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West Union Village Council met in a special session on October 18, 2022 at 6:08 p.m. at the 

Municipal Building with President of Council, Jason Francis presiding. Call to order, pledge 

to the flag and roll call: John R Lafferty- absent, Mark Brewer- present, Jason Francis- 

present, Mary Jane Campbell- present, Randy Brewer- present, Donna Young- present, 

Melissa J. Hall, Fiscal Officer - present. 

 

The purpose of the meeting was to review, discuss and work toward a resolution for the 

findings from the 2019 – 2020 Audit report by the Ohio Auditor of State.  

 

Councilman Jason Francis recommended that Council go over each issue one by one and see 

how the issues can be resolved or if can be fixed on its own. He was hoping that the Mayor, 

Treasurer and Administrator could have attended the meeting because it is important that we 

get this fixed, but they had other things they had to do and were not able to attend.  

 

1) Ohio Revised Code §705.27 - Findings: The Village did not obtain bonds for the 

Mayor’s Court Clerk for the Audit period. Failure to obtain the required bonds 

could result in loss of funds should theft or misappropriation of funds occur.   

Recommendation: The Village should review Ohio Revised Code §705.27 and  

ensure that the Village is complying with the requirements.  

Council Discussion: Check to see if Patty is bonded and check on other 

departments as to whether they need to be bonded as well. Council discussed 

anyone handling money may need to be bonded. Council reviewed the ORC. and 

believe if they would have needed to be bonded, they would have written it in 

their finding.  Note: Council wants to do research to see if the clerks at the water 

and sewer department need to be bonded since they collect money as well. 

Steps for a Resolution:  To follow up and have the Mayor’s Court Clerk get 

bonded if she has not already done so.  

   

2) Ohio Revised Code §9.38 Provides in part all public monies received shall be 

deposited with the treasurer of the public office or designated depository on the 

business day next following the day of receipt, if the total amount of such monies 

received exceeds $1,000.00.  If the moneys so received does not exceed $1,000.00 

the person shall deposit the moneys on the business day next following the day of 

receipt, unless the public office adopts a policy permitting a different time period, 

not to exceed three business days next following the day of receipt, for making 

such deposits, and the person is able to safeguard the moneys until such time as 

the moneys are deposited.  The policy shall include provisions and procedures to 

safeguard the public monies until they are deposited. Delays of this nature 

resulting from deficiencies in internal control procedures could cause receipts to 

be lost, misplaced, or stolen without being detected in a timely manner.  

Findings: To date the Village has not approved a policy to extend the time 

between collection and deposit beyond one business day. 1) In 2019, one out of 

fifteen (6%) income tax department receipts tested, totaling $17,689.27 was not 

deposited with the Treasurer or designated depository for a period of seven 

business days after initial receipt of the monies.  In 2020, one out of fifteen (6%) 

income tax department receipts tested, totaling $24,091.41 were not deposited 

with the Treasurer or designated depository for a period of four business days 

after initial receipt of the monies. 2) In 2019, one out of twenty-seven (4%) 

special revenue charges for services receipts tested, totaling $938.00 was not 

deposited with the Treasurer or designated depository for a period of eight 

business days after initial receipt of the monies.  In 2020, one out of twenty-seven 

(4%) special revenue receipts totaling $938 were not deposited with the Treasurer 

or designated depository for a period of nineteen business days after initial receipt 

of the monies.  

Recommendation: The Village should draft, approve, and implement policies 

and procedures to help ensure timely depositing of public monies in accordance 

with Ohio Revised Code§9.38. 

Council Discussion:  Council agreed that monies should be deposited by 2:00 

p.m. the next business day. They would need something in the policy for 

exceptions for the income taxes, since the tax person is only here once per week.  
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Also, how to handle holiday deposits.  

Steps for a Resolution: Have the Solicitor draft Policy for next day deposit by 

2:00 p.m. and in the event of a Holiday it would be the next business day and 

exceptions for the tax person.  

  

3) Ohio Revised Code §2925.03 - Findings: 1) The Village of West Union Police 

Department does currently have a Law Enforcement Trust Fund; however, has not 

established the aforementioned internal control policy.  

Recommendation: The Village of West Union Police Department should 

establish an internal control policy, and work to comply with Ohio Revised Code 

regarding the drug fines requirements.  

Council Discussion: Mark Brewer gave an example and stated they need to 

establish a line item for law enforcement drug fines and this will need to go 

through the attorney to make policy.  Mary Jane Campbell - We have the fund we 

just need the policy.  

Steps for a Resolution: Need to establish an internal control policy for that fund 

and put in the budget a line item for drug fines.  The Solicitor needs to prepare the 

policy.  

 

4) Ohio Revised Code §5705.14 States in part, that transfers authorized by this 

section shall only be made by resolution of the taxing authority passed with the 

affirmative vote of two thirds of its members.   

