
 Finance Committee Meeting 

Meeting date: Tuesday, January 9, 2023 

Meeting time: 12:32pm – 1:47pm 

Meeting location: 2 Oak Street, Norwalk  

Recorder: Cari Williamson 

 

Committee Members Present: 

 

Board Staff Present: 

X Kristen Cardone, Executive Director  Ashley Morrow, Community Engagement & 

Resource Manager 

X Cari Williamson, Office & Fiscal 

Manager 

  

 

Unfinished business/updates: 

• January Meeting  

o Location: Huron County DJFS, Norwalk 

▪ Board meeting is scheduled for Tuesday, January 16, 2024 at 6:00pm. 

▪ Mr. John Soisson and Ms. Hovest will not be attending the Board meeting. 

o Presentations: Hope419, Family Life Counseling 

▪ Hope419 offers psychiatry and therapy in Norwalk. The Board discussed in November 

potentially contracting with them for a small amount of funding and will revisit this in 

February. 

o Executive Session  

▪ The Board enter Executive Session under ORC 121.22 (G)(2). 

• From Program Committee 

o Board website 

▪ Ms. Cardone reviewed the Board’s website with committee members, including 

where to find Huron County Data Dashboard, meeting schedule, and meeting 

minutes. An in-depth conversation was had about the Huron County Data Dashboard. 

Board staff and Huron County Public Health have worked for many months to 

produce the dashboard. Board staff gather the data then Public Health uploads and 

publishes the information. It allows the public to have a comprehensive look into 

mental health and substance abuse data for Huron County. 

o Annual Report (Motion) 

▪ Ms. Cardone shared that per the Ohio Revised Code 340, an annual report must be 

issued yearly. She reviewed the report with the Board members.  

▪ Ms. Cardone is requesting a motion to approve the annual report which will be sent to 

OhioMHAS, Huron County Commissioners, and Huron County’s State 

Representatives and Senators.  

 Ben Chaffee, Jr., Board Chair  12:43pm X Sandy Hovest  

X Tom Sharpnack, Committee Chair  Carol Anderson - Absent 

X Nora Knople X John Soisson 

X Wendie Parsons-Nuhn   



▪ Committee members had no further questions or comments and they were in favor of 

adding the motion to the Board meeting agenda.  

o Revised Board Meeting schedule (Motion) 

▪ Ms. Cardone shared that Huron County offices are closed on April 8, 2024 due to the 

eclipse. Emergency Management Agency (EMA) anticipates many visitors because 

Huron County is in the direct line for optimal vision of the eclipse. She is requesting 

that all the April meetings be pushed back one week.  

▪ Finance committee members had no further questions or concerns. They were in 

support of adding the motion to the agenda.  

o Animal House (Motion)  

▪ Ms. Cardone shared that the Animal House is a recovery organization located in 

Bellevue. They hold recovery meetings seven days a week and offer numerous sober 

events throughout the year. Due to no fault of their own, their building has become 

condemned, and they are seeking a new location.  The Executive Director for the 

Seneca, Ottawa, Sandusky and Wyandot County Mental Health and Recovery 

Services Board reached out to Huron County and Erie County asking to help them 

fund a year and a half of rent for Animal House, allowing them time to get stable and 

back on their feet. Currently, Animal House does not charge for any services they 

provide. Huron County’s portion would be $7,200.00. Bellevue is split into four 

counties, so it is challenging to provide services there. Helping with this funding will 

show a united front between Boards and allow the Boards to give to a community that 

does not receive much support.  

• Huron County Job and Family Services provide help to a lot of Bellevue 

community members. 

▪ Committee members had no further questions or concerns. They were in support of 

adding the motion to the agenda.  

o COSSAP (Motion) 

▪ Ms. Cardone shared this is the third year of these federal funds through the city of 

Mansfield for QRT (Quick Response Team). They have paid for Let’s Get Real to 

lease a vehicle to go on QRT calls, pay for the insurance for the vehicle, increased 

outreach materials for resource bags, and peer supporters time for going on these 

runs. Let’s Get Real received the majority of these funds because they are the main 

agency for QRT.  

▪ Committee members had no further questions or concerns. They were in support of 

adding the motion to the agenda.  

o Levy Committee 

▪ Ms. Cardone shared the levy is coming up in just over a year. The Board needs to 

form a levy committee to begin planning for the levy. They will meet monthly during 

the day. Per the Ohio Revised Code, there does not need a Political Action Committee 

formed to manage the finances for the levy as ADAMH Boards are permitted to 

utilize their funds for levy promotion.  She requested Board members to think about 

whether they would like to be a part of this committee. There will be a motion to form 

the committee at the Board meeting.  

