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EMILIO T. GONZALEZ, Ph.D. 

A. 

SPECIAL PROJECTS MANAGEMENT UNIT 

STANDARD OPERA TING PROCEDURES 

LETTER OF PROMULGATION 

To: ALL PERSONNEL, SPECIAL PROJECTS MANAGEMENT UNIT 

These procedures are established to provide consistency, uniformity, efficiency, and 
effcctiv()uess to the administration and operation of the Special Jlrojects Management Unit 
of the City of Miami Police Department. 

The prnced>Jres set forth here supplement but do not supersede the Departn1ental Orders or 
other Administrative and Operational Directives, and they are fonnulated accordingly. 
Unforeseen conflicts between the Standard Operating Proct:dures and the Departmental 
1) rders or other Directives will be arbitrated and resolved through the Section Commander. 

PcrS0nnel assigned w the Special Projects Management Unit will read, know , and follow 
these procedures, Departmental Orders, and any pertinent directives. Any conflicts 
between them will be reported to the Section Commander immediately. 

100 
-~ Ceut,uJ• of Srrvin; 

MIAMI POLICE DEPARTMENT/P.O. BOX 016777 / Miami, floricb 33101 I (3051603-6 100 
[-M<1il Address: chidofpolice@miami-police.org 

City Manager 
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EMILIO T. GONZALEZ, Ph.D. 
City Manager 

SPECIAL PROJECTS MANAGEMENT UNIT 

STANDARD OPERATING PROCEDURES 

ORGANIZATIONAL STRUCTURE 

L-

__ Jitt;i{J;;t55 
Coni~~ 
Speual Projects M~nagement Unit 

Effective Dafe 
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EM ILIO T. GONZALEZ, PhD. 
City Manager 

SPECIAL PROJECTS MANAGEMENT UNIT 

ST AND ARD OPERA TING PROCEDURES 

C. MISSION, GOALS, AND OBJECTIVES 

MISSION: 

To ensure that special projects undertaken by the Miami Police Department are completed on 
time, within their intended scopes, and within their intended budgets through the effective use of 
project management and process improvement strategies. 

GOALS: 

1. To identify all agency special projects 
Objectives: 

a. To meet with the commanding officer of each section in the agency at 
least once a year to verify that SPMU has an accurate inventory of that 
section's current projects 

b. To identify the responsible party (Project Owner) for each project 
c. To maintain a comprehensive list of all agency special projects in the SPMU's 

system of record 

2. To provide the department with a standardized process in which projects ae conducted, 
managed and delivered. 

3. To assist project owners in establishing and achieving the project's deliverables based on 
the triple constraints model of time, cost and scope, as recognized by modem project 
management methodology. 

·c(S<J£5 

100 M IAMI POLI CE DEPARTMENT/ P.O . BOX O 16777 / M iami, Florida 33 101 / t l05> 603-6100 
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EMILIO T. GONZALEZ, Ph.D. 
City Manager 

SPECIAL PROJECTS MAJVINAGEMENT UNIT 

STA..1\/DARD OPERA TING PROCEDURES 

D. DUTY HOURS ANO DRESS 

Th•:! Section is operational Monday through Friday, 0700-1700 hours. Assignments, days off, and 
duty hours will change when necessary to meet the Department's needs to accomplish its mission. 
The :.--a sic duty hours of the personnel ~re: 

Liemf;nan.t 

Pc.!i.cc Off.i,·.er(s) 

0700-1700 

0700-1700 

0800-1 700 

The b::isic days off for all ,::vilian personnel are Saturday and Sunday. 

S·v.om members who wcrk a 4--day, I (1-.hou.r shift will ha ve either Saturday, Sunday ancl Monday 
off 1lr Friday, Saturday and Sund11y off. 

Holidays, vacations and dress code requirements will be in compliance with contractual 
agreements and Departmental Orders and may be modified at the discretion of the Unjt 
Cornmander. 

S·Norn personnel shall wear either a Class A Police unifo1m or professional attire. 

CviEan personnel shall wear professicmal. attire. 