Findings: Contrary to this section, amounts were transferred from the General 

fund to the EMS fund twenty-one totaling $57,431 during 2019 without a 

resolution approved by Village Council.  Amounts were transferred from the 

General Fund to the EMS fund thirty-three times totaling $60,539 during 2020 

without a resolution approved by Village Council.     

Recommendations: The Village should ensure that all transfers are approved by 

the Village Council prior to completing the transfer in the Village accounting 

system.  

Council Discussion: Council agreed that they are already doing this. It has 

already been taken care of. 

Steps for a Resolution: Resolved.  

 

5) Ohio Revised Code§735.273, states, in part, that the rates for service and charges 

for municipally owned utilities shall be determined by the legislative authority of 

the Village.  

Findings: During audit period the following water and sewer rates ordinance was 

in effect according to minute records: Ordinance 2017-5.  Per the Ordinance, 

sewer rates were to increase 11.25% effective January 1, 2019.  It was found that 

the Village did not increase the sewer rates until the May 2019 billing. Failure to 

charge correct rates, follow Village policy and accurately prepare the accounting 

records 1) reduces the accountability over Village funds, 2) reduces the Council’s 

ability to monitor financial activity and make informed financial decisions, and 3) 

increases the risk that errors, theft or fraud could occur and not be detected in a 

timely manner. 

Recommendations: The Village should review the rates approved by Village 

Council and ensure that rates are accurately charged to utility customers.  

Council Discussion:  Mark Brewer said that something came up and council 

decided to hold off but not sure exactly why. This falls back on Council. Council 

could not remember why they had decided to hold off for sure.  They should have 

done a resend on the ordinance/resolution, it is a parliamentary procedure. Mark 

Brewer believed it to be a lady and gentleman’s agreement not to charge 

customers until May.  

Steps for a Resolution: Moving forward if they decide to make a pause on rate 

increases it has to be by motion.  

 

6) Ohio Revised Code §109.43(B) and 149.43(E)(1) require all state and local 

elected officials, or their designees, to attend 3 hours of training on Ohio’s Public 

Records Laws during each term of office. Findings: Three of four of the Village’s  
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elected officials with terms ending in 2019 did not during their term of office 

attend a required Certified Public Records Training or have an appropriate 

designee attend a training. due to deficiencies in internal controls over public 

record laws training procedures and monitoring.  This could result in improper 

education of public offices regarding the offices’ duties related to public records 

requests as well as improper withholding of information from stakeholders. 

Recommendations: The elected officials or their designee(s) should during their 

term of office attend public records training and maintain proof of completion of 

the training.  

Council Discussion: No one attended because they use to come to Adams County 

for the training and everyone went to the annex at different time slots for it.  

When the pandemic hit, we had a meeting scheduled and they cancelled it and 

they cancelled more than once. Mark Brewer questioned whether when he had 

training through the law enforcement training and training with the school system 

if it would go towards the Village as well. He didn’t turn it in to anyone though. 

Council discussed options on attending classes such as online, in person and 

designating someone to attend for the others that are unable to attend. Council 

agreed that they did not like the designating someone option. Agreed that 

everyone should attend themselves. Randy Brewer didn’t find the dates that was 

sent out this year to be feasible with his schedule.   

Steps for a Resolution: Moving forward, it is Councils job to make sure that 

when they complete a class, they turn the certificates into the Fiscal Officer for 

record keeping.   

 

7) Ohio Revised Code §149.43(E)(2) requires all public offices take certain actions 

with regard to their public record policy. Public offices must distribute their 

Public Records Policy to the employee who is the records custodian/manager or 

otherwise has custody of the records of that office and have that employee 

acknowledge receipt of the Public Records Policy; create and display in a 

conspicuous place in all locations where the public office has branch offices a 

poster describing the public records policy; and, if the public office has a manual 

or handbook of its general policies and procedures for all employees, include the 

public records policy in that manual or handbook. Findings: Due to deficiencies 

in public record request procedures and monitoring, the Village did not have the 

designated records custodian/manager acknowledge the receipt of the public 

records policy. Additionally, the Village did not conspicuously display a poster 

that describes its public record policy within its office and did not include the 

policy in the Village’s policy manual.   

Recommendations:  The policy shall be distributed to the records 

custodian/manager and the Village should have a written acknowledgement of 

receipt from the records custodian/manager. In addition, a poster describing the 

public records policy must be conspicuously displayed in all of the Village’s 

branch offices and the public records policy must be included in policy manuals 

or handbooks if any exist. 

Council Discussion: All of the offices are required to have the policy posted.  

The only place not having one was at the EMS building office. It was suggested 

they create a log and have someone designated to monitor that the Policy is posted 

in every office. It should be checked and logged at a minimum of once annually. 

Jason Francis stated it should be the Village Administrator’s responsibility to see 

that it is posted in every office building and reports are kept to show it was 

checked.   