• In a meeting Mr. Troy Wetzel from Mercy Hospital explained that this levy is 

not just a MHAS levy, it is the whole community’s levy. This committee will 

be open to community partners, contracted agencies, or anyone in the 

community to join.  

▪ Committee members had no further questions or concerns.  

• Utilization Review Update 



o Ms. Cardone shared that she is still waiting on the Board’s legal representative, Mr. Randal 

Strickler,  to approve the language for the follow-up to the Utilization Review. 

o Committee members had no further questions or concerns.  

Discussion Items: 

• Unemployment 

o Ms. Cardone shared that Mr. Devin Pollick has applied for, and was granted, unemployment. The 

Board’s portion is approximately $300 per month. North Point ESC has to pay the bulk of the 

amount granted due to Mr. Pollick being employed by them for most of the year.   

o Committee members had no further questions or concerns.  

• Credit Card policy (Attachment I) 

o Ms. Cardone shared that the county Commissioners adopted a new credit card policy. Mr. 

Strickler advised that the Board adopt the policy as written for the county (see section I-V). Ms. 

Cardone informed him that the Board needs to have procedures in their policy, which were added 

to the county’s policy. There was a new section added to request for an exemption from the Board 

to pay for taxes when the organization charging the taxes is unable to remove them. An incident 

occurred recently when booking a flight for a conference that would not allow tax exemption. Ms. 

Cardone requested the Board Chair, Mr. Ben Chaffee, grant permission to move forward with the 

purchase, and it was granted. The updated policy has been sent to Mr. Strickler and is now 

awaiting approval. 

o Committee members had no further questions or concerns.  

• Levy Reserve Balance (Motion, Attachment II) 

o Ms. Cardone shared that every January the Board is required to review and approve the levy 

reserve balance. It looks at last three years of expenditures to receive an approximate amount for a 

minimum of three months of expenses to a maximum of nine months of expenses. The Board’s 

levy reserve balance is between those amounts and more than last year’s balance. 

o Committee members had no further questions or comments and they were in favor of adding the 

motion to the Board meeting agenda.  

• Huron County Auditor Budget (Motion, Email Attachment) 

o Ms. Cardone shared the final budget for the Huron County Auditor’s office must be submitted by 

the end of January. Ms. Cari Williamson reviewed the budget with committee members.  

o Committee members had no further questions or comments and they were in favor of adding the 

motion to the Board meeting agenda.  

• Exception for DC travel (Motion) 

o Tax for flights 

▪ Approximately $17 

o Hotel cost 

▪ US General Services Administration Rate: $193/night 

▪ Rate: $253/night Monday - Wednesday, $343 Sunday night 

o Ms. Cardone shared the above amounts that need Board approval for an upcoming conference in 

Washington DC for prevention.  

o Committee members had no further questions or comments and they were in favor of adding the 

motion to the Board meeting agenda.  

• Prevention Discussion 

o Ms. Cardone shared that there have been multiple meetings regarding Huron County’s prevention 

coalition. Currently, Huron County Family and Children First Council (FCFC) is holding 

prevention. In a recent coalition meeting, the coalition asked if Public Health would consider 

holding the coalition as the goals of the coalition directly align with the work being done by 

Public Health.  There were multiple meetings throughout the month of December to discuss this 

possible transition and Public Health recently agreed to take on the coalition.  The Public Health 

Board is requesting approval from MHAS Board, FCFC Executive Committee and Prevention 



Executive Committee before moving forward with the transfer. Once this transition happens the 

funding for the Prevention Coalition will be transferred to Public Health.  

▪ Public health has the staff, capacity, and ability to allow for prevention to have a stable 

home and grow into what it needs to be. 

▪ Currently there are interviews scheduled to fill the Prevention Coordinator position, 

which Public Health will take the lead in this process.  

▪ Committee members had no further questions or concerns. They were in favor of the 

Prevention Coalition transferring from Huron County FCFC to Huron County Public 

Health. 

o Ms. Cardone additionally shared that as the Huron County Public Health’s Health Commissioner 

was researching PROSPER prevention coalition, he discovered there are multiple PROSPER 

coalitions and there could possibly be legal concerns regarding copyright infringement. Ms. 

Cardone expressed her concern about going to a national conference in Washington DC to have 

an award presented under the PROSPER name. She will contact CADCA, who oversees the 

conference, to request a name change. There are still concerns and apprehension about going to 

the conference after learning this information. Ms. Cardone will do additional research and 

depending on what is found, she may choose not to attend the conference. 

▪ Committee members had no further questions or concerns. 

• November 2023 Financial Report & Statement of Activities (Attachment III, motion) 

o Revenues: $441,822.83 

o Expenditures: $212,897.87 

o Cash Balance: $3,146,345.05 

o Encumbrances: $1,500,794.61 

o Ending Balance: $1,645,550.44 

o Ms. Cardone and Ms. Williamson reviewed the November 2023 Financial Report and Statement 

of Activities.  

o Committee members had no further questions or comments and they were in favor of adding the 

motion to the Board meeting agenda.  

