid and Performance Bonds on Supply or Service Contracts.
Bid and performance bonds or other security may be requested for supply contracts or service contracts as the
Purchasing clerk or Administrative Authority deems advisable to protect the County's interests. The Purchasing
department generally requests bonds and securities for contracts greater than $50,000; however, the Purchasing clerk or
Administrative Authority has the discretion to request bonds or other security for contracts less than $50,000. Any such
bonding requirements shall be set forth in the solicitation. Bid or performance bonds shall not be used as a substitute for
a determination of a bidder or offeror's responsibility. (Bidders submit Bid Bond — in the amount of 5% of bid. Then
Contractor submits a Performance Bond and a Labor & Material Bond for full amount of contract amount)).

Part C--Types of Contracts and Contract Administration
§3-301 Types of Contracts.
(1)

General Authority. Subject to the limitations of this Section, any type of contract which is
appropriate to the procurement and which will promote the best interests of the County may be used. A cost-plusa-percentage-of-cost contract is prohibited. A cost reimbursement contract may be used only when a determination
is made in writing that such contract is likely to be less costly to the County than any other type of contract, or
that it is impracticable to obtain the supply, service, or construction item required except under such a contract.
(2)
Multi-Term Contracts.
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(a)
Specified Period. Unless otherwise provided by law, a contract for supplies or services may be
entered into for any period of time deemed to be in the best interests of the County, provided the term of the
contract and conditions of renewal or extension, if any, are included in the solicitation and funds are available for
the first fiscal period at the time of contracting. Payment and performance obligations for succeeding fiscal periods
shall be subject to the availability and appropriation of funds.
(b)
Determination Prior to Use. Prior to the utilization of a multi-term contract, it shall be determined
in writing by the requesting administrative authority:
(i.) that estimated requirements cover the period of the contract and are reasonably firm and
continuing; and
(ii) that such a contract will serve the best interests of the County by encouraging effective
competition or otherwise promoting economies in Camden County procurement.
(c) Cancellation Due to Unavailability of Funds in Succeeding Fiscal Periods. When funds are
not appropriated or otherwise made available to support continuation of performance in a
subsequent fiscal period, the contract shall be canceled, and the contractor shall be reimbursed
for the reasonable value of any non-recurring costs incurred but not amortized in the price of the
supplies or services delivered under the contract. The cost of cancellation may be paid from any
appropriations available for such purposes.

(3)
(a)

Multiple Source Contracting.
General. A multiple source award is an award of an indefinite quantity contract for one or more
similar supplies or services to more than one bidder or offeror. The obligation to order the County's actual
requirements is limited by the provisions of Uniform Commercial Code Section
(b)
Limitations on Use. A multiple source award may be made when award to two or more bidders or
offerors for similar products is necessary for adequate delivery, service, or product compatibility. Any multiple
source award shall be made in accordance with the provisions of Section 3-101 (Competitive Sealed Bidding),
Section 3-201 (Competitive Sealed Proposals), and Section 3-106 (Emergency Procurements), as applicable.
Multiple source awards shall not be made when a single award will meet the County's needs without sacrifice of
economy or service. Awards shall not be made for the purpose of dividing the business, making available product
or supplier selection to allow for user preference unrelated to utility or economy, or avoiding the resolution of tie
bids. Any such awards shall be limited to the least number of suppliers necessary to meet the valid requirements.
(c)
Contract and Solicitation Provisions. All eligible users of the contract shall be named in the
solicitation, and it shall be mandatory that the actual requirements of such users that can be met under the contract
be obtained in accordance with the contract, provided that:
(i)
the County shall reserve the right to take bids separately if a particular quantity
requirement arises which exceeds its normal requirement, or an amount specified in the contract;
and
(ii) the County shall reserve the right to take bids separately if the purchasing clerk approves
a finding that the supply or service available under the contract will not meet a non-recurring
special need of the County.
(d)
Intent to Use. If a multiple source award is anticipated prior to issuing a
solicitation, the County shall reserve the right to make such an award and the criteria for award
shall be stated in the solicitation.
(e)
Determination Required. The purchasing clerk shall make a written determination
setting forth the reasons for a multiple source award, which shall be made a part of the official
record.

§3-302 Contract Clauses and Their Administration.
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(2)
Contract Clauses. All County contracts for supplies, services, and construction shall
include provisions necessary to define the responsibilities and rights of the parties to the contract. The
purchasing clerk, after consultation with the Camden County Counselor, may issue clauses appropriate
for supply, service, or construction contracts, addressing among others the following subjects:
(a)
the unilateral right of the County to order in writing changes in the work within the scope of the contract;
(b)
the unilateral right of the County to order in writing temporary stopping of the work or delaying
performance that does not alter the scope of the contract;
(c)
variations occurring between estimated quantities of work in contract and actual quantities;
(d)
defective pricing;
(e)
liquidated damages;
(f)
specified excuses for delay of nonperformance;
(g)
termination of the contract for default;
(h)
termination of the contract in whole or in part for the convenience of the County of Camden;
(i)
suspension of work on a construction project ordered by the County; and
(j)
site conditions differing from those indicated in the contract, or ordinarily encountered, except that a
differing site conditions clause need not be included in a contract:
(i) when the contract is negotiated
(ii) when the contractor provides the site or design; or
(iii) when the parties have otherwise agreed with respect to the risk of differing site conditions.
(3)
Price Adjustments.
(a) Adjustments in price resulting from the use of contract clauses required by Subsection (l) of this Section shall
be computed in one or more of the following ways:
(i) by agreement on a fixed price adjustment before commencement of the pertinent performance or as
soon thereafter as practicable;
(ii) by unit prices specified in the contract or subsequently agreed upon;
(iii) by the costs attributable to the events or situations under such clauses with adjustment of profit or fee,
all as specified in the contract or subsequently agreed upon; (iv) in such other manner as the
contracting parties may mutually agree; or
(v) in the absence of agreement by the parties, by a unilateral determination by the County of the costs
attributable to the events or situations under such clauses with adjustment of profit or fee as computed
by the County, as accounted for in accordance with generally accepted accounting practices and subject
to the provisions of Article 9 (Appeals and Remedies).
(b) A contractor shall be required to submit cost or pricing data if any adjustment in contracting price is subject
to the provisions of Section 3-202 (Cost or Pricing Data).

(4)
Standard Clauses and Their Modification. The purchasing clerk, after consultation with
the Camden County Counselor, may establish standard contract clauses for use in Camden County
contracts. If the purchasing clerk establishes any standard clauses addressing the subjects set forth in
Subsection (1) of this Section, such clauses may be varied provided that any variations are supported by
a written determination that states the circumstances justifying such variations, and provided that notice
of any such material variation be stated in the invitation for bids or request for proposals.
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§3-303 Contract Administration.
A contract administration system designed to ensure that a contractor is performing in accordance with the solicitation
under which the contract was awarded, and the terms and conditions of the contract, shall be maintained by the
administrative authority.

§3-304 Right to Inspect Plant.
The County may, at reasonable times, inspect the part of the plant, place of business, or work site of a contractor or
subcontractor at any tier which is pertinent to the performance of any contract awarded or to be awarded by the County.

§3-305 Right to Audit Records.
(1) Audit of Cost or Pricing Data. The County may at reasonable times and places audit the books and records of any
contractor who has submitted cost or pricing data pursuant to Section 3-202 (Cost or Pricing Data) to the extent that such
books, documents, papers, and records are pertinent to such cost or pricing data. Such books and records shall be
maintained by the contractor for a period of five
(5) years from the date of final payment under the subcontract or as otherwise provided by laws of the State of Missouri.
(2) Contract Audit. The County shall be entitled to audit the books and records of a contractor or a subcontractor at any
tier under any negotiated contract or subcontract other than a firm fixed-price contract to the extent that such books,
documents, papers, and records are pertinent to the performance of such contract or subcontract. Such books and records
shall be maintained by the contractor for a period of five (5) years from the date of final payment under the subcontract
or as otherwise provided by laws of the State of Missouri.

§3-306 Reporting of Anti-Competitive Practices.
When for any reason collusion or other anti-competitive practices are suspected among any bidders or offerors, a notice
of the relevant facts shall be transmitted to the state Attorney General and Camden County Counselor.