M IAMI POLIC[ DEPARTMENT/P.O. BOX O 16777 / l\li,uni, Florina JJ I OI / oo,i 603-6100 
F-i\ l ,1il Adclr<'w t hicfofpolic"r"'m1.imi-puli,e.org 
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EMILIO T. GONZALEZ, Ph.D. 
City Manager 

SPECIAL PROJECTS MANAGEMENT UNIT 

.~TANDARJ) OP_ERATING PROCEDURES 

E. DUTIES AND RESPONSIBILITIES OF MEMBERS 

L Commander/Lieutenant 

J. Rq,01i~ ti:; the Executive Officer. 
2. Resp0nsiblc for the overall operational and administrative fu.nction of the unit. 

3. EL•c;un-s that all written material resulting from the <1ctivities of members of the 
Ueit are accura1e, neat, properly structurerl, clearly stated and s1.,brnits :;ame to 
the Exe,~utivc OfficF✓r. 

4. As:,;isrs personnel in o'otaining <.:ooµeration _. assistance and informati,J11 from 
persons and elements of the Department :;iud other sources m~cf~ssary for the 
succe~.;sful accomplishments and completion of assignments. 

5. Dire(;ts members of the Unit, plans the Unit 's activities and oversees its 
0pcrational and administrative functions. 

6. Ensures all unit requirements are met concerning operational and 
administrative activities such as, but not limited to, filing, training, attendance, 
n:cords, -:,verti.me, supervision, and evaluation. 

7 . Performs ~:pccial duties er functions as directed by the .Executive Officer. 

-Com-!-.~$L-~(_1/~~ 
Specii;,,frojects Management Unit 

. _ . _ 1/4xp 06d l_ ________ _ _ 
Effectrve .f)ate /~ 

1v\li\MI POLICE DEPARTMENT/P.O. 13OX 0 16777 I M iami, Florida JJ I 01 I (]05) 603-6100 
E-Mail Address: chieiofpolicel1i'mi.imi-po lice.org 

~ 
~7':.~1'1 
""fl■\', \,; .~: ":.•, ,, 

.,. .. ~ 
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SPECIAL PROJECTS MANAGEMENT UNIT 

STANDARD OPERATING PROCEDURES 

PROGRAMS AND FUNCTIONS 

Principles of Project Management 

EMILIO T. GONZAUZ, Ph.D. 
Cit)' M.111ager 

Project Management (PM) is the discipline of planning, organizing and managing resources to bring 
about the successful completion of specific project goals and objectives. The primary challenge of PM is 
to achieve the project goals and objectives, while honoring the project constraints, which typically are 
time, budget, quality and scope. A successful project will be completed on time, on budget and with 
spcci.fi~d quality measures. 

Effective p1 oject management should: 

·= C!3.rify what must be dchieved 

,_, Cl.arify roles anJ responsibilit ies 

: · Pb,1, monitor and control the budget 

:::. l'lail, monitor and manage or co-ordinate human resources necessary for project completion 

~] Minimize risk 

:::J Comm unicate to all involved 

lJ Manage change 

,'J En.:;ure that dependencies are identified and completed 

[1 Ensure that original project objectives are met, and planned outputs delivered OR or are renegotiated 

and amended w;th the prnject sponso, and then met, w;th amended ou~up~-_ ,;-
595 

s 
Conunan~r 
Special,Proj; ;;•z;:e;cnt Unit 
Effective Da~ 

M IAMI f'OLICF DLPi\RTMENT/P.O. 130X O I f,777 I v\i.1111i, Flnrid,1 J.3 1 O I / 130, J 60.l -6 I 00 
( Mail ,\ddress: d11cio1polic<'"' n11ami police.org 
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Qtitl! of Jfil{iami 

SPECIAL PROJECTS MANAGEMENT UNIT 

STANDARD OPERATING PROCEDURES 

G. POLICIES 

EM ILIO T. GONZALEZ, Ph.D. 
( ii)' Manager 

1. All persmmel. as~igned to the Special Projects Management Unit are responsible for 
knowing and cornpl_ying with these Standard Operating Procedures, Departmental Orders, 
Rules and Re.gubiior(S and all other written polides and procedures relating to their 
emph)ymeut 

2. The Special PF>j,'.cts Management Un.it shall Cl)mply with the Adm~nistrative P0licy 
Manual (A.PM) ~nd Dq~,➔.rtmental Orders regarding Public Records /\ ct, Chapter 119, 
Flonda Statutes. 