• November 2023 List of Bills (Attachment IV, motion) 

o Ms. Cardone and Ms. Williamson reviewed the November 2023 List of Bills. 

o Committee members had no further questions or comments and they were in favor of adding the 

motion to the Board meeting agenda.  

• December 2023 Financial Report & Statement of Activities (Attachment V, motion) 

o Revenues: $208,784.32 

o Expenditures: $193,690.74 

o Cash Balance: $3,161,438.63 

o Encumbrances: $1,330,102.01 

o Ending Balance: $1,831,336.62 

o Ms. Cardone and Ms. Williamson reviewed the December 2023 Financial Report and Statement 

of Activities.  

o Committee members had no further questions or comments and they were in favor of adding the 

motion to the Board meeting agenda.  

• December 2023 List of Bills (Attachment VI, motion) 

o Ms. Cardone and Ms. Williamson reviewed the December 2023 List of Bills.  

o Committee members had no further questions or comments and they were in favor of adding the 

motion to the Board meeting agenda.  

 

 

 



Attachment I 

208.2 SECTION 2 

Adopted: January 24, 2023 

 

I. CREDIT CARD POLICY 

 

1. GENERAL  

a. Ohio Revised Code sections 301.27 and 301.29 permits counties to use credit cards and/or procurement 

cards. The Board of County Commissioners, with the advice of the County Auditor and Prosecutor, has 

established this policy for the use of the card. 

b. The Board of Mental Health and Addiction Services authorizes the procurement and use of Credit Card 

issued in the Board’s name. The use of the Board’s Credit Card shall be used for the efficient acquisition 

of goods or services solely for the benefit of the operation of Huron County Board of Mental Health and 

Addiction Services. 

 

2. PURPOSE 

a. To provide user information to those employees who have been approved by the Huron County Board of 

Commissioners to do business on behalf of Huron County using a credit card issued in the County’s 

name. The use of credit cards for County financial transactions is limited and carefully controlled. While 

the use of credit cards is an accepted practice their use is allowed only for specific purposes and situations 

to transact Huron County business. This policy will cover the funds for which the Huron County Board of 

Mental Health and Addiction Services appropriate and approve budgets. 

 

II. DEFINITIONS  

A. “Airfare” means the cost of passenger transport on an airplane equipped for passenger travel. It could contain 

other components, but not limited to: 

1. Airport fees. 

2. Airport parking. 

3. Security fees. 

4. Baggage fees. 

B. “Authorized Personnel” means the current employees of the Huron County Board of Mental Health and Addiction 

Services authorized to utilize Credit Card issued in the Board’s name. 

C. “Board” means the Huron County Board of Mental Health and Addiction Services. 

D. “Cash” means the money in hand, coins, or notes. Cash controls are difficult and tracing transactions is nearly 

impossible. 

E. “Conference Registration” means an event dedicated to Board specific functions, such as training, attended by 

Board employees and/or Board members. 

F. “Credit card” means any bank-issued credit card, store-issued credit card, procurement card, gasoline or telephone 

credit card, and any other card allowing the holder to purchase goods or services on it that is issued in the name of 

the Board. Credit Card in this section does not mean a debit card or a procurement card, gasoline or telephone 

credit card, or any other card where merchant category codes are in place as a system of control for use of the 

card. 

G. “Credit Card Expenditure Form” means a detailed form to include: date of expense, location of expenses, reason 

of expenses, amount of each expenses, and total amount for all expenses submitted. 

H. “Food” means meals purchased by Board staff and/or Board members while traveling for Board business in 

compliance with policy 208.1 and food provided for Board meetings or other meetings held by the Board as 

defined in policy 104.8. 

I. “Hotel accommodations” means hotel room stay. It could also include, but not limited to: 

1. Parking. 

2. Internet and telephone. 

J. “Internal Controls” means the procedures used by the Board to provide reasonable assurance regarding the 



achievement of certain objectives. 

K. “Internet services/software programs” include but are not limited to: 

1. Website domain account. 

2. Website privacy and security account. 

3. Software applications, scripts, and programs used to operate computers and execute specific 

tasks. 

4. Employee’s work email addresses/contacts & calendar. 

5. Board’s social media accounts and the utilization for marketing/promotions and, 

6. 24/7 access phone number. 

L. “Office General Purposes” means a credit card utilized only for internet services/software programs, telephone 

services, and food purchased for the Board, and/or expenses related to current Board members, limited to airfare, 

conference registration, transportation, food and hotel accommodations. 

M. “Telephone expenses” means telephone provider expenses for the Board office.  This excludes cell phone 

expenses. 