§3-307 County Procurement Records.
(l ) Retention of Procurement Records. All procurement records shall be retained and disposed of by the Camden County
Clerk for the County in accordance with records retention guidelines and schedules approved by the Missouri Secretary
of State.
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ARTICLE 4--SPECIFICATIONS
§4-101 Maximum Practicable Competition.
All specifications shall be drafted so as to promote overall economy for the purposes intended and encourage
competition in satisfying the County's needs, and shall not be unduly restrictive. The policy enunciated in this Section
applies to all specifications including but not limited to, those prepared for the County by architects, engineers,
designers, and draftsmen.

§4-102 Brand Name or Equal Specification.
(l) Use. Brand name or equal specifications may be used when the purchasing clerk determines in writing that:

(a)
(b)

no other design or performance specification or qualified products list is available;
time docs not permit the preparation of another form of purchase description, not including a brand name
specification;
(c)
the nature of the product or the nature of the County's requirements makes use of a brand name or equal
specification suitable for the procurement; or
(d)
use of a brand name or equal specification is in the County's best interests.
(2)
Designation of Several Brand Names. Brand name or equal specifications shall seek to designate three, or
as many different brands as are practicable, as "or equal" references and shall further state that substantially equivalent
products to those designated will be considered for award.
(3)
Required Characteristics. Unless the purchasing clerk determines in writing that the essential
characteristics of the brand names included in the specifications are commonly known in the industry or trade, brand name
or equal specifications shall include a description of the particular design, functional, or performance characteristics which
are required.
(4)
Nonrestrictive Use of Brand Name or Equal Specifications. Where a brand name or equal specification is
used in a solicitation, the solicitation shall contain explanatory language that the use of a brand name is for the purpose of
describing the standard of quality, performance, and characteristics desired and is not intended to limit or restrict
competition.

§4-103 Brand Name Specification
(l) Use. Since use of a brand name specification is restrictive of product competition, it may be used only when the
purchasing clerk makes a written determination that only the identified brand name item or items satisfy the County's
needs.
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(2) Competition. The purchasing clerk shall seek to sources from which the designated brand name item or items can be
obtained and shall solicit such sources to achieve whatever degree of price competition is practicable. If only one source
can supply the requirement, the procurement shall be made under Section 3-105 (Sole Source Procurement).

§4-104 Missouri Domestic Products Procurement Act (34.353 RSMo)
Buy American
(l) Whenever feasible and practicable, any manufactured goods or commodities used, supplied, or leased in the
performance of any County contract involving an expenditure greater than $6,000 (or any subcontract thereto)
shall be manufactured or produced in the United States unless:

a. obtaining said products manufactured or produced in the United States would increase
the cost of the contract by more than ten percent (10%); or

b. There is only one line of a particular good or product manufactured or produced in the United States.

92

ARTICLE 5
POLICY FOR CONTRACTING FOR ARCHITECTURAL, ENGINEERING, AND LAND SURVEYING
SERVICES

1) GENERAL INFORMATION:
1.1 It shall be the policy of Camden County, Missouri (the "County") to negotiate contracts for architectural,
engineering and land surveying on the basis of demonstrated competence and qualifications at fair and
reasonable prices.

1.2 Only persons, firms, partnerships, corporations or other legal entities providing architectural, engineering and
land surveying services (referred to in this policy as "Consultants") that are licensed or registered with their
respective governmental agencies and are in good standing shall be permitted to contract with the County. In
addition, all Consultants that contract with the County for professional services shall be required to maintain
professional liability insurance and other standard business insurance coverages customarily maintained by
businesses offering these professional services in such amounts and with such coverage as the County may
from time-to-time determine necessary to assure the responsible performance of work and to protect the
County and Consultants. The Consultants meeting these qualifications and who have shown an interest in
performing services for the County, will be sent an annual General Consultant Services Agreement.

1.3 County Registry of Consultants: The Camden County Resource Management Department (the "Department")
shall maintain a registry, classified by category, of Consultants interested in performing architectural,
engineering and land surveying services for the County. Consultants may be listed in the County registry upon
filing a statement of qualifications as prescribed in this policy.
1.3.1. Registry Information — The Registry of Consultants shall be open to the public for inspection.
Consultants which do not annually update statements of qualifications may remain on the registry at the
discretion of the Department but need not be considered nor have the right to make claim of entitlement
to be considered for performing contract work with the County. It shall be the responsibility of each
Consultant to maintain a current statement of qualifications.

2. COUNTY ACCEPTS AND VETS STATEMENT OF OUALIFICATIONS
2.1. Statement of Qualifications: Each Consultant desiring to be registered with the County for consideration in
contracting with the County for architectural, engineering and land surveying services shall file a new or updated
statement of qualifications before the close of each calendar year in accordance with this policy:

2.1.1. Content of Statement of Qualifications — Each statement of qualifications shall contain the following:

a.
Business Information — Contain basic biographical information about the firm, including firm name and
former firm names, address, date established, statement of business organization, names of all owners, principles,
partners and professional employees.
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b.
Staff Information — Contain resumes of each professional in the firm, including a description of
experience, technical competence, and areas of expertise. The description should also include the number of
ancillary staff with job descriptions or titles and relevant experience available for assignment.
c.
Registration and Licensing — Contain evidence of professional registration or licensing with the State of
Missouri and, in the case of business entities which must be registered with the Secretary of State, current copies
of registration and statements of good standing.
d.
Work History — Contain a listing of all government agencies for which work was performed within the
preceding two years and the nature of services performed. In the event the Consultant seeking registry has not
performed professional services for governmental entities, then the Consultant shall provide a listing of
institutional or business clients for whom work has been performed in the preceding two years. If references are
unavailable, then the Consultant seeking registration shall provide a detailed explanation of why references are not
available.
e.
Subcontractors — contain a listing of sub consultants or subcontractors normally retained by Consultant
to perform work not customarily performed by the Consultant. Relevant descriptions of expertise of subcontractors
should be included when appropriate.
f.
Project Listing — Contain a listing of current and pending projects in which the consultant is the primary
provider of professional services or manager of the project.
g.
Insurance — Contain evidence of insurance coverages and amounts carried by the Consultant as required
by the general qualifications for County Consultants.
h.
Quality Controls — contain a description of internal quality control and assurance procedures used to
verify accuracy and reliability of work product.
2.2. County Vets Qualifications: Prior to adding Consultant to list of County Registry of Consultants, County vets
qualifications by confirming required items listed in section 2.1.1., a-h are included in the Statement of Qualifications
and by having professional staff review credentials to confirm services offered by the Consultant are appropriate.

3, SELECTION OF CONSULTANT(S)
3.1. Consultants shall be selected for ongoing general consulting services on an "as needed" basis, for planning,
feasibility studies, surveys, cost estimating, and other related work not currently designated or funded for capital
improvement expenditures and for professional services on specific projects, which are designated or funded for current
or future capital improvements. Consultants shall be selected for each category in the following manner:
3.2. A Request for Proposal, including a specific scope of work, is issued by the Department Director (or designated
representative) to a qualified Consultant holding a general contract with •the County via the Qualifications
Based Selection Process.
3.2.1. The Consultant returns a proposal defining the scope of work with the same or greater level of specificity as the
request for services and fee to the department.
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3.2.2. The Department prepares and forwards to the County attorney TWO original contracts for review and signature.
The original contracts are returned to the Department for the Consultant's signature.
3.2.3. A temporary copy of the contract is made and retained at the department, while the two originals are sent to the
Consultant for signature.
3.2.4. The Department prepares a Purchase Requisition and. submits with the two original signed contracts to the
Auditor's office. The Auditor certifies funds, issues a Purchase order, then routes the documents back to the
department.
3.2.5. One signed original contract is retained by the Department and the temporary copy is discarded. One signed
original contract is submitted to the Consultant with the Notice to Proceed.