Steps for a Resolution: Need to add a Public Record Policy Poster to the EMS 

Building.  May also want to go through each office every six months to make sure 

that it is there and that there are no updated policies that need to be added to it.  

Jason Francis said to have the Solicitor look over the current policy and see if it is 

up to code. Jason Francis asked Melissa is to bring a copy of the Public Records 

Policy to the next meeting. 

 

Council had a discussion about what was in the policy and procedures Manual.  Jason Francis 

asked Melissa to make a copy of the Policy and Procedure’s Manual and bring one for each  
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of the Council members to the next meeting. 

 

8) Ohio Rev. Code §149.39 provides, in part, that each municipal corporation create a 

records commission composed of the chief executive or the chief executive's 

appointed representative, as chairperson, and the chief fiscal officer, the chief legal 

officer, and a citizen appointed by the chief executive. The commission shall appoint 

a secretary, who may or may not be a member of the commission and who shall serve 

at the pleasure of the commission. The commission shall meet at least once every six 

months and upon the call of the chairperson. The functions of the commission shall 

be to review applications for one-time disposal of obsolete records and schedules of 

records retention and disposition submitted by any employee of the special taxing 

district. The commission may dispose of records pursuant to the procedure outlined in 

this section. The commission at any time may review any schedule it has previously 

approved and for good cause shown may revise that schedule. Also, Ohio Rev. Code 

§149.43 provides, in part, that each public office shall have available a copy of its 

current records retention schedule at a location readily available to the public.   

Findings: The Village does not have a records retention policy. Failure to establish a 

records retention policy could result in the destruction of important Village 

documents. 

Recommendation: The Village should establish a Council approved records  

retention policy.  

Council Discussion: Mark Brewer stated the Village has a record retention 

commission. Jason Francis stated council needs to appoint a citizen to the committee 

and shall meet at least once every six months, bi-annual. The Village Mayor should 

set those two meetings. Jason suggested that Council review the Policy and 

Procedures Manual to see if there is a policy already in there for it.   

 Steps for a Resolution: Add a citizen to the committee. Meet before the end of the 

year. Add Melissa to the committee in place of the former Clerk. To have the 

Solicitor, Tom Mayes to draft a records retention policy. To have Mayor Buda set a 

date before the end of this year for the commission to meet. They will need to meet 

once every six months going forward.  

 

Council looked over a copy of the Policy and Procedures Manual. Council had a short 

discussion on items listed in the manual. 

 

9) Ohio Rev. Code §733.81 states a newly elected or appointed fiscal officer shall  

complete at least six hours of initial education programs before commencing, or 

during the first year of office. An additional eighteen hours of continuing education 

must be completed within the fiscal officer’s first term. Twelve hours of training shall 

be completed for each subsequent term.  At least two hours of ethics instruction shall 

be included in the continuing education hours. The Auditor of State's office has 

developed an on-line training database. The database includes a list of approved 

training, which is maintained by our training department. Fiscal Officers must register 

and create a personal username and password for the Auditor of State’s Fiscal 

Integrity site for reporting purposes. Training is then reported by choosing the 

training courses and dates attended. Fiscal officers are required to self-report their 

hours, otherwise they will not receive credit for the training. Fiscal Officers can 

access and print their certificates via the Fiscal Integrity Act portal available at 

http://www.ohioauditor.gov/fiscalintegrity/default.html. Findings: The Village Fiscal 

Officer did not complete the required hours of continuing education, including the 

ethics requirement. 

Recommendation:  The Village Fiscal Officer should obtain required continuing 

education and report that training through the Fiscal Integrity Act portal.  

Council Discussion: This was under the former Fiscal Officer. Moving forward 

Melissa will need to make sure she has the required training. Randy Brewer said the 

office use to have a booklet on Ethic’s.  

Steps for a Resolution:  Melissa will need to talk to Tom Mayes and go over how to 

get it all taken care of.     

 

 

 

http://www.ohioauditor.gov/fiscalintegrity/default.html
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10) Ohio Rev. Code §731.14 states all contracts made by the legislative authority for  

material and labor which exceed $50,000 are subject to competitive bidding 

procedures. Competitive bidding procedures require that a contract be entered into in 

writing with the lowest and best bidder after advertisement of the proposal for bids 

once a week for not less than two consecutive weeks in a newspaper of general 

circulation within the Village. Additionally, Ohio Rev. Code §731.141 states in those 

villages that have established the position of village administrator, as provided by 

section 735.271 of the Revised Code, the village administrator shall make contracts, 

purchase supplies and materials, and provide labor for any work under the 

administrator's supervision involving not more than fifty thousand dollars. When an 

expenditure, other than the compensation of persons employed by the village, exceeds 

fifty thousand dollars, the expenditure shall first be authorized and directed by 

ordinance of the legislative authority of the village.  Findings: During 2019 and 2020 

the Village paved Village streets through Brown County Construction Co. The 

Village did not bid this project through the required bidding process. Additionally, 

although OWDA and OPWC projects were bid, they were not presented to Village 

Council and were selected and approved by the Village Administrator. Failure to 

follow competitive bidding procedures could allow the Village to pay more for 

materials and labor than actually needed. 