N. “Transportation expenses” mean automobile rental charges, gasoline for automobile rental, parking, tolls, subway 

fees, ride share fees, and any other associated transportation related expenses. 

 

III. ACCOUNTABILITY 

Governance Committee, Finance Committee, and Executive Director 

 

IV. INTERNAL CONTROLS 

Quarterly, the Governance Committee will review a complete and detailed credit card report to ensure the following 

Internal Controls are achieved: 

A. Reliability of financial reporting. 

B. Effectiveness and efficiency of operations. 

C. Compliance with applicable laws and regulations and, 

D. Safeguarding of assets against unauthorized acquisition, use or disposition. 

 

V. CREDIT CARD PROCEDURE 

A. Authorized Personnel Names and Job Titles 

1. Kristen Cardone Executive Director 

2. Ashley Morrow Community Outreach and Engagement Manager 

3. Cari Williamson  Fiscal and Office Manager 

 

B. Allowable Transactions 

The Huron County Board of Mental Health and Addiction Services Board Credit Card shall be used only to pay the 

following Board-related expenses: 

1. Airfare. 

2. Conference Registration.  

3. Hotel accommodation. 

4. Food expenses. 

5. Internet services/ software programs. 

6. Transportation expenses. 

7. Telephone expenses. 

8.  

C. Credit Card Usage 

1. Each Authorized Personnel shall sign a statement acknowledging that he/she has read this Credit Card 

Policy, understands it, and agrees to abide by it. (See Appendix 208.2 Acknowledgement of Credit Card 

Policy) 

2. The Board Credit Card is to be kept in a locked fire-safe box. All Board Credit Card statements are to be 

kept in a locked filing cabinet in the storage room. The Board’s Credit Card is to remain at the Board’s 

Office building when not with the Authorized Personnel. The Authorized Personnel shall utilize a Sign-



Out and Sign-In sheet when taking possession of the Credit Card. 

3. The Authorized Personnel signing out a Credit Card is responsible for the physical custody of the Credit 

Card until such time as the Authorized Personnel signs the card back in and secures it in the Lock-box. 

Each Authorized Personnel is responsible for maintaining confidentiality of all information relating to 

Credit Card such as the account number, security code, and expiration date. 

4. When the Credit Card is on the Authorized Personnel’s person it shall be kept separate from and are not 

to be commingled with their personal credit card. 

5. On the 15th day of the month and last day of the month, an Authorized Personnel shall submit a Credit 

Card Expenditure Form and all original itemized receipts and other documentation to his/her immediate 

supervisor. In the case of the Executive Director, the Credit Card Expenditure Form and documentation 

shall be submitted to the Board Chair. 

a. The documentation shall be reviewed by the supervisor and either authorized for payment or 

returned to the Authorized Personnel for adjustment or further documentation. 

b. Charges without receipts are unsubstantiated and unable to be audited, and as such, the County 

is unable to pay the charge.   

c. In the event the card is used for an internet purchase, the employee or officer must print all 

confirmations, invoices, and billing information at the time of the purchase and must be 

submitted to the County Administrator or other Appointing Authority to document the usage of 

the card. 

d. Credit Card statements shall be reviewed by the Board Chair and the Finance Committee Chair 

for the appropriateness of purchases and approval of payment. Receipts and documentation 

shall be attached to billing statements as part of the account reconciliation. 

6. Once appropriate approvals have been obtained, Credit Card payments and appropriate documentation 

shall be promptly forwarded to the Huron County Auditor’s Office to avoid late fees and interest charges. 

 

D. Ordering, cancelling, and reporting 

1. The Board’s Executive Director has the discretion to choose the Credit Card plan that is in the best interest of 

the Board. 

2. Cancellation of a Credit Card needs prior approval by the Executive Director. 

3. Lost or stolen Credit Card is to be reported to the card issuer immediately and to the Executive Director, in 

writing, as soon as and no later than twenty-four (24) hours and is to be cancelled as soon as possible. Prompt 

notification will help prevent fraudulent use of the lost or stolen card.  Written documentation should include 

the date the card was lost or stolen, and the date and time it was reported to the card issuer. 

 

VI. CREDIT CARD LIMITS AND RESTRICTIONS 

A. The Credit Card limit shall not exceed $5000.00 per transaction, regardless of the allowable transaction. Any 

transaction exceeding the $5000.00 limit shall be authorized in advance by the Board. 