3.3. General Consultant Services for Projects from $6,000 to
$10,000

3.3.1. The Department will select, contact, and solicit written work proposal(s) from one or more Consultant(s) listed on
the County Registry of Consultants that have executed a county general consultant services agreement for the
current fiscal year. Written proposals from such consultants shall contain information necessary to evaluate the
Consultant's current ability to efficiently deliver required services in a timely manner. Proposals shall include the
following information consistent with the general consultant services agreement: a written proposal responsive
to the Department's request for services or proposal with the same or greater level of specificity required by the
request for services. The Consultant shall specifically identify services, which are included as basic services and
those services, which are excluded from basic services, time or schedule for completion, the cost of services, and
the basis of billing. After evaluation based on the foregoing criteria and any other information, which the
Department has gathered, the Department will negotiate a contract for services and forward to the County
Commission its recommendation for selection of a Consultant for general service and the applicable contract for
the specific work. The County Commission may also procure general consulting services in the manner
prescribed by this policy.

3.4. Capital Improvement Consultant Services for Project(s) Greater Than $10,000
3.4.1. For professional services on specific projects for which the fees are estimated to exceed $10,000, the
Consultant shall be selected in the following manner: the Department will contact a sufficient number of
Consultants from the County Registry of Consultants in order to identify Consultants both qualified and
available to perform needed work and to ensure that three (3) or more written proposals will be received
for the proposed project. The Department will send written requests for proposals to all of those
Consultants who, in the opinion of the Department, possess the necessary qualifications, capacity and
ability to perform the professional services required by the County in an efficient and timely manner and
who are available to perform such services. Consultant proposals to the County shall be returned to the
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County by the date stated in the request for proposal and shall include, at a minimum, the following
information to the extent not included in the Consultant's current statement of qualifications on file with
the County:
a. Experience — the professional experience and technical competence with respect to the type of services required.
b, Performance Ability — The ability and capacity to perform the work in question, including specialized services,
within the time limitations fixed for the completion of the project.

c. Past Performance Record, the Consultant's past record of performance with respect to such factors of cost,
quality of work, and ability to meet schedules.

d. Proposal — The Consultant's proposal for doing the work, including description of included and excluded
services, in accordance with the criteria established in the request for proposal.

e. Fees and Expenses — A fee proposal including estimates of professional fees, the basis for the proposed fees,
proposed schedule for payment, and identification and estimate of reimbursable expenses and other costs
associated with proposed services.

f. Insurance Coverage — Evidence of current professional liability insurance coverages and amounts of coverage
unless specific insurance requirements are specified in the request for proposal, in which case evidence that
these requirements are satisfied,
3.4.2. Proposal Evaluations: A selection committee consisting of the Department Director, Project Manager, and
other members as appropriate will review the proposals that exceed $10,000 for the Capital Improvement
Project(s). The Committee shall investigate and evaluate the proposal(s) received and may conduct
screening interviews or conferences in person or by telephone to make a short list of Consultants with
whom contract negotiations may be conducted. Preference may be given to Consultants who have
previously performed work in connection with the proposed project. On the basis of the Committee's
investigation and evaluation of the proposals, the Department will list the Consultants in order of
qualifications and ability to perform the desired work at a fair and reasonable price in order to negotiate a
mutually satisfactory contract for professional services.
3.4.3. Contract Negotiations: Regardless of the nature of services sought, the first selected Consultant shall be
requested to interview with the Committee to define the scope of services to be provided and to establish
the compensation as well as other elements or requirements for the work. The Consultant's fees and
expenses for the work shall also be negotiated on the basis of what amounts are mutually agreed upon to
be fair and reasonable. The committee will make its recommendation to the Department director. A
contract shall be prepared on the basis of these discussions and negotiations by either the Department or
County Counselor which, once finalized, shall be submitted to the County Commission for award and
final approval. If after reasonable effort as determined by the Department a contract cannot be negotiated,
the negotiations with the first designated Consultant shall be terminated and negotiations shall be started
with the next selected Consultant meeting the County's requirement.
3.4.4. Contract Awards: If the Department is able to successfully negotiate the terms and conditions of a contract
with the Consultant it shall recommend award of the contract to the Consultant by the County
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Commission which shall be the contracting party. In the event the County Commission declines award to
the recommended Consultant, the Department shall negotiate a contract and recommend award to the next
succeeding qualified Consultant until contract is awarded.

3.5. WAIVER OF POLICY REQUIREMENTS – The department may in its sole discretion waive any of the
procedural requirements set forth in this policy in cases of emergency, exigent circumstances or other
circumstances warranting waiver as long as the reasons for waiver are documented in writing; upon timely
request of any party objecting to the waiver, the waiver shall be reviewed and approved by the County
Commission.

3.6. CONSULTANT DISQUALIFICATION - Any Consultant which in the opinion of the Department is not
qualified to perform work for the County, or is not financially solvent or responsible, or which violates any
term or condition of this policy or substantially or repeatedly fails to perform any term or condition of a
contract with the County deemed material by the Department may be disqualified from contracting with the
County and will be notified of such disqualification in writing. Any Consultant aggrieved by any decision of
the Department disqualifying the Consultant from contracting with the County may appeal such decision to
the County Commission within ten
(10) days of the rendition of such decision.

ARTICLE 6--DEBARMENT OR SUSPENSION
§6-101 Authority to Debar or Suspend.
After reasonable notice to the person involved and reasonable opportunity for that person to be heard, the
purchasing clerk, after consulting with the Camden County Counselor, is authorized to debar a person for cause
from consideration for award of contracts. The debarment shall be for a period of not more than three years. After
consultation with the Camden County Counselor, the purchasing clerk is authorized to suspend a person from
consideration for award of contracts if there is probable cause to believe that the person has engaged in any
activity which might lead to debarment. The suspension shall be for a period not to exceed three months. The
causes for debarment include:

(a)
conviction for commission of a criminal offense as an incident to obtaining or attempting to obtain a
public or private contract or subcontract, or in the performance of such contract of subcontract;
(b)
conviction under state or federal statutes of embezzlement, theft, forgery, bribery, falsification or
destruction of records, receiving stolen property, or any other offense indicating lack of business integrity or
business honesty which currently, seriously, and directly affects responsibility as a County contractor;
(c)
conviction under state or federal antitrust statutes arising out of the submission of bids or proposals;
(d)
violation of contract provisions, as set forth below, of a character which is regarded by the purchasing
clerk to be so serious as to justify debarment action:
(i.)
deliberate failure without good cause to perform in accordance with the specifications or within
the time limit provided in the contract; or
(ii.) a recent record of failure to perform or of unsatisfactory performance in accordance with the
terms of one or more contracts, provided that failure to perform or unsatisfactory performance caused
by acts beyond the control of the contractor shall not be considered to be a basis for debarment;
(e)
any other cause the purchasing clerk determines to be so serious and compelling as to affect
responsibility as a Camden County contractor, including debarment by another governmental entity for any
cause listed in this Policy; and
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(f)

for violation of the ethical standards set forth in Article 12 (Ethics in Public Contracting).

§6-102 Decision to Debar or Suspend.
The purchasing clerk shall issue a written decision to debar or suspend. The decision shall state the reasons for the
action taken and inform the debarred or suspended person involved of its rights concerning judicial or
administrative review.
§6-103 Notice of Decision.
A copy of the decision required by Section 6-102 (Decision of Debar or Suspend) shall be mailed or otherwise
furnished immediately to the debarred or suspended person.
§6-104 Finality of Decision.
A decision under Section 6-102 (Decision to Debar or Suspend) shall be final and conclusive, unless fraudulent,
or the debarred or suspended person within 10 days after receipt of the decision takes an appeal to the Camden
County Commission or commences a timely action in court in accordance with applicable law.

ARTICLE 7--APPEALS AND REMEDIES
§7-101 Bid Protests.
(l) Right to Protest. Any actual or prospective bidder, offeror, or contractor who is aggrieved in connection with
the solicitation or award of a contract may protest to the Camden County Commission. Protesters are urged to
seek resolution of their complaints initially with the purchasing clerk. A protest with respect to a request for bids
or request for proposals shall be submitted in writing prior to the opening of bids or the closing date of proposals,
unless the aggrieved person did not know and could not have known of the facts giving rise to such protest prior
to bid opening or the closing date for proposals. The protest shall be submitted within ten (10) calendar days after
such aggrieved person knows or should have known of the facts giving rise thereto.

