WINONA POLICE DEPARTMENT
NUMBER: 100-06 PAGES: 1

EFFECTIVE DATE: July 27, 2004

SUBJECT: COMMUNICATIONS AND CORRESPONDENCE

1.0 PURPOSE:

It is the purpose of this general order to clearly define the rules and regulations
pertaining to official communications and correspondence within the Winona
Police Department.

2.0 GENERAL RESTRICTIONS:

Members of this department shall not use department letterheads or send
correspondence out of this department over their signature without the general
permission of the Chief of Police.

3.0 FORWARDING COMMUNICATIONS TO HIGHER COMMANDS:

Any member receiving a written communication for transmission to a higher
command shall in every case forward such communication. A member receiving a
communication from a subordinate directed to a higher command shall endorse it
indicating approval, disapproval or acknowledgment.

4.0 DEPARTMENT ADDRESS (PRIVATE USE OF):

Members shall not use the department as a mailing address for private purposes.
The department address shall not be used on any motor vehicle registration or
operator’s license.

5.0 LONG DISTANCE CALLS:

No long distance telephone calls will be made by any member of this department
and charged to the Police Department number, without the special permission of
the Chief of Police or a Shift Supervisor or Bureau Commander.

6.0 RADIO DISCIPLINE:

All members of the department operating the police radio, either from a mobile
unit or in the communication center, shall directly observe regulations for such
operation as set forth in departmental orders and by the Federal Communications
Commission.