B. The Airfare and Hotel Accommodations shall not exceed the U.S. General Services Administration (GSA) rates. 

C. The Authorized Personnel shall provide itemized receipts for any transaction, including voids or returns. 

D. No Cash transactions, cash advance, and/or cash withdrawals are allowable, regardless of the transaction. 

E. The following expenditures are strictly prohibited: 

1. Alcohol and tobacco products. 

2. Personal services or personal items, including items for friends or spouses, etc. 

3. Unauthorized charges.  

4. Competitive bidding. 

5. Entertainment/recreation. 

6. Adult publications/entertainment. 

7. Sales tax. It is imperative that the Authorized Personnel using the Credit Card obtain a copy of the County’s 

tax-exempt number.  It will be the responsibility of the Authorized Personnel to pay sales tax if it is charged 

by the supplier/vendor. 

F. When staying at a hotel or motel, the Authorized Personnel is required to obtain a completed tax-exempt form, in 

advance, from the County Administrator or other County Appointing Authority.  Present the tax-exempt form to 

the hotel or motel upon arriving, while registering.  Review the bill to confirm that no sales tax, personal, or 

wrong items have been charged on the Credit Card.  Contact the County Administrator or other County Appointed 

Authority for any questions around the legitimate use of the Credit Card.  

G. No late charges, financial charges or sales tax shall be allowed as an allowable expense, unless otherwise 



authorized by the Governance Committee.  

H. Debt incurred because of the use of Credit Card, pursuant to this policy, shall be paid from monies appropriated to 

specific appropriation line items of the Board for eligible work-related expenditures as listed in this policy. 

I. All Authorized Personnel shall be personally liable for discrepancies and errors in unmatched invoices and 

purchase orders. 

J. Employees shall not receive personal benefit from a credit card rewards or cash back program. 

 

VII. DISCIPLINARY ACTIONS 

The use of the Board’s Credit Card in a manner not authorized by this policy constitutes misuse of Credit Card. Misuse by 

an officer or employee of a credit card, with purpose to defraud, is a violation of Section 2913.21 of the Ohio Revised 

Code. 

Any misuse of Credit Card, if known by any Authorized Personnel, shall be reported to the Executive Director as soon as 

possible. If there is a potential misuse of Credit Card by the Executive Director, the information shall be reported to the 

Finance Committee as soon as possible. 

Any Credit Card misuse shall result in suspension from work of the Authorized Personnel until the Governance 

Committee reviews the misuse. 

The Governance Committee could proceed with the following disciplinary actions: 

1. No action if it was determined that there was no misuse of Credit Card. 

2. A written reprimand if the Authorized Personnel pays the unauthorized amount in full, including finance charges 

and interest assessed in connection with the unauthorized amount within 30 days from the date of Governance 

Committee written notice. 

a. The unauthorized amount may be deducted from the employee's wages or official’s salary. 

3. Immediate termination of Authorized Personnel from employment and repayment of the unauthorized amount, 

including finance charges and interest. The Board may pursue any available legal remedy to recover such amount. 

a. The unauthorized amount may be deducted from the employee's wages or official’s salary. 

 

VIII. OTHER EXPENSES 

At times, Board staff and/or Board members may need to purchase items for Board business that are not permitted to be 

purchased on the Board’s Credit Card or there may be conflicts that do not allow for the use of the Board’s Credit Card.  

In these instances, Board staff and/or Board members are permitted to use their personal debit cards and/or cash to make 

these purchases with approval of the Executive Director.   

For purchases made on personal debit cards or with cash, it is imperative that the Board staff and/or Board member obtain 

a copy of the County’s tax-exempt number.  It will be the responsibility of the Board staff and/or Board member to pay 

sales tax if it is charged by the supplier/vendor. 

 

CREDIT CARD POLICY (Merged the County’s credit card policies with the internal procedures of the 

Board’s credit card policy. The County’s policy was used up until the Accountability section and then it 

becomes the Board’s internal procedures) 

I. GENERAL  

Ohio Revised Code section 301.27 permits counties to obtain and use credit cards for governmental purchases. The Board 

of Huron County Commissioners, with the advice of the Huron County Auditor and Huron County Prosecutor, has 

established this policy for the use of credit cards held by Huron County. 

The Board of Mental Health and Addiction Services authorizes the procurement and use of Credit Card issued in the 

Board’s name (as approved at the February 21, 2023 Board meeting in Motion 11). The use of the Board’s Credit Card 

shall be used for the efficient acquisition of goods or services solely for the benefit of the operation of Huron County 

Board of Mental Health and Addiction Services.  



 

II. PURPOSE 

To provide user information to those employees who have been approved by the Huron County Board of Mental Health 

and Addiction Services to do business on behalf of the Board using a credit card issued in the Board’s name. The use of 

credit cards for Board financial transactions is limited and carefully controlled. While the use of credit cards is an 

accepted practice their use is allowed only for specific purposes and situations to transact Board business. This policy 

will cover the funds for which the Huron County Board of Mental Health and Addiction Services appropriate and 

approve budgets. 

III. DEFINITIONS  

“Credit card” includes gasoline and telephone credit cards but excludes any procurement card authorized under section 

301.27 of the Revised Code. 