(2)

Stay of Procurements During Protests. In the event of a timely protest under Subsection (l) of this
Section, the purchasing clerk will not proceed further with the solicitation or award of the contract until all
administrative and judicial remedies have been exhausted or until the Camden County Commission makes a
determination on the record that the award of a contract without delay is necessary to protect substantial interests
of the County.
(3)
Entitlement to Costs. In addition to any other relief, when a protest is sustained, the protesting bidder
or offeror shall be entitled to the reasonable costs incurred in connection with the solicitation, including bid
preparation costs other than attorney's fees.

§7-102 Contract Claims.
(l) Decision of the Purchasing clerk. All claims by a contractor against the County relating to a contract, except
bid protest, shall be submitted in writing to the purchasing clerk for a decision. The contractor may request a
conference with the purchasing clerk on the claim. Claims include, without limitation, disputes arising under a
contract, and those based upon breach of contract, mistake, misrepresentation, or other cause for contract
modification or rescission.

(2)
Notice to the Contractor of the Purchasing clerk 's Decision. The decision of the purchasing clerk
will be promptly issued in writing and mailed or otherwise furnished to the contractor. The decision will state the
basis for the decision, and will inform the contractor of its appeal rights under Subsection (3) of this Section.
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(3)
Finality of Purchasing clerk 's Decision; Contractor's Right to Appeal. The purchasing clerk's
decision will be final and conclusive unless, within ten (10) calendar days from the date of receipt of the decision,
the contractor mails or otherwise delivers a written appeal to the Camden County Commission or commences an
action in a court of competent jurisdiction.

§7-103 Authority of the Purchasing clerk to set the Bid Protests and Contract Claims.
The purchasing clerk is authorized to settle any protest regarding the solicitation or award of a County of Camden
contract, or any claim arising out of the performance of a County contract, prior to an appeal to the Camden
County Commission or the commencement of an action in a court of competent jurisdiction.

§7-104 Remedies for Solicitations or Awards in Violation of Law.
(l) Prior to Bid Opening or the Closing Date for Receipt of Proposals. If prior to the bid opening or the closing date for
receipt of proposals, the purchasing clerk, after consultation with the Camden County Counselor, determines that a
solicitation shall be canceled or revised to comply with applicable law.

(2)
Prior to Award. If after bid opening or the closing date for receipt of proposals, the purchasing clerk,
after consultation with the Camden County Counselor, determines that a solicitation or a proposed award of a
contract is in violation of federal, state, or municipal law, then the solicitation or proposed award will be canceled.
(3)
After Award. If, after an award, the purchasing clerk, after consultation with the Camden County
Counselor, determines that a solicitation or award of a contract was in violation of applicable law, then:
(a)
if the person awarded the contract has not acted fraudulently or in bad faith:
The contract may be terminated, and the person awarded the contract shall be compensated for
the actual costs reasonably incurred under the contract, plus a reasonable profit, prior to the
termination; or
(b)

if the person awarded the contract has acted fraudulently or in bad faith the contract may be declared null
and void or voidable, if such action is in the best interests of the County.
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ARTICLE 8--COOPERATIVE PURCHASING
§8-101 An active list of cooperative agencies will be kept in the Purchasing Department. Examples may include State of
Missouri Cooperative Purchasing, Mid-Missouri Public Purchasing Cooperative, OMNIA Partners-National IPA & U.S.
Communities Cooperative Purchasing, NCPA, HGAC, Sourcewell-NJPA, Missouri Buy and NASPO Value Point.
Including other cooperative agencies as register by Camden County.
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ARTICLE--9 ETHICS IN PUBLIC CONTRACTING
§9-101 Criminal Penalties.
To the extent that violations of the ethical standards of conduct set forth in this Article constitute violations of the
criminal laws of the State of Missouri, they shall be punishable as provided therein. Such penalties shall be in
addition to the civil sanctions set forth in this Part. Criminal, civil, and administrative sanctions against
employees or non-employees which are in existence on the effective date of this Policy shall not be impaired,
§9-102 Employee Conflict of Interest.
It shall be unethical for any Camden County employee to participate directly or indirectly in a procurement contract when
the Camden County employee knows that:

(a)
the Camden County employee or any member of the Camden County employee's immediate family
has a financial interest pertaining to the procurement contract; or
(b)
any other person, business, or organization with whom the Camden County employee or any member
of a Camden County employee's immediate family is negotiating or has an arrangement concerning prospective
employment is involved in the procurement contract. A Camden County employee or any member of a Camden
County employee's immediate family who holds a financial interest in a disclosed blind trust shall not be
deemed to have a conflict of interest with regard to matters pertaining to that financial interest.

§9-103 Gratuities and Kickbacks.
(l) Gratuities. It shall be unethical for any person to offer, give, or agree to give any Camden County employee or
former Camden County employee, or for any Camden County employee or former Camden County employee to
solicit, demand, accept, or agree to accept from another person, a gratuity or an offer of employment in
connection with any decision, approval, disapproval, recommendation, or preparation of any part of a program
requirement or a purchase request, influencing the content of any specification or procurement standard,
rendering of advice, investigation, auditing, or in any other advisory capacity in any proceeding or application,
request for ruling, determination, claim or controversy, or other particular matter, pertaining to any program
requirement or a contract or subcontract, or to any solicitation or proposal therefor.

(2)
Kickbacks. It shall be unethical for any payment, gratuity, or offer of employment to be made by or
on behalf of a subcontractor under a contract to the prime contractor or higher tier subcontractor or any person
associated therewith, as an inducement for the award of a subcontract or order.
(3)
Contract Clause. The prohibition against gratuities and kickbacks prescribed in the Section shall be
conspicuously set forth in every contract and solicitation therefor.

§9-104 Prohibition Against Contingent Fees.
It shall be unethical for a person to be retained, or to retain a person, to solicit or secure a County contract upon
an agreement or understanding for a commission, percentage, brokerage, or contingent fee, except for retention of
bona fide employees or bona fide established commercial selling agencies for the purpose of securing business.

§9-105 Contemporaneous Employment Prohibited.
It shall be unethical for any Camden County employee who is participating directly or indirectly in the
procurement process to become or to be, while such a Camden County employee, the employee of any person
contracting with the governmental body by whom the employee is employed.
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§9-106 Waivers from Contemporaneous Employment Prohibition and Other Conflicts of Interest.
The Camden County Commission may grant a waiver from the employee conflict of interest provision (Section
12-102; Employee Conflict of Interest) or the contemporaneous employment provision (Section 12-105;
Contemporaneous Employment Prohibited) upon making a written determination that:

(a)
the contemporaneous employment or financial interest of the Camden County employee has been
publicly disclosed;
(b)
the Camden County employee will be able to perform its procurement functions without actual or
apparent bias or favoritism; and
(c)
the award will be in the best interest of the County.

§9-107 Use of Confidential Information.
It shall be unethical for any employee or former employee knowingly to use confidential information for actual or
anticipated personal gain, or for the actual or anticipated personal gain of any other person.

§9-108 Sanctions.
(1) Employees. The Camden County Commission may recommend to the employees' Administrative Authority
any one or more of the following sanctions on a Camden County employee for violations of the ethical standards
in this Article:

(a)
(b)

oral or written warnings or reprimands;
suspension with or without pay for specified periods of time; or (c) termination of
employment.
(2) Non-employees. The Camden County Commission may impose any one or more of the following
sanctions on a non-employee for violations of the ethical standards: (a) written warnings or reprimands;

(b) termination of contracts; or
(c) debarment or suspension as provided in Section 6-101 (Authority to Debar or Suspend).

§9-109 Recovery of Value Transferred or Received in Breach of Ethical Standards.
(l) General Provisions. The value of anything transferred or received in breach of the ethical standards of this
Policy by a Camden County employee or a non-employee may be recovered from both Camden County employee
and non-employee.
(2) Recovery of Kickbacks by the County, Upon a showing that a subcontractor made a kickback to a prime
contractor or a higher tier subcontractor in connection with the award of a subcontract or order thereunder, it shall
be conclusively presumed that the amount thereof was included in the price of the subcontract or order and
ultimately borne by the County and will be recoverable hereunder from the recipient. In addition, that amount may
also be recovered from the subcontractor making such kickbacks. Recovery from one offending party shall not
preclude recovery from other offending parties.
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ARTICLE--IO FIXED ASSETS
§10-101

Fixed Asset Inventory.

