City of Richmond
Administrative M anual

REFERENCE GLOSSARY

Administrative Policies Listed Alphabetically by Title
LAST DATE REVISED: April 24,2000

Title

Accounts Payable - AP B506 .......ccueoiuiiiiiiiie ettt
Accounts Recaivable - AP S503 ...
Administrative Policiesand Procedures - AP L ..o
Agenda Items, Submission and Processing of City Council ..........cccccovvviiiiiieciieenne.
Attorney’ s Office, Requests for Services from City - AP 250 ......cccccoveceeveevivccieen,
Budget, Annual Operating - AP 501 ......covoiieiieciee et
Budgeting/Purchasing Capital Equipment - AP 512 .........ccoveiiiiieiie e,
BUSINESS LICENSES - AP 516 ...ttt et
Capitalization POlICY - AP 514 ...ttt e
Cash DrawerS - AP B05 .......oouiiiiiiesieee ettt st st s sb e
Cellular Telephones and Pagers - AP B58 .........coovcieiee i
CIP Control Program Procedure - AP 513 ........ooiiiiiciece et
ClaimS Procedures - AP 252 ...ttt s
Computer Equipment and Systems, Use 0f - AP 656 .........cccccvevieeieeiiieecie e
Credit Cards, Insurance and Use of Bank - AP 518 ...
Departmental Operating Procedures- AP 101 ........ccccooiviiiienie s e
Driving on City Business and Use of City Vehicles- AP 107 ......cccccooovvvveveeiieeinenn,
Driving Standards and Vehicle Accidents, City - AP 108 .........ccccocevvievieeiieiieciiens
Duties by the City Manager, Delegation of - AP 100 .........cccoveveeviecviececsee e
Electronic Mail PoliCy - AP BB5 ..ottt
Finance Department - AP 500 .......ccooiiiiiieiiecsee ettt
Fixed Asset Management System - AP 520 .......coooviieeiieiiie e
Funds, Receipt and Control of City - AP 502 .........coovviieiiieiie e
Incompatible Activity of City Employees- AP 12 ........ccooeiievie i
Industrial INJUriES - AP 400 .......cooouiiiieiieciee et
Information Technology Department - AP 650 .........ccccvviieiieciie s
Information Technology Services, Request for - AP 6B51 ........cccoccveveeiiecciie e,
Information Technology Steering Committee - AP 652 .........ccceveeveceeciecie e,

Insurance Coverage for Rented or Leased Vehicles and

Automotive EQuipment - AP 402 ..........coovveieieeseece e
Investment Program POIICY - AP 515 ..ottt
IRS Commute Valuation Rule - AP 509 .........ccooiiriiieninenesisieee e
Key Control and Custody for City Offices- AP 703 .......cccocoeveevecieceereee e
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City of Richmond
Administrative M anual

REFERENCE GLOSSARY

Administrative Policies Listed Alphabetically by Title
LAST DATE REVISED: April 24,2000

Title

Legal/City AttOrney - AP 252 .......oo ettt e
Legal Process, Receipt of Claimsand Services- AP 253 ........ccccocvivieviecceevee e
Non-Collusion with Bidder - AP 109 ..o
Office Procedures, EMployee - AP 103 ..ot
Open Door CommuNiCatioNS - AP 11 ......oouviiieiiicie et
Organization, City of Richmond - AP 10 ......cccooiiiiieeie e
PC Hardware/Software Standards - AP 654 ........ooo i
Petty Cash - AP 510 ...ttt e
Personal Liability, EMpIoyee - AP 44 ..ottt
Pool Car Guidelines and Procedures - AP 507 .......ooiieeiiriieneereeeeeeeee e
Property, Loss or Damageto City - AP 40L .........ooov e e
Records Retention Program - AP 111 ......oociiiiiiiiciecie et
Regulatory Agency Notification - AP 403 ..........oooiiiieiiieee et

Relocation of Office Furniture, Equipment, Telephone and Computer

EQUIPMENE - AP 112 ...ttt
Returned ReCEIPLS - AP SO ......oo oottt et ene e
Risk Management - AP 400 .........oooiiiiiie ettt
Surplus Property, Equipment and Materials, Transfer and Disposition of - AP 110
Systems Access and Removal - AP B53 ........ooiiiiciececee et
Telephone Calling Cards, Issuance and Use of - AP 519 ...
Telephones and Voice Mail Systems, Use of City - AP 657 .......ccooeviveveeiieciieecien,
Travel Expense Policy and Procedure- AP 508 ...
Uniform Transient Occupancy TaxeS- AP 517 ....ccvovvoie i
Write Off Delinquent ACCOUNES - AP 251 ........oooiiiiiecie e
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