Recommendation: The Village should work to comply with the Ohio Revised Code 

and contract projects expected to exceed the $50,000 threshold through competitive 

bidding procedures.   

Council Discussion: Randy Brewer believes that the project on Walnut Street that 

they just did, there were no other bids but Brown County’s. Jason Francis stated it 

still has to be opened up and advertised.  It was stated that it was under $50,000.00. 

Jason Francis - moving forward, that if it exceeds the $50,000.00 limit, whoever is 

handling the projects can be punished up to termination. Mark Brewer explained how 

the commissioners do their projects and how they do the breakdowns.  Jason Francis 

referred to the Ohio revised code and stated in villages, there is a difference between 

what Ohio Revised code says for County opposed to villages, so we need to stay in 

the frame work of the village.  What they are saying is the village paid for something 

that they didn’t approve?  Mary Jane Campbell asked if council approved the half of a 

million- dollar pumper truck?  Jason Francis stated that will be in the next audit cycle 

and that we did not approve that.  We need to have a conversation with the Village 

Administrator and explain that he can be reprimanded up to termination if this 

continues and believes there needs to be a verbal warning for this.  Mary Jane 

Campbell questioned if the bid was separately or if they lumped them together to 

exceed the $50,000.00 and whether it was aggregated, that changes how our policy 

needs to be written. They use the same vendor and they pay that vendor more than 

$50,000 in a year.  It was stated that we probably do not have a policy.  Randy 

Brewer - if it is over $50,000.00, Jerry usually has it bid off.  Mary Jane Campbell 

asked if maybe they didn’t aggregate it and he didn’t know they would add them all 

together, because it was the same vendor. She would like to know that, and they need 

to ask.  Mary Jane - we need a policy that reads $50,000.00 or below, we could adopt 

whatever revised code is, but we could also say no, we have cash flow, no more than 

10,000.00 or we want to know about it.  Jason Francis asked if the receipts for the 

2019 and 2020 for the Brown County Construction Company could be pulled so they 

know what they need to put in the policy.   

Steps for a Resolution: Need a policy wrote. Melissa to pull 2019 and 2020 files for 

Brown County Construction Co.  

 

11) Ohio Rev. Code §117.103(B)(1) states that a public office shall provide information 

about the Ohio fraud-reporting system and the means of reporting fraud to each new 

employee upon employment with the public office. Each new employee shall confirm 

receipt of this information within thirty days after beginning employment. 

Furthermore, Ohio Rev. Code §117.103(B)(2) states that on the effective date of this 

section (May 4, 2012), each public office shall make all its employees aware of the 

fraud-reporting system. Findings: For 2020 and 2019, the Village neither made its 

current employees aware of the new fraud reporting system nor made new employees 

confirm receipt of this information. Failure to notify employees of the fraud reporting  
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system could lead to instances of unreported fraud.  

Recommendation: In order to prevent unreported instances of fraud, the Village 

should communicate the fraud reporting system to its current employees and 

implement a process for informing new employees. 

Council Discussion: Reviewed the current policy manual and discussed what is 

currently in the handbook and what is needed to be added. Need to print out the 

current policy and have all current employees sign it and have copies available for 

new employees until it can be put into the new policy handbook.  

Steps for a Resolution:  Manual to be reviewed and rewritten to include updated 

policies with this addition. Also, need to print the policy and make sure everyone has 

read and signed if not already done so.  

 

12)  26 U.S.C. §3401, 3402, 3403, 3404, 3405, and 3102(a) require the employing 

government to withhold federal income and employment related taxes (such as 

Medicare).  They also require the government to report and remit those tax matters to 

the appropriate tax authorities and the recipients. Findings: The Village withheld 

federal tax and Medicare from employees, however the Fiscal Officer did not remit 

the amount due for June 2020 on July 3, 2020 in the amount of $5,531.25 until July 7, 

2020. The Village could incur penalties and interest due to the non-filing of the above 

noted forms. No late penalties and interest were incurred during our audit period.   

Recommendation: The Fiscal Officer should withhold the correct amounts from 

payroll, and submit the required reports and contribution/withholding remittances in a 

timely manner to ensure compliance with applicable laws and regulations and to 

avoid interest and penalties.  

Council Discussion: Mary Jane Campbell stated that we are monthly payers and that 

would be the 15th and felt that the audit was wrong on this one. Mary Jane Campbell 

stated in the exit interview that their finding could possibly be incorrect.  Jason 

Francis stated Mary Jane is a tax expert. Council agreed that there was only one 

meeting in July due to Fair week.  