(1) Class 9 items and some items from Class 2 are considered fixed assets and become a part of Camden County
inventory when the value is greater than $1,000 or any computer equipment storing data less than $1,000. (ie.
Surfaces, tablets, computer towers, etc.) . The Auditor department manages the fixed asset inventory for
Camden County (55.160). Departments should attach a Fixed Asset Addition Form to Payment Requisitions to
identify fixed assets.
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ARTICLE—II DISPOSAL OF SURPLUS
Disposal of Surplus
(l) Disposal of surplus is managed by the Purchasing Department under the direction of the County Commission.
(2) Exhibit D includes procedures for County Departments for request for Transfer/Disposal of County Property
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STATEMENT OF BIDDER'S QUALIFICATIONS
(File with Bid Form in separate envelope appropriately designated.)
1. Number of years in business:_________ If not under present firm name, list previous firm names
and types of organizations.

2. Contracts on hand: (Complete the following schedule)

Item

Purchaser

Amount of
Contract

Percent
Completed

3. General type of product sold and manufactured:

4. There has been no default in any contract completed or un-completed except as noted below:
(a) Number of contracts on which default was made:___________________
(b) Description of defaulted contracts and reason therefor:
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5. List banking references:

6. Upon request will you within 3 (three) days file a detailed confidential financial statement?
Yes

Dated at ___________________ this ______ day of
______________, 202___.

Name of Organization(s)
By

(Signature)
(Title of person signing)
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Camden County Purchasing
#1 Court Circle Camdenton, MO 65020

573-346-4440 Ext.1122

SOLE SOURCE/NO SUBSTITUTE FACT SHEET
Originating Office: ________________________________________________________
Person Requesting: ________________________________________________________
Date Requested: ___________________________________________________________
Contact Phone
Number:________________

UPON COMPLETION OF THIS FORM, PLEASE SUBMIT TO THE PURCHASING DEPARTMENT.
PURCHASING DEPARTMENT APPROVAL:
Signature
SOLE SOURCE NUMBER: ______ (Assigned by Purchasing)

Commission Approval :_______________________________
Signature

Date

_______________________________
Signature

Date

_______________________________
Signature

Date

Vendor Name:_________________________________________________
Vendor Address:________________________________________________
Vendor Phone and Fax:___________________________________________
Product Description:_____________________________________________
Estimated Cost: $_________________________________________________
Department Account #/Budgeted Line: ________________________________
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Date

The following is a list of questions that must be answered when making sole source requests. This is a formal
document for submission to the County Commission. If a question is not applicable, please indicate N/A. Use
layman 's terms and avoid jargon and the use of acronyms.
l.

Please check the reason(s) for this sole request:
Only Known Source-Similar equipment or material not available from another vendor a
Equipment or materials must be compatible with existing Equipment
Immediate purchase necessary to correct situation threatening life/property
Lease Purchase - Exercise purchase option on lease
Medical device or supply specified by physician
Used Equipment – Within price set by one/two appraisal(s) by disinterested party (ies)
Other – List (attach additional sheets if necessary)

2.

Briefly describe the commodity/material you are requesting and its function.

3.

Describe the unique features/compatibility of the commodity/material that precludes competitive bidding.

4.

What research has been done to verify this vendor as the only known source?

5.

Does this vendor have any distributors, dealers, resellers, etc. that sell the commodity/material? a Yes
(please attach a list of known sources)

6.

Must this commodity/material be compatible with present inventory/equipment, or in compliance with the
manufacturer's warranty or existing service agreement? If yes, please explain.

7.

If this is an initial purchase, what are the future consequences of the purchase? That is, once this purchase
is approved and processed, what additional upgrades/additions/supplies/etc. are anticipated/projected over
the useful life of this product?

8.

If this is an upgrade/add-on/supply/repair/etc. to existing equipment, how was the original equipment
purchased (sole source or competitive bid)? What additional, related, sole source purchases have occurred
since the initial purchase? Please state previous purchase order number(s).

9.

How has this commodity/material been purchased in the past? (Sealed Bid, Sole Source, RFP, other) Please
provide document numbers.
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10.

What are the consequences of not securing this specific commodity/material?

11.

List any other information relevant to the acquisition of this commodity/material (additional sheets may
be attached, if necessary).

12.

How long is sole source approval necessary for this type of purchase? Is this a one-time purchase or is
there an identified time period needed?
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Camden County Purchasing

#1 Court Circle Suite 1
Camdenton Mo, 65020

573-346-4440
Ext.1122

Camden County Emergency Procurement Policy: Notwithstanding any other provisions of this Policy, and by
direction of the liaison Commissioner to any Department, and in the absence of an assigned liaison
Commissioner, it shall be the Presiding Commissioner, the purchasing clerk may make or authorize others to make
emergency procurements of supplies, services, or construction items when there exists a threat to public health,
welfare, or safety; provided that such emergency procurements shall be made with such competition as is
practicable under the circumstances. A written determination of the basis for the emergency and for the selection
of the particular contractor shall be included in the contract file. As soon as practicable, a record of each
emergency procurement shall be made and shall set forth the contractor's name, the amount and type of the
contract, a listing of the item(s) procured under the contract, and the identification number of the contract file.
REQUEST FOR EMERGENCY PROCUREMENT
Originating Office,
Dept. # & Account #______________________________________________________________________
Person Requesting ________________________________________________________________
Date Requested __________________________________________________________________

Phone Number ___________________________________________________________________
UPON COMPLETION OF THIS FORM, PLEASE SUBMIT TO THE PURCHASING DEPARTMENT.
PURCHASING DEPARTMENT APPROVAL:____________________________________

Signature Date
EMERGENCY PROCUREMENT NUMBER: ______

(Assigned by Purchasing)
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COMMISSIONER APPROVAL:

Signature

Date

Expiration Date:___________20___ through ________20____One Time Purchase (check)

(Note: Attach list for multiple vendors)
Vendor(s) Name
Vendor(s)Address
Vendor(s) Phone & Fax _____________________________________________________
Product Description _____________________________________________________________
Estimated Cost $________________________________________________________________

The following is a list of questions that must be answered when making emergency procurement requests. This is
a formal document for submission to the Liason Commissioner for the requesting department.
1.

Please describe the reason for the request of emergency procurement with respect to the threat to public
health, welfare, or safety:

2.

Describe anticipated consequences of not procuring immediately:

3.

Describe and attach any quotes received:

4.

Is this a one-time purchase?

5.

If not, detail the anticipated future purchases with anticipated acquisition dates:
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Instructions for Disposal/Transfer of Camden County Property
See Special Instructions for Disposal of Computer Equipment Below
1 The Request for Disposal/ Transfer q/ County Property is available at S:\All\AUDITOR\Accounting Forms \
Fixed Asset Disposal.
2.

Use the Request for Disposal/Transfer of County Property form whenever county property (tagged or untagged) is no longer needed and should be removed from service. This form will initiate the disposal process.
Property should not be moved from the original department until this form is completed and submitted. Note:
if there is a need to prepare a large "batch" of individual disposal forms, contact the Auditor's Office to discuss
alternative solutions that would be more efficient (for instance, a substitute spreadsheet listing).

3.

Requesting Office: complete the top section of the form, providing a detailed description of the property,
including condition, serial number (if applicable), and fixed asset tag number (if applicable) and route it to the
Auditor's Office.

4.

Auditor's Office: completes the middle-section and routes the form to the Purchasing Department. (Purchasing
is responsible for surplus property disposal for the County.)

5.

Purchasing: contacts the requesting department and/or Facilities Maintenance to arrange for removal of the
item(s).

6.

Purchasing: periodically compiles a listing of surplus property available for transfer to other offices and
circulates the list to administrative authorities.
If property is transferred to another office, Purchasing completes the transfer section of the Request for
Disposal/Transfer of County Property form and routes it to the Auditor's Office. The Auditor's Office
updates the fixed asset records to reflect the new location of the item. Purchasing arranges to have the
item(s) moved to the new location.

7.