Under R.C. 301.27, a credit card held by the Board of Mental Health and Addiction Services shall be used only for 

purchases that satisfy all of the following: 

(a) The purchase is for a work-related expense. 

(b) The purchase serves a public purpose. 

(c) The debt incurred as a result of the purchase is payable with available moneys appropriated to a specific 

appropriation line item that is appropriate for the purchase. 

(d) The purchase complies with R.C. 301.27 and with the within policy adopted by the board of county 

commissioners under R.C. 301.27(B). 

Moreover, pursuant to R.C. 9.22, the county may not hold or use a debit card except for law enforcement purposes.  

Possession or use of a debit card account by a political subdivision except for law enforcement purposes is a violation of 

R.C. 2913.21.  However, this prohibition does not apply to debit cards related to the receipt of grant moneys. 

IV. Credit Card Card Usage 

A credit card obtained and held by the Board of Mental Health and Addiction Services shall be used only to pay work-

related expenses as set forth above and in accordance with R.C. 301.27.  An officer, employee, or appointing authority is 

liable in the manner prescribed by R.C. 301.27(H) for late fees or late penalties, finance charges or sales tax unless 

approved by the Board. 

There shall be no purchase of capital items ($5000.00 or greater) allowed with a credit card. All employees, officials, or 

other appointing authorities using a county credit card shall show a clear paper trail if any voids/returns are necessary.  

This paper trail shall be presented to the Board immediately upon processing of the voids/returns and shall be presented in 

concert with a written/signed explanation.  A credit card shall not be used in any manner that circumvents the competitive 

bidding requirements of R.C. 307.86. 

In the event a Board credit card is used in a manner that is not in accordance with R.C. 301.27 or with the within policy, 

the county treasury shall be reimbursed for the amount spent not in accordance with R.C. 301.27 or the within policy as 

follows: 

(1) If the card is issued in the name of a specific employee, that employee is liable in person and upon any official 

bond the employee has given to the county for reimbursing the county treasury. 

(2) If the card is issued in the name of the office of the appointing authority, the appointing authority is liable in 

person and upon any official bond the appointing authority has given to the county for reimbursing the county treasury.  

Prior to staying at a hotel or motel, the employee is required to obtain a completed tax-exempt form, in advance, from the 

county administrator or other county appointing authority.  The tax-exempt form shall be presented to the hotel or motel 

upon arriving, during the check-in or registration process.  An employee is required to review their bill to confirm that no 



sales or lodging tax, and/or personal or nonallowable items have been charged on the county credit card.  Should you have 

any questions as to what a legitimate use of the credit card is, you must contact the county administrator or other county 

appointing authority. 

Lost or stolen cards must be reported immediately.  Procedures for this are in this document under the heading, “Credit 

Card Procedure.” 

  Prohibited uses of card: 

  ● No ATM/Cash advances. 

  ● No personal items, alcoholic beverages, or any other unauthorized charges. 

  ● No charges should be on the card except for the authorized county employee’s or  

   official’s items.  No items for spouses, relatives, friends, etc. 

● No sales or lodging taxes will be paid by the County, so it is imperative that the person using the card 

obtain a copy of the County’s tax-exempt number.  It will be the responsibility for the County 

employee or official to pay sales or lodging tax if it is charged by the supplier/vendor. 

 Receipt documentation. The Board employee using the Board credit card is required to obtain receipts for all 

transactions when using the County credit card.  The collection of itemized receipts is necessary to substantiate the items 

purchased or services obtained.  This is the same for any and all other Board charge accounts with specific vendors.  

Charges submitted for payment without receipts are unsubstantiated and unable to be audited, and as such, the Board is 

unable to pay the charge.  Moreover, the failure to provide receipts may result in liability as set forth above for the credit 

card charges.  In the event the card is used for an internet purchase, the employee or officer must print all confirmations, 

invoices, and billing information at the time of the purchase and must be submitted to the county administrator or other 

appointing authority to document the usage of the card. 

 Responsibilities of employee or official.  Employees of the Board are only permitted to carry or use credit cards 

issued to the Board while on duty or when performing Board business.  No employee or officer shall take any credit card 

home, unless previously authorized by the county administrator or other appointing authority. Furthermore, credit cards 

issued to the Board shall be kept separate from and are not to be commingled with the employee’s or officer’s personal 

credit cards. 

Each employee having possession of a Board credit card shall use the card in a prudent manner to comply with R.C. 

301.27 and the within policy.  No personal purchases shall be made by an employee or official with the Board credit card.  

Furthermore, any inappropriate use of a credit card by any employee will be grounds for discipline as a major infraction.  

Use of a Board credit card in a manner that is not in accordance with R.C. 301.27 or with the within policy is also a 

violation of R.C. 2913.21. 