Steps for a Resolution: Policy should quote Federal Statute. Mary Jane to find the 

Federal statute and bring in and put it with the minutes so they can go over it with the 

next set.  

 

13) Ohio Rev. Code §102.03 (D) provides that no public official or employee shall use or 

authorize the use of the authority or influence of office or employment to secure 

anything of value or the promise or offer of anything of value that is of such a 

character as to manifest a substantial and improper influence upon the public official 

or employee with respect to that person’s duties. Findings: A village employee has a 

private sewer pumping business. The employee has a verbal agreement with the 

Village Administrator to allow sewage from the private business to be dumped at the 

Village in exchange for the use of the business’ vacuum truck to service lift stations.  

Recommendation: The Village Council should approve any and all utility rates for 

any consumption or usage of Village utility services. This matter will be referred to the 

Ohio Ethics Commission for their consideration.  

Council Discussion: In the exit interview it was stated that it is no longer going on 

however Jason Francis passed there and he has photos and it is still going on.  Mary 

Jane Cambell stated he is still dumping for free back behind Copeland. Every time he 

is dumping, she gets a phone call.  Jason Francis stated we need to address that at the 

next meeting and I can provide the photos. If we want to refer this, we as Council can 

write a letter to the ethics commission to let them know that it is still going on.   Mary 

Jane Campbell - She understands that things like this goes on in business’ but if there 

is some kind of an agreement made, we need to know about it and it needs to be in 

writing.  If he is dumping for free and whether the Village enriched from or benefitted 

from the deal. What was the deal?  It needs to be in writing so we are covered. Jason 

Francis - this is a serious matter, who is benefiting from this?  If he is using our pump 

station our drainage system, what is he getting what are we giving to him what is the 

trade off?  It needs to be in writing and we need to have it covered. Randy Brewer said 

that he thought it was from pumping out the station or something like that.  Jason 

Francis said that he shouldn’t be because we bought half of a million-dollar pump 
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truck back in March, April and I have photos of this in late August, September.   

Steps for a Resolution: To address at the next meeting that it is still going on.  Jason 

Francis will provide the photos and the Council is to refer by writing a letter to the 

Ethics Commission to let them know that it is still going on.   

 

1)  Council Review: When designing the public office’s system of internal control and 

the specific control activities, management should plan for adequate segregation of 

duties or compensating controls.  Due to deficiencies in the Village’s monitoring 

and review process, the following conditions were noted:  There was no evidence of 

Council reviewing monthly financial reports, such as revenue reports and budget 

versus actual reports, or the draft annual financial report (Hinkle). 

Council Discussion: We are doing this now, so it is taken care of.  

Steps for a Resolution: Resolved.   

 

2) Disbursement Controls: All public officials are responsible for the design and 

operation of a system of internal control that is adequate to provide reasonable 

assurance to safeguard public funds.  Due to deficiencies in the Village’s internal 

control process, two checks only contained the signature of the Treasurer.  Failure to 

design and implement sufficient controls over the disbursements of public funds 

increases the risk that loss or misappropriation of funds could occur and not be 

detected in a reasonable time period.  

Council Discussion: Shelley, previously had told Jason Francis that out of 

approximately 4,000 checks only two did not have.  The bank cashed them.  Don’t 

believe that it is anything it was just missed.  

Steps for a Resolution: Resolved 

 

3)  Non – Payroll Late Fee:   The Village should ensure bills are paid by the required 

date in order to avoid penalties and interest as well as service interruption. During 

2019, the Village accrued a late fee for their Tow Path invoice in the amount of $14.  

This could result in questions regarding whether payment of late fees and accrued 

fees are considered expenditures for proper public purpose.  Expenditures deemed to 

not be for proper public purpose could result in findings for recovery being issued. 

The Village should pay invoices in a timely manner in order to avoid paying 

penalties on obligations.  

Council Discussion: Jason Francis asked if the village should use public dollars to 

pay those fees or should the person who is not paying the bill on time. Mary Jane 

Campbell stated sometimes it is necessary. That is part of business.  

Resolution: Don’t believe it is a problem. 

 

4)  Inventory:  When designing the public office's system of internal control and the 

specific control activities, management should consider ensuring adequate security 

of assets and records as well as verifying the existence and valuation of assets and 

liabilities and periodically reconcile them to the accounting records. The Village 

maintains a listing of inventory for each department. We found that the listing was 

not up to-date and inventory was stored at inaccurate locations. Additionally, we 

found one department’s inventory was not maintained with the Village’s inventory 

listing. The Village should perform a physical count of inventory annually with 

controls in place to ensure that all items are accounted for and in the proper 

location. Additionally, the Village should verify VIN and title numbers as part of 

the inventory process to ensure that titles are held by the appropriate entities. 

Council Discussion This was the EMS Department. It was recommended that an 

inventory be done every December.  Council agrees we need to do this yearly and 

Council sign off after it has been completed.  That way we will know if items have 

been lost or stolen? 