Purchasing: obtains approval from the County Commission to dispose of property no longer used by county
offices. When a vehicle is surplused, Purchasing notifies the Risk Manager who is responsible for property
insurance.

8.

County Clerk's Office: prepares the commission order, completes the bottom section of each form, routes the
originals to the Auditor's Office, and forwards a copy of the commission order with a copy of the commission
signed Disposal Form to the Purchasing Office.

9.

Vehicles are usually either picked up by the auction company or handled by the office requesting disposal. The
office requesting disposal will notify the Auditor's office once the surplus has been transported to the auction
service.
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10. Purchasing: reconciles auction reports and remittances to the disposal forms to ensure the county is properly

compensated for disposed property. Purchasing sends a copy of the auction reports and Treasurer's receipt to
the Auditor's Office and the HR Risk Analyst.
11. Auditor's Office: reconciles commission-approved disposal forms to auction reports and cash proceeds and

then updates the inventory records to reflect the disposal.

Procedures for Disposal of Computer Equipment
1. Computer equipment is to be removed from inventory only by authorized Court IT or County IT personnel.
2. Court IT and County IT prepare all computer equipment for disposal prior to initiating the disposal process.
The respective IT department prepares a Request for Disposal/Transfer of County Property Form for each
equipment item, making appropriate notation regarding the asset's condition (gutted for parts, memory
removed, etc.) and forwards the form to the Auditor's Office. Follow steps 4-11 in the previous section to
complete computer equipment disposal.
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CAMDEN COUNTY
Request for Disposal/ Transfer of County Property
Complete, sign, and return to Auditor's Office

Date:

Fixed Asset Tag Number:

Description of Asset:

Requested Means of Disposal:

Sell:

Trade-In:

Recycle/Trash:

Other, Explain:

(Circle One)

Other Information (Serial number, etc.):
Condition of Asset:
Reason for Disposition:
Location of Asset and Desired Date for Removal to Storage:
Was asset purchased with grant funding?

YES:

NO:

If 'YES", does the grant impose restriction and/or requirements pertaining to disposal?

YES

NO

If yes, attach documentation demonstrating compliance with the agency's restrictions and/or requirements,

Dept. Number & Name:
Signature
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To be Completed by : AUDITOR
Original Acquisition Date

G/L Account for Proceeds
Original Acquisition Amount

Original Funding Source
Account Group

To be Completed by: COUNTY COMMISSION / COUNTY CLERK

Approved Disposal Method:
Transfer

Department Name

Number

Location within
Department
Individual
Trade
Other

Auction

Sealed Bids

Explain

Commission Order Number
Date Approved
Signature
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APPENDIX-B

Camden County
Time Keeping Policy
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TIMEKEEPING SYSTEM OVERVIEW
The County of Camden is subject to numerous laws and regulations that govern the way we conduct our
business. The laws that regulate employee’s wages and hours are designed to ensure that employees are
paid as specified, within these regulations.
This policy outlines information pertaining to recording and tracking hours of work, accruals, and making
manual edits.
Our official timekeeping system is NOVATIME, which is a Time and Attendance System that collects
actual time entered by the employee using the time clock, computer, telephone, or by the Timekeeper using
the NOVATIME software. The data is later transferred to BS&A, the payroll system where employees are
paid according to the hours recorded in their NOVATIME time sheet.
The NOVATIME electronic timekeeping system and associated work records will become the official
basis for recording hours worked for all employees of the County. Absence records (e.g. vacation, sick
days) will also be recorded in NOVATIME.
In order to ensure consistency of treatment for employees, the data recorded in the NOVATIME system
shall be considered as the “official” record of the workday. Any disputes over actual hours worked or
attendance will be resolved by referring to the official NOVATIME records.
It is recognized that in certain situations (e.g. clock malfunction) that it will be necessary to correct or
enter missing data. These changes will be carefully documented via email from the department
Manager/Supervisor to the timekeeper, who will make edits and notes on the timecard.
NOVATIME automatically tracks and manages employee hours and applies current County pay rules
prior to transmitting the data to payroll.
TIMEKEEPING PROCEDURES
This procedure defines the roles and responsibilities of individuals involved in the timekeeping process. It
also provides guidance on the separation of duties assigned to the various individuals involved in the
process.

Definitions
The terms “clock in”, “punch in” and “swipe in” (or out) are one and the same. It refers to the
method whereby an employee slides his/her ID badge through the slot on the time clock or reader
that reads the employees badge number from the ID badge and transmits this information to the
NOVATIME timekeeping database, or where the employee may use the timestamp method or
telephone to enter data to the NOVATIME system. Failure to use the NOVATIME system as
required may result in disciplinary action, up to and including termination.
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1. Director/Manager/Supervisor. The individual within the department who has fiscal and operational
authority.
2. Designee: Any individual other than the timekeeper who has been given authority by the
Director/Manager to approve changes in employee timecards.
3. Timekeeper: The individual assigned to maintain the time keeping records for the department.
4. Approver: Should be departmental director/manager, or designee.
5. Employee: Individuals who work within the department who charge time against the departmental
account.

RESPONSIBILITIES OF OFFICE HOLDER







A: Each office holder is to decide how their staff will punch in and out.
o Must punch on arrival and then when leaving to record time.
o One-punch, employee can punch just once the day worked and it will
record their time scheduled for the day and will deduct scheduled lunch
(30 or 60) if applicable.
o Auto Pay, employee will automatically be paid their scheduled hours
without having to punch in or out.
o NOVATIME, our time keeping module has an option to clock in and out
from the app on your cell phone. This option does come with the GEO
fencing option.
o Clocking in/out with a designated computer that will capture time and
update if internet is down.
B: Each office holder is responsible for time disputes, NOT the Commission.
C: There will be NO Time adjustments without a written request via email.
Request is to be sent to supervisor in the office designated for time adjustments.
Adjustment must be documented as to why time was edited.
D: There will be NO comp time adjustments without the commission’s approval.

RESPONSIBILITIES OF EMPLOYEES
ALL EMPLOYEES:
Exempt (salaried) and Non-Exempt (hourly) employees must record time and attendance via the
NOVATIME system. The timecard must be approved by the Employee and Approver each pay period.
The NOVATIME system tracks exception time (vacation, sick, etc.) for both Exempt and Non Exempt
employees. Exempts must have 80 hours, between hours worked and accruals. Non-Exempt employees
will need 40 hours for each work week, so that the timekeeping system will not dock pay. If you are
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missing hours and have accruals to use, please make sure to email your department Manager/Supervisor,
so that an edit can be made to your timecard. All exception time should be entered through NOVATIME,
using the Time off Request, if possible and before the time off has occurred.

Daily Clock In/Out:
It is the responsibility of each employee to clock in and out at the beginning and end of each scheduled
workday and lunch period in order to be compensated for the time worked and to report his/her time
worked, meal periods, and/or leaves accurately and completely for each pay period. Under certain
conditions, such as a training course at a different location, the employee shall clock in/out at the different
location, or be clocked in/out manually by the timekeeper. All employees leaving for personal reasons
during the day must clock out when leaving and back in upon returning.
Any falsification or misrepresentation of time and attendance information may result in disciplinary
action, up to and including termination. Electronic Timecard Approver/Manager/Supervisors are
responsible for ensuring that the work and leave time reported accurately reflects each employee’s
activity for each pay period and validate this by approving the employees timecard. Intentional errors in
reporting hours worked, can result in serious consequences to the individuals involved.
Some departments may use actual time clocks. In addition, some may use biometric verification tools.
We have contracted our time clock systems and biometric use and storage with NOVAtime –Andrews
Technology. To understand NOVAtimes policies and practices please read them at the below internet
address.
https://online1.timeanywhere.com/novatime/webhelp/White_Paper__NOVAtime_Biometric_Compliance(1).pdf

Missed Punches and Adjustments
Employees who miss a punch should notify their Department Manager/Supervisor/Designated
Timekeeper via email, of any edits that need to be made to the timecard.
Under no circumstances can Timekeepers adjust their own timecard. Corrections should be made
by the department Director, Manager/Supervisor, or a back-up timekeeper.