V. ACCOUNTABILITY 

A. The Governance Committee will review a complete and detailed credit card report in each meeting to ensure 

Internal Controls are achieved. They will approve any late charges, financial charges, or sales tax. They will 

oversee the disciplinary action for misuse of the credit card.  

B. The Board Chair will review credit card statements for appropriateness of purchases and approve payment. 

Receipts and documentation shall be attached to billing statements as part of the account reconciliation. 

C. The Board Chair and Finance Committee Chair will approve the Executive Director’s credit card expenses. They 

shall review the appropriateness of purchases and approval of payment with the Finance Committee. 

D. The Executive Director will approve Authorized Personnel’s credit card expenses. They will choose the credit 

card plan best for the Board, cancel any Board credit card, and lost or stolen credit cards must be reported to them. 

Misuse of credit card will be reported to them. If misuse is found, it will be reported immediately to the Board. 

 

VI. INTERNAL CONTROLS 

Quarterly, the Governance Committee will review a complete and detailed credit card report to ensure the following 

Internal Controls are achieved: 



E. Reliability of financial reporting. 

F. Effectiveness and efficiency of operations. 

G. Compliance with applicable laws and regulations and, 

H. Safeguarding of assets against unauthorized acquisition, use or disposition. 

 

VII. CREDIT CARD PROCEDURE 

E. Authorized Personnel Names and Job Titles 

1. Kristen Cardone Executive Director 

2. Ashley Morrow Community Outreach and Engagement Manager 

3. Cari Williamson  Fiscal and Office Manager 

 

F. Credit Card Usage 

1. Each Authorized Personnel shall sign a statement acknowledging that he/she has read this Credit Card 

Policy, understands it, and agrees to abide by it. (See Appendix 208.2 Acknowledgement of Credit Card 

Policy) 

2. The Board Credit Card is to be kept in a locked fire-safe box. All Board Credit Card statements are to be 

kept in a locked filing cabinet in the Board office. The Board’s Credit Card is to remain at the Board’s 

Office building when not with the Authorized Personnel. The Authorized Personnel shall utilize a Sign-

Out and Sign-In sheet when taking possession of the Credit Card. 

3. The Authorized Personnel signing out a Credit Card is responsible for the physical custody of the Credit 

Card until such time as the Authorized Personnel signs the card back in and secures it in the Lockbox. 

Each Authorized Personnel is responsible for maintaining confidentiality of all information relating to 

Credit Card such as the account number, security code, and expiration date. 

4. When the Credit Card is on the Authorized Personnel’s person it shall be kept separate from and are not 

to be commingled with their personal credit card. The Authorized Personnel is responsible for ensuring 

the Board credit card does not get confused with their personal credit card. 

5. On the 15th day of the month and last day of the month, an Authorized Personnel shall submit a Credit 

Card Expenditure Form and all original itemized receipts and other documentation to his/her immediate 

supervisor. In the case of the Executive Director, the Credit Card Expenditure Form and documentation 

shall be submitted to the Board Chair and Finance Committee Chair. 

a. The documentation shall be reviewed by the supervisor and either authorized for payment or 

returned to the Authorized Personnel for adjustment or further documentation. 

b. Charges without receipts are unsubstantiated and unable to be audited, and as such, the County 

is unable to pay the charge.  The Authorized Personnel who signed out the credit card for usage 

will be responsible to pay the unsubstantiated charges by writing the Board a personal check to 

be deposited into the Board funds through the Auditor’s office. The Executive Director must be 

notified immediately if this instance occurs.  

c. In the event the card is used for an internet purchase, the employee or officer must print all 

confirmations, invoices, and billing information at the time of the purchase and must be 

submitted to the Board Chair and Finance Committee Chair to document the usage of the card. 

2. Once appropriate approvals have been obtained, Credit Card payments and appropriate documentation 

shall be promptly forwarded to the Huron County Auditor’s Office to avoid late fees and interest charges. 

 

G. Ordering, reporting, and cancelling Credit Card 

4. The Board’s Executive Director has the discretion to choose the Credit Card plan that is in the best interest of 

the Board. 

5. Lost or stolen Credit Card is to be reported to the card issuer immediately and to the Executive Director, in 

writing, as soon as and no later than twenty-four (24) hours and is to be cancelled as soon as possible. Prompt 

notification will help prevent fraudulent use of the lost or stolen card.  Written documentation should include 

the date the card was lost or stolen, and the date and time it was reported to the card issuer. 

6. The Executive Director shall then notify the county auditor and the appointing authority immediately and in 

writing of the loss or theft of the card. 