Resolution: To take a yearly inventory and have Council sign off.   

 

5) Credit Card Transactions: House Bill 312 (132 GA) requires political 

subdivisions (not including counties or colleges/universities) to follow procedures  

 



  West Union Village Council  

 

   

October 18, 2022 

 

 

for the use of credit card accounts, including adopting a policy, conducting a  

periodic review, and in some cases providing itemized receipts to the political 

subdivision. The statute establishes two separate internal control models for credit 

card usage by political subdivisions: the custody and control model and the 

compliance officer model.  Not later than February 2, 2019, the legislative 

authority of a political subdivision that holds a credit card account must adopt one 

of these written policies for the use of credit card accounts. Otherwise, a 

legislative authority must adopt a written policy before the use of a card account. 

The policy must include provisions addressing all the following:  

A) The appointment of a compliance officer, where applicable;  

B) The officers or positions authorized to use a credit card account; 

C) The types of expenses for which a credit card account may be used;  

D) The procedures for acquisition, use, and management of a credit card 

account and presentation instruments related to the account including cards 

and checks;  

E) The procedure for submitting itemized receipts to the fiscal officer or the 

fiscal officer’s designee;  

F) The procedure for credit card issuance, credit card reissuance, credit card 

cancellation and the process for reporting lost or stolen credit cards;  

G) The political subdivision’s credit card account’s maximum credit limit or 

limits; and  

H) The actions or omissions by an officer or employee that qualify as misuse 

of a credit card account.   

During the testing of credit card transactions, we noted the following items:  

A) Two instances where the original invoice was not signed and the 

transaction was not included on the credit card sign out sheet, therefore we 

could not determine if the transaction was completed by an authorized 

user.   

B) One instance where Council approved to pay the credit card statement 

with a missing Walmart receipt. There was no log of purchases, therefore 

we were unable to determine if that transaction in the amount of $35 was 

for a proper public purpose.  

Council Discussion: Mary Jane Campbell asked who has a credit card? Jason 

Francis stated Jerry probably has one, the police officers have them and the Fire 

Department. Randy Brewer said the former Fiscal Officer had a credit card as well.  

Council discussed how other businesses control credit card use.  

Resolution: Need to figure out who has the credit cards. Need to do a Motion to 

modify the current policy for who can use it. Need a policy for misuse of the credit 

card and have a sign out log with date out and date in and the receipt for the 

purchase.   

 

6) Fringe Benefits: IRS Fringe Benefit Guide states that “Clothing or uniforms" are 

excluded from wages of an employee if they are:   

A) Specifically required as a condition of employment, and are not worn or 

adaptable to general use as ordinary clothing.  The accountable plan rules must 

be met for reimbursements or clothing allowances. IRC Section 162; Treas. 

Reg. Section 1.62-2(c)(1)”.  

B) The Villages purchases boots for employees once a year. This uniform 

allowance was not reflected on the employees W2 as a taxable fringe benefit.  

C)  The Village should obtain an opinion and review which employee benefits 

are taxable and exempt.   

Council Discussion: None 

Resolution: Shelley is already working on this.  

 

7) Leave Records:  When designing the public office's system of internal control and 

the specific control activities, management should consider the following:   

A) Ensure that all transactions are properly authorized in accordance with 

management's policies.  
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B)   Ensure that accounting records are properly designed.  

C) Plan for adequate segregation of duties or compensating controls.  

D) Ensure the collection and compilation of the data needed for the timely  

preparation of financial statements.   

We identified the following conditions related to leave balances:   

A) Some employees were not required to complete leave request forms.  

B) Some leave request forms did not specify the number of hours of leave    

    requested.  

The above conditions could result in employees being improperly compensated, leave 

being taken to which an employee is not entitled, and inaccurate payment for accrued 

leave upon retirement. The Village should establish a uniform system for recording 

employee leave accrual, usage, and balances and should implement a system of 

checking these calculations. Also discussed about an employee that was paid that was 

unable to work and the situation behind it. Talking about leave forms and not paying 

them if not properly filled out and turned in.   

 Council Discussion: Jason mentioned he received a clock in and clock out complaint. 

We need a better system that eliminates anyone from stealing time. Council discussed 

the different types of time clocks available. There is a problem with others clocking 

others in and it is not with just one office that this has occurred. Another issue is some 

get called out after hours and are not properly tracked. Jerry is working on purchasing 

another time clock. Donna Young stated “we may want to put a policy in place.” 

There was an instance that we paid an employee that was out of time, but he is no 

longer with us.  Council discussed leave forms and agreed to stay with paper forms at 

this time.  If it is not filled out, it is leave without pay.   

 Steps for a Resolution: Have Jerry report how the new time clock is working out. 

Need to make a policy on time clock and sick leave/FLMA. 