Guidelines for Edits:
Employee should e-mail all edits to the Time Keeping Manager/Supervisor/Department Manager in order
to have a record.
 The employee should effectively communicate by e-mail the following:
1. Why there is a need for the manual punch.
2. Where the employee was for missed punches (must be specific)
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a. Acceptable Example: attending Supervisory training class at ABC community center,
reported to the Leisure Services Department for a meeting with XYZ Department Head
about ABC Festival.
b. Unacceptable Example: attending a meeting.
3. When (what time) the punch should have been for.
4. Person who witnessed this (individual who attended class with you)
 All edits should be made within 24 hours.
 All edits have edit times logged in the audit trail.
Employees who have a maximum of 10 (10) missed punches per month will be counseled. The
department administrator/supervisor is responsible for monitoring adjustments for each employee.

Employee Approvals
All employees are required to approve their timesheet no later than the deadline set for their department.
Please contact your Department Manager/Supervisor/Timekeeper for the approval schedule. If at all
possible, please check and approve at the end of your last shift of the pay period.

RESPONSIBILITES OF EMPLOYEES, TIMEKEEPERS & APPROVERS
ELECTRONIC TIMECARD APPROVAL
At the end of each pay period, you are required to approve your time worked and leave hours recorded for
the pay period by entering your approval in the NOVATIME electronic record. By approving your
electronic timecard, you are attesting to the best of your knowledge that your information submitted is
complete and accurate. You are responsible for inaccuracy or omission of which you are aware at the time
the electronic timecard was approved and submitted. You may be subject to disciplinary action, up to and
including termination for submitting any inaccurate information on your report.

DEADLINES
The time frame that exists for all time and attendance records to be properly processed for the pay period
is NOON the day following the end of the pay period, which currently is Monday. Failure of timekeepers
and approvers to adhere to guidelines as stated will be considered cause for disciplinary action, up to and
including termination. All Timecards must be reviewed and approved by the Employee, Timekeeper,
and Approver.
When a County Observed Holiday falls on the Monday before the pay day, please approve your timecard
after your last shift for that pay period. The deadline for Timecards to be submitted to Payroll after a
Monday Holiday is 9:00 am on Tuesday following the Monday Holiday.
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WORK SCHEDULES
It is the responsibility of the respective department to enter the work schedules for new hires into
NOVATIME. Non-Exempt and Exempt employees’ schedules are determined based on the requirements
of the department. All full-time and part-time employees are required to take a lunch period away from
their work area, unless pre-approved by manager/supervisor.

Vacation
The NOVATIME system calculates accrued vacation leave based upon the employee’s length of service.
An employee may schedule vacation days in advance with supervisor approval, using the Time off
Request feature. The pre-scheduled hours will appear automatically on the employee’s timecard and
schedule. If an employee comes to work on a day when vacation time had been scheduled, he or she will
need to notify their supervisor to edit their timecard. The minimum amount of vacation an employee can
take is 1 hour.

Sick Leave
When an employee is out ill his/her manager/supervisor or the timekeeper will subsequently input the sick
leave hours in NOVATIME. When an employee has a doctor’s appointment, he/she should clock out
when he/she leaves, and clock back in if he/she returns and proceeds with the day as normal. The
timekeeper will record the sick leave hours in NOVATIME. The minimum amount of sick leave an
employee can take is 1 hour.

Compensatory Time
Comp time is earned in lieu of being paid overtime. Overtime can be moved to comp time as long as your
balance does not exceed 50 hours. An employee may schedule comp time, in advance, with
Manager/Supervisor approval, using the Time off Request feature. The pre-scheduled hours will appear
automatically on the employee’s timecard and schedule. If an employee comes to work on a day when
Comp time had been scheduled, he or she will need to notify their supervisor, via email, to edit their
timecard. The minimum amount of Comp time an employee can take is 1 hour.

HOLIDAYS
Holiday pay will automatically be applied to eligible employees in the NOVATIME system. Refer to the
current employee handbook for eligibility requirements.
When a County Observed Holiday falls on the Monday before the pay day, please approve your timecard
after your last shift for that pay period. The deadline for Timecards to be submitted to Payroll on the
Tuesday following the Monday Holiday is 9:00 am.
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CLOCK OR SYSTEM PROBLEMS
Clocks will continue to collect data during times where it looks like there are clock or system
malfunctions, even during power outages. Employees should continue to make all necessary punches then
immediately inform the Department Timekeeper/Supervisor. In this situation the Timekeeper/Supervisor
will make a note of the times that may need adjusting, but will not make adjustments until it is confirmed
that the system did not collect the data.
The Timekeeper/Supervisor will immediately notify the Payroll Office of any clock or system problems.

DISCIPLINARY ACTION
You may be subject to disciplinary action up to and including termination for the following:









Any attempt to tamper with the timekeeping hardware or software will be considered a serious
offense, subject to disciplinary action up to and including termination.
Punching in/out for another employee (a.k.a. “buddy punching”) will also be considered a serious
offense, with both employees subject to disciplinary action up to and including termination.
Possession of another employee’s badge at any time.
Interfering with another employee’s use of time clocks.
Falsifying another employee’s clocking transactions and failure to use the KRONOS system
properly.
Failure to promptly verify and reconcile time and leave records in accordance with departmental
policies and procedures.
Falsification of hours actually worked.
Excessive missed punches without a valid (specific) reason.

I have read the content of all the above policies.
I understand the policies and agree to comply.

_________________________

_______________________

Name

Signature
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__________
Date

APPENDIX-C
Confidential-Office holder only!

Camden County Data Policy
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APPENDIX-D
Various Policies approved by Commission on Jun 6th, 2019.
Policy regarding Flower and/or retirement gifts and children holiday treats.
Shall use Community Service fund 001-019-58000.001 for the following:
a. Flowers shall be for the death of current employees and Elected Officials Only.
b. Cost shall be limited to $100.00
c. Retirement expenses shall be for current employees and Elected officials with a
minimum of eight (8) years’ service.
d. Retirement expenses shall be limited to $159.99 and may include food, gifts and/or
supplies
e. Children’s holiday treats shall be limited to $30.00.
Cell Phone issuance
Cell phones are allowed and paid for by Camden Count for Public Safety, Health and Welfare.
The following offices for which cell phones will be purchased are the following:
a.
b.
c.
d.
e.
f.
g.
h.
i.

Health Department
Prosecuting Attorney’s office
Sheriff’s office
Emergency Management
Public Administrator
Road & Bridge Management
Waste Water(fieldwork)
Human Resources (Insurance, work comp)
Judges

No Elected officials shall be paid for cell phones with the exception for Camden County Sheriff.
Employees approved by an Elected official to receive partial payment on a cell phone shall be
limited to $40.00 per month for voice, talk and text services.
Data plans may be approved on an as needed basis by the Camden County Commission
Fuel Cards, credit cards and expenditure for benefit of County
Credit cards are under the administration of the Elected Officials or Department head and must
be approved before use. They are to be used only when a standard purchase is not available.
The County purchasing department should always be the first choice.
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Fuel Cars issued by Camden County are to be used for fuel only. Personal items are to be paid
personally.
Expenditures made for the County, i.e. grocery stores, Walmart, Stapes, Internet are for County
items only. They shall not include personal items. They are under the administration of the
Elected Officials or Department head.
For reimbursement for any expenditure for any expenditure made on behalf of the County,
receipts are mandatory.
The Sheriff has developed a credit card policy for that department that is attached and is
considered a part of this County Policy.

Sheriff credit cards policy: 2018 adopted Sheriff 10/30/2018 by County Commission adopted
6-6-2019 for the Sheriff offices
Sheriff of Camden County
Policy and Guidance
County Credit Card
I.
Introduction
As Part of the Camden County Sheriff’s Office efforts to improve internal controls, this
policy has been adopted to regulate the use of county issued credit cards to authorized county
employees. An employee may only be authorized for a county credit card by the Sheriff or
his designee.
To receive a county credit card, an authorized employee must read and retain this Credit Card
policy and sign the attached Credit Card Agreement, Attachment A. Any card holder shall
upon request of the Chief Deputy return the card and Attachment B.
II. Cardholder Responsibilities
i.
Only authorized employees of the Camden County Sheriff’s Office may use a
county credit card;
ii. A county credit care may be used only for the purchase of foods and service
pertaining to Camden County business;
iii. The employee using the credit card must submit receipt(s) showing the goods
or service purchased, cost, date of purchase, and signed by the employee
verifying same. The receipt(s) shall be given to the Chief Deputy within a
timely manner. See Attachment C;
iv.
The employee is responsible for the proper use of the credit card. If the card
receipt is lost, the credit card holder shall immediately fill out Attachment D;
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v.

vi.

vii.
viii.
ix.
x.

xi.

xii.

xiii.

xiv.

a.