100 
/ I Ce" ""Y of .'i,•, -i., i,•e 

M IAMI POLICE DEPA RTMENT/P.O. BOX O I 6777 I Miami, Florida 33 10 1 I (305! 603-6 100 
E-Mail Addre,s: chiefofpolicc@miami-policc.org 
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S.O.P. 

.SUBJECT: 

PURPOSE: 

100 
A <.,.,,t,o·y nj .... , ri, I,,• 
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©it\! of J4t{iami 

SPECIAL PROJECTS MANAGF'.MENT UNIT 

STANDARD OPERA TING PROCEDURES 

PROCEDURES DURING HURRICANE THREAT 

FMILIO T. GONZAL[Z, Ph.D. 
City Manager 

To provide a general outline of procedures to cover the duties and responsibilities 
of the Special Projects Management Un.it's personnel in the event that a hurricane 
should threaten the City :lf Miami. 

In the event that a hmTica.ne will strike the Mi:mu area, the Conuuander of the 
Speci.al Projects Management Unit shall maintain communication with the police 
department as pe1 Departmental Orders. 

i. Upon a Hunicane warning being issued, personnel will fud up any cit)' 
vehicle before the end of their t0ur Gf duty. 

2. The Unit Conunander will allow personnel to prepare in advance for the 
safety a1,d security of personal property and family members with the 
expectation that they may lll)t be at home before, during, and after the 
stom1. Also, personnel will bring sufficient personal equipment and 
supplies to remain at work for seventy-two (72) hours. 

3. Once the above procedmes have been accomplished, persom1el will be 
advised as to their responsibilities during and immediately following the 
stmm as per Departmental Orders. 

4. All persorrnel are responsible to maintain and update inionnation on the 
Emergency Mobilization List (EML). 
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PURPOSE: 

Qii±tJ of 4ffi{iami 

[MILIO T. GONZALEZ, Ph.D. 
City Manager 

SPECIAL PROJECTS MANAGEENT UNIT 

STANDARD OPERATING PROCEDURE~ 

2 

EMERGENCY MOBILIZAT10N PROCEDURES 

To provide t; general outline of procedures to cover the duties and responsibilities 
of the Special Project Management Unit in the event that a State of Emergency is 
declared within the City of Miami. 

ln the event of ,.m emergency mobilization, , the Section shall he mobiliz.d under 
the following guidelines: 

The Spe1;ial Projects Management Un.it wi.l! make sure the accvrate infonr.aiion 
is on the i:tvliami website. This iist i:; confidential and shll.JI nof be po)ltrd or 

placed in any unsecured area. 

1. The Unit Conunar,der or. designee, will report to the E.O.C. for 
deployment and assigrnnents ,)f personnel. 

2. Upon notification to mobil ize, personnel of the Spccic1.I Projects 
Management Unit will report to the Unit's offo;e and awa,t their 
assignments. Should the ;~mergency occur duriug r,ff.Juty hour.,, the 
l.Jait Commander will contact Unjt personnel. 

M IAMI POLICE DEPARTMENT/ P.O. ROX O 16777 / M iami, Florida 33101 / (305) 60.H, 100 
E-M,1 ii 1\ddress: chieiofpolice@'111iam i-police.o rg 
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EMILIO T. GONZALEZ, Ph.D. 
City Manager 

SPECIAL PROJECTS MANAGEMENT UNIT 

STANDARD OPERATING PROCEDURES 

3 

SUPPLIES AND EQUIPMENT 

To provide for a standard procedure to control, maintain, and safeguard 
equipment and supplies. 

All office equipment and supplies will be ordered through the proper 
Departmental channels and according to Departmental Orders. 

All office equipment and supplic~ will be stored under lock and key. Ac;cess will 
be limited to section persom1el @ly. 

A file will be maintained on all cquipm~nt and supplies ordered and issued. 

MIAMI POLICF DEPARTMENT/P.O . BOX 016777 / Miami, rloricl.i 33 101 / 1305) 603-6100 
E-Mail Address: chidr,ipolicc @miami-police.org 
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