 

8) Severance Payout:  Per the Village of West Union Policy and Procedure Manual, an 

employee must fulfill one year of service prior to being paid for any unused vacation 

leave.  An employee of the Village of West Union Police Department received a 

severance payment in which he was paid out for vacation leave without fulfilling the 

required one year of service. This resulted in an overpayment of $233.52.   

 Failure to follow the Village’s established policy could result in a finding for recovery 

being issued.  The Village Treasurer should review and clarify the policy and ensure 

payout calculations conform to the policy of the department for whom the employee 

works.   

Council Discussion:  There wasn’t a finding for recovery. Matter is taken care of.   

Steps for a Resolution: Resolved. 

 

9) Village Policies and Procedures:  Most governmental entities have the authority to 

provide equipment and vehicles for use by authorized employees. The use of these 

items should be specified in a policy adopted by government’s legislative body. 

These policies should, at a minimum, identify authorized users, guidelines for 

allowable use, method of reimbursement (if personal use is allowed), specific 

unallowable uses, reporting, monitoring of use by appropriate levels of management, 

and other guidelines the legislative body deems appropriate.  Ohio Revised Code 

Chapter 1347 contains legal requirements related to personal information systems 

which are applicable to all state and local agencies and defines the terms and uses of 

this information.  State and local government agencies are entrusted with the duty of 

collecting sensitive and private information, and processes and procedures should be 

in place to safeguard the personal data citizens entrust to them.  The Village does 

have formal policies established, but the Village’s policies do not address the 

disciplinary actions for employees not following the policies. Additionally, the 

Village does have formal policies for the following, but the Village did not follow 

the policies established:  

A) Employee Time Card Use  
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B) Village Equipment Use  

The Village should monitor that policies are being followed and establish procedures 

for disciplinary actions to be taken by management if an employee fails to follow 

Village policies and procedures.  

Council Discussion:  Time card issue covered earlier. Jason said it was an employee 

who was either changing a tire or changing oil or brakes or something.  Vehicles 

were being stored in the back storage building. Going back to the dumping, what is 

the trade-off.  Mark Brewer brought up the pumper truck and said they explained it 

was part of a grant and no village money was used. Mary Jane Campbell stated there 

is always a Village match. Jason Francis stated it is Village money even if 

earmarked for projects and the Village pays the insurance on it. They discussed the 

permission on the purchase of the truck, former Mayor told Jerry he could spend 

whatever.  Jason Francis stated the Village Mayor has no power over appointments. 

The power of this body is the Village Council. The Village Council is responsible 

for the fiscal part of the Village, it is checks and balances. Anything moving forward 

will need to be discussed.  

Steps for a Resolution: Time card issue discussed earlier. Need a policy that states 

No employee shall use Village equipment for personal gain or enrichment.  

 

10) EMS BILLING: Accurate and timely accounting and reconciliation procedures are 

key components of an effective accounting system and internal controls required to 

enable the Emergency Medical Services (EMS) to properly classify transactions, 

maintain accountability for funds, distribute funds accurately, and detect fraud and 

errors in a timely manner. The County uses Medical Claims Assistance as a third-

party administrator for billing purposes.  The EMS rates charged by Medical Claims 

Assistance have not been approved by the Village Council.  To reduce the risk of 

undetected errors and omissions occurring, the Village Council should review and 

approve the EMS rates to be charged by Medical Claims Assistance, frequently.  

Council Discussion:  Can’t charge different rates to different entities. Mark Brewer 

questioned if we had changed billing companies. It is possible that they have mixed 

up the Village EMS with the County EMS. Mark Brewer stated we need a 

clarification.   

Steps for a Resolution: Council needs to approve the rates. Need to reach out to 

the State Auditors and ask for clarification.  

 

11)  EMS and Fire Runs: When designing the public office's system of internal 

control and the specific control activities, management should consider the 

following:  

A) Ensure that all transactions are properly authorized in accordance with 

management's policies.  

B) Ensure that accounting records are properly designed.  

C) Plan for adequate segregation of duties or compensating controls.  

D) Ensure the collection and compilation of the data needed for the timely 

preparation of financial statements  

The Village did not have a policy or formal procedures in place for Village 

employees going on runs for volunteer EMS or volunteer fire during office hours.  

The lack of formal policies and procedures could result in employees being 

improperly compensated and increases the risk that loss or misappropriation of 

funds could occur and not be detected in a reasonable time period. The Village 

should adopt policies and procedures regarding EMS and fire runs and determine if 

it is allowable for employees to go on runs during office hours or if employees are 

required to take leave for runs. 

Council Discussion: Mary Jane Campbell - this came up because someone that 

works at the water department would be out on a run and someone would clock 

them out and pay them until 4:00 p.m. Jason Francis questioned whether they were 

receiving pay from the village and if they were receiving the volunteer stipend as 
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well.  At the Engineer’s office, you can either pay them during that time and they  

don’t get the volunteer compensation or they have to turn in their volunteer 

compensation, kind of like jury duty or they have to take leave and they can get 

compensated from the Village. Mark Brewer said he thought it was taken care of 

now because the person is part time. Jason Francis- We still need a policy in place.  