7. If Credit Card needs to be cancelled, it needs to be done by the Executive Director or the Board Chair. 

8. If the County Auditor determines a credit card has been used in a manner that is not in accordance with R.C. 



301.27 or the within policy, the Auditor shall immediately notify the Board of Mental Health and Addiction 

Services. If the Board determines, on its own or after notification from the County Auditor, that the county 

treasury should be reimbursed for as provided herein, the Board shall give written notice to the County 

Auditor and the employee or appointing authority liable to the treasury as provided above. If, within thirty 

(30) days after issuance of the written notice, the county treasury is not reimbursed for the amount shown on 

the written notice, the Prosecuting Attorney of the county shall recover that amount from the employee or 

appointing authority who is liable under this section by civil action in any court of appropriate jurisdiction. 

 

 

VIII. CREDIT CARD LIMITS AND RESTRICTIONS 

A. The Credit Card limit shall not exceed $5000.00 per transaction, regardless of the allowable transaction. 

Any transaction exceeding the $5000.00 limit shall be authorized in advance by the Board. 

B. The Airfare and Hotel Accommodations shall not exceed the U.S. General Services Administration 

(GSA) rates located at www.gsa.gov unless an exception is granted by the Board. 

C. The Authorized Personnel shall provide itemized receipts for any transaction, including voids or returns. 

D. No late charges, financial charges or sales tax shall be paid. An officer, employee, or appointing authority 

is liable in the manner prescribed by R.C. 301.27(H) for late fees or late penalties, finance charges or 

sales tax unless approved by the Board. 

E. Debt incurred because of the use of Credit Card, pursuant to this policy, shall be paid from monies 

appropriated to specific appropriation line items of the Board for eligible work-related expenditures as 

listed in this policy. 

F. All Authorized Personnel shall be personally liable for discrepancies and errors in unmatched invoices 

and purchase orders. 

G. Employees shall not receive personal benefit from a credit card rewards or cash back program. 

 

IX. DISCIPLINARY ACTIONS 

The use of the Board’s Credit Card in a manner not authorized by this policy constitutes misuse of Credit Card. Misuse by 

an officer or employee of a credit card, with purpose to defraud, is a violation of Section 2913.21 of the Ohio Revised 

Code and may subject the officer or employee to criminal prosecution. 

Any misuse of Credit Card, if known by any Authorized Personnel, shall be reported to the Executive Director as soon as 

possible. If there is a potential misuse of Credit Card by the Executive Director, the information shall be reported to the 

Board Chair and Finance Committee Chair as soon as possible.  

Any Credit Card misuse shall result in suspension from her/his position until the Governance Committee reviews the 

transactions in question. 

The Governance Committee could proceed with the following disciplinary actions: 

4. No action if it was determined that there was no misuse of Credit Card. 

5. A written reprimand if the Authorized Personnel pays the unauthorized amount in full, including finance charges 

and interest assessed in connection with the unauthorized amount within 30 days from the date of Governance 

Committee written notice. 

a. The unauthorized amount may be deducted from the employee's wages or official’s salary. 

6. Immediate termination of Authorized Personnel from employment and repayment of the unauthorized amount, 

including finance charges and interest. The Board may pursue any available legal remedy to recover such 

amounts.  Moreover, anyone who uses a Board credit card for any other purpose not specifically enumerated 

herein or otherwise permitted by Ohio law is subject to criminal prosecution.  

a. The unauthorized amount may be deducted from the employee's wages or official’s salary. 

 

X. OTHER EXPENSES 

At times, Board staff and/or Board members may need to purchase items for Board business that are not permitted to be 

purchased on the Board’s Credit Card or there may be conflicts that do not allow for the use of the Board’s Credit Card.  

In these instances, Board staff and/or Board members are permitted to use their personal debit cards and/or cash to make 

these purchases with the approval of the Executive Director.   

http://www.gsa.gov/


For purchases made on personal debit cards or with cash, it is imperative that the Board staff and/or Board members 

obtain a copy of the County’s tax-exempt number.  It will be the responsibility of the Board staff and/or Board members 

to pay sales tax if it is charged by the supplier/vendor unless an exemption has been granted by the Board. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Attachment II 

Calendar Year 2023 Levy Calculations: 

Average of the prior three years of expenditures: 

 CY21: $3,516,789 

 CY22: $3,888,794 

 CY23: $3,195,401  

 Total: $10,600,984 divided by 36 months = Average Monthly Expenditure: $294,472 

 

Levy reserve balance should be no less than 3 months of average monthly expenditures but no more than 9 months of 

average monthly expenditures. These amounts are between $883,416 and $2,650,248. 

 

The current levy reserve for FY24 is $1,015,204.19. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Attachment III 

 



 

 

 

 

 

 

 

 

 

 

 

 

 





 



 

 

 



Attachment IV 







Attachment V 

 

 







 



 

 

 

 



Attachment VI 





 



 


