Below is a list of SOP’s that we, as a class, came up with.  I suggest that you select the ones you feel are most important for your office. If you have any questions, or need assistance, give me a call.  Suzy Bass  502-314-8984
Standard Operating Procedures  (S.O.P.)
Payroll

· Process Weekly/bi-weekly payroll

· Balancing

· Child Support / Garnish

· Employee List to Co. Treasurer

· End of Year / Month 

· H.R. Duties

· Insurance Admin

· Leave Time

· New Employee 

· 100 R Report

· Payroll 

· Personnel Handbooks

· Pension Payroll

· PERF
· Police Pension Relief Report

· Quarterly Reports

· Time Cards / Time Book

· Taxes

· Unemployment

· Voluntary Deductions

· Workman’s Comp

· W2’s / 1099

Budget

· Create Budget

· Accounts Receivable

· Accts Payable

· Bond / Loan Payments

· CTAR

· Do Transfers

· General Ledger / Balance Sheet / Income Statement

· PO’s

· Prepare Claims / Council

· Process Receipts
· Vendors for trash collection

· W-9’s

Utilities

· Sewer Liens

· URT

· Utility Billing

· Utility Meter Deposits

· Process Utility payments

Other

· 911E-Addresses

· Admin. Contracts (Vendors –INDOT)

· Advertising 

· Agendas

· Ambulance Billing

· Answer Email

· Answer Phone / Take Messages

· Arrange Street Service (Snow, leaf pickup, sweeping)

· Attend meetings

· Audit Prep

· Capital Assets

· Capital Assets 

· CD’s Investments

· Certify Mail 

· City Seal

· Clean office 

· COBRA BPW-RDC Meetings

· CODIfy ord. Capital Assets

· Collect Letters  / Utilities

· Collect Money

· Comm. Service

· Community Buildings

· Contractors – Mowing

· Copying 

· Council Meeting Prep.

· Create Ord / Res

· Destruction and retention of records

· Disconnect Notices

· DLGF Debt Report

· Dog Licenses

· Election Board

· FEMA

· Festival Duties

· Fire Alarm Letters

· IDP’s Police

· Inventory

· Issue Permits

· IT Duties

· Landscaping 

· Making Deposits 

· Marriage Ceremonies

· Meter Reading 

· Minutes 

· Oath

· Order Supplies

· Planning Com / BZA Duties

· Post Office 

· Prepare Bid Documents

· Process Mail

· Reception of Public

· Retrieving invoices from website

· Set up beginning year labels and files

· Set up meeting rooms

· Shut off Utility Services

· Sidewalk

· TC Correspondence