Mary Jane asked if JR. worked for the Village and how it worked with the county 

and another employee, whether the county allowed them to go on runs on county 

time. Mark Brewer stated the county works with them.  

Steps for a Resolution: Adopt policies and procedure regarding EMS and Fire 

Runs and determine if allowable for employees to go on runs during office hours or 

if employees are required to take leave for runs.  

 

12) West Union Firemen’s Building Association Contract: When designing the public 

office's system of internal control and the specific control activities, management 

should consider the following:    

A) Ensure that all transactions are properly authorized in accordance with 

management's policies.  

B) Ensure that accounting records are properly designed.  

C) Plan for adequate segregation of duties or compensating controls.  

D) Ensure the collection and compilation of the data needed for the timely 

preparation of financial statements 

The Village makes monthly payments in the amount of $6,000 to the West Union 

Firemen’s Building Association for employee reimbursements and rent. We found 

that the Village does not have a formal contract with the West Union Firemen’s 

Building Association for these monthly expenses. Failure to approve a formal 

contract could result in incorrect amounts paid by the Village. The Village Council 

should approve a formal contract with the West Union Firemen’s Building 

Association establishing rates and terms of the agreement. 

Council Discussion: Jason Francis - thinks this was taken care of and said that he 

was told they can be audited since 80% comes from a public entity, they are 

considered a public entity as well.  When tax season was over Mary Jane Campbell 

was supposed to help them to assess what they need for records and to refer them to 

someone. Possibly an out of County person. Mary Jane can help with what they 

need but cannot do any of the work because it would be a conflict.  

Steps for a Resolution: Already taken care of.  Need to set up a safety meeting to 

discuss further, Mary Jane Campbell will meet with them to review and assess what 

they will need for records and refer them to someone.  

 

13) Utility Adjustments:   The Village should maintain an accounting system and 

accounting records sufficient to enable the Village to identify, assemble, analyze, 

classify, record and report its transactions, maintain accountability for the related 

assets, document compliance with finance-related legal and contractual 

requirements and prepare financial statements. During testing of the Village's 

utilities, we noted the following:  

A) Council did not review adjustments to customer accounts 

B) Delinquent bills paid through special assessments were posted to customer 

accounts as an adjustment instead of a payment. This could result in a 

misrepresentation of utility collections.  

Failure to accurately prepare and monitor the accounting records 1) reduces the 

accountability over Village funds, 2) reduces the Council’s ability to monitor 

financial activity and make informed financial decisions, and 3) increases the risk 

that errors, theft or fraud could occur and not be detected in a timely manner. The 

Village Officials and management should implement the following:  

A)  Establish a formal policy and related procedures to address identification, 

authorization, recording and documentation of adjustments to water and 

sewer customer accounts.  

B)  The Village Council should review and approve all adjustments to be  
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made to water and sewer client accounts 

C) Post amounts received through special assessments as a receipt versus an 

adjustment to ensure correct representation of collections.  

Steps for a Resolution: Agreed to do all three.  

 

14) Utility Deposit Fund: The Village accounts for utility new customer deposits in a 

separate Water Deposit Fund (5781) on the UAN system, which is reported as part of the 

Enterprise Fund Type on the financial statements. The Village also keeps a utility system 

ledger for new customer deposits.  These two documents are not reconciled. Since utility 

new customer deposit amounts do fluctuate, it is essential to have supporting 

documentation that reconciles to the New Customer Deposit Fund and to help ensure that 

the Village has sufficient funds to cover refunds and to refund deposits accurately. The 

Village should maintain a listing of all users and the amount of new customer deposits 

that are being held or when the deposit was refunded. The total amount of the listing 

should reconcile to the New Customer Deposit Fund Balance.  

Steps for a Resolution: Effective immediately to do that.  

 

15) Utility Tap-in Fees: The Village should maintain an accounting system and accounting 

records sufficient to enable the Village to identify, assemble, analyze, classify, record 

and report its transactions, maintain accountability for the related assets, document 

compliance with finance-related legal and contractual requirements and prepare financial 

statements.  During testing of the Village's utilities, we noted the Village did not have 

formal procedures in place for the method of collecting tap-in fees. Failure to accurately 

prepare and monitor the accounting records 1) reduces the accountability over Village 

funds, 2) reduces the Council’s ability to monitor financial activity and make informed 

financial decisions, and 3) increases the risk that errors, theft or fraud could occur and 

not be detected in a timely manner. The Village Officials and management should 

establish formal procedures to address the identification, authorization, recording and 

documentation of tap-in fees to water and sewer customer accounts.  

Council Discussion: The prior meeting it was discussed that the fees were not enough to 

cover the expense. This was talking about a former council member and on the eve of 

leaving he paid the