The employee is responsible for the issued credit card. If the card is lost, the
employee shall immediately notify the Chief Deputy and write a
memorandum explaining the credit card loss;
In all Missouri transaction the employee shall notify the vendor that the
transaction should be exempt from Missouri Taxes. See Camden County
State Tax Exempt Letter;
The Credit card MAY NOT BE USED for cash advances, personal use or any
type of purchase which is not for official Camden County business;
NO alcoholic beverages may be purchased with the county credit card;
No spouse/non-employee expense expenses may be purchased on the card;
Upon termination of employment, the employee must immediately surrender
the card to the Chief Deputy. Camden County reserves the right to withhold
final payroll checks and payout of accrued leave until the card is surrendered
and outstanding purchases are validated;
When purchasing meals for a group of employees, the card holders should
write the names and DSN;s of all employees whose meals were purchased,
and the dollar amount of the meal attributed to each person;
If the card holder discovers a wrongful charge, incorrect pricing charge,
overcharge, or any other billing discrepancy, he or she shall immediately
notify the Chief Deputy;
If the item purchases is found to be defective or damaged, the card holder
shall immediately notify the Chief Deputy. When the item is returned and
refunded, the card holder is responsible for obtaining documentation showing
the refund amount and furnishing the same to the Chief Depute;
NO CASH REFUNDS are allowed. Any cash due back should be credited to
the same credit card account that was used to purchase the original items.

Internal Procedures for Chief Deputy
The Chief Deputy shall be responsible for the issuance and retrieval of county credit
cards assigned to personnel.
The Chief Deputy shall oversee compliance with this policy and perform the
following duties:
i.
Maintain a record of the issuance and retrieval of the county credit cards;
ii. Accounting and payment of expenses;
iii. Ensure accuracy and accountability with each employee turning in receipts
iv.
Ensure all information is correctly noted on all receipts;
v.
Compliance with State of Missouri records retention requirements for
safekeeping of statements and receipts;
vi.
Shall investigate all allegations of any misuse or misappropriation of county
credit cards.
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b.

Violations of this Policy
Any employee of Camden County who violates the provisions of this policy shall be
subject to disciplinary action, termination, or criminal prosecution.
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ATTACHMENT A
Camden County Sheriff’s Office
Credit Card Holder Agreement
Requirements for use of a Camden County issued credit card;
a. The credit card is to be used only to make purchases at the request of, and for the
legitimate business benefits of, Camden County, Missouri.
b. The credit card must be used in accordance with the provision of the Camden County
Credit Card Policy establish by the Camden County Sheriff’s Office.
Violations of these requirements may result in revocation of the used of the credit card.
Employee found to have inappropriately used the credit card will be required to reimburse the
county for all costs associated with the improper use, either through direct payment or payroll
deduction. In addition, disciplinary action may be taken per the county’s personnel policies, up
to and including termination from employment. The Camden County Sheriff’s Office will
investigate and commence, in appropriate cases, criminal prosecution and/or civil action against
any employee found to have misused the credit card or who violates the Credit Card Policy or
the provisions of this Credit Cardholder Agreement.
Credit Card Account Name:______________________________________________
Credit Card Account Number:____________________________________________
Received by:__________________________________________________________
I acknowledge receipt of the attached Credit Card Policy and agree to abide by the Camden
County Credit Card Policy and this Credit Cardholder Agreement.
Signature:____________________________________________________________
Date:_______________________

143

ATTACHMENT B
Camden County Sheriff’s Office
Credit Card Holder Agreement

Credit Card Account Name:______________________________________________
Credit Card Account Number:____________________________________________
Credit Card Returned to:_______________________________________________________
Date:_______________________

Signature of Chief Deputy:_____________________________________________________
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ATTACHMENT C
Camden County Sheriff’s Office
Credit Card Usage Form
Name on Credit Card:
Last 4 Digits on Card:
Date of Charge:
Amount Charged:
Vendor:
Vendor Address:
Description of Purchase:

If the purchase was for more than one employee, list names:

Employee who used Credit Card:

Approved Supervisor:

Signature:_________________________________________Date:__________________
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ATTACHMENT D
Camden County Sheriff’s Office
Statement of Loss or Destruction of Receipt
I hereby state that the following transaction was made, however, that the receipt for such
transaction has been lost or destroyed and said receipt cannot be produced because of being
lost or destroyed and that all efforts to obtain a new receipt from the vendor has failed:
Employee DSN:__________________________________ Date:__________________
Employee Name:________________________________________________________
Method of Purchase________ PO or Credit Card ending in:______________________
Date of Purchase:_____________
Vendor:____________________________________________________________
Address:___________________________________________________________
Amount: $___________________
Qty:____________________________ Price per Unit:_____________________
Qty:____________________________ Price per Unit:_____________________
Qty:____________________________ Price per Unit:_____________________
Qty:____________________________ Price per Unit:_____________________
Description of Purchase:_____________________________________________
_________________________________________________________________
_________________________________________________________________

Signed this _________day of ____________________, 20____________
Signature_____________________________ Print Name:____________________________

146

Reimbursement rates for County Travel as of 2020 and current. Adopted 1/2/2020
Per Diem rates
The current per Diem rates is $25.00 per day in state and $30.oo per day out of state.
Mileage
The current mileage rate for 2020 is $.575 per mile. Mileage rates will be set as issued by the
IRS publication/news releases annually or as released by the IRS.
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COORDINATION OF ISSUANCE
OF
COUNTY PERMITS AND LICENSES
Approved: Sept. 29,2020

It is the policy of Camden County Missouri that each County office that issues permits or licenses to use
its best efforts to cooperate and attempt to coordinate the issuance of County permits and licenses with
other County offices such that County permit and license applicants shall be able to obtain their needed
permits and licenses as smoothly and with the least inconvenience as reasonably possible.

This policy shall apply to the following permits and licenses and such other permits and licenses that might
be hereafter required in Camden County Missouri:
1.
2.
3.
4.
5.
6.

Merchant License (County Collector)
Liquor License (County Clerk)
Health and Operating Permit (County Health Department)
Waste Water Permit (Waste Water Department)
Planning and Zoning Permit (Planning and Zoning Department)
Road and Bridge Permit (Road and Bridge Department)

Whenever an application is filed for a permit or license at one of the offices mentioned above, that office
shall deliver to the applicant a list similar to the list attached hereto setting forth the permits or licenses and
the fees therefor that the County issues and charges to which the applicant might be required to obtain
depending upon the nature of the applicant’s business, project or development.
County offices shall cooperatively work together in the approval process to ensure that County
ordinances, resolutions, laws, codes and rules have been met or fulfilled, and if the requested permit or
license meets the requirements for issuance, issue, in an electronic format, the permit or license.
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PERMIT/LICENSE CHECKLIST

Camden County Missouri has various Permits/Licenses that might be required by business or individual
opening a business, operating a business, remodeling a building or residence, developing property or
subdividing property. The following is a list of the various County offices and departments that issue
permits and licenses and the charges therefor:

1.
2.
3.
4.
5.
6.

_____County Collector
_____Health Department
_____Waste Water
_____Planning & Zoning
_____County Clerk
_____Auditor

(List Permits/Licenses and fees for each office/dept.)

Each Office holder or Department head shall inquire of any applicant as to the nature of their business,
development, etc. to help facilitate a smooth transition and movement through the County permit/license
process. A copy of this checklist shall be given to each applicant by the above Office holder or Department
head at the time an inquiry about a permit or license is made or an application is filed with their office or
department.
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This Camden County Accounting Policies and Procedures Manual has been received by

____________________________________________Office and the IT section is
CONFIDENTIAL –for use of the office holder only.

___________________________________________________
Name

____________________________________________________
Signature
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__________________
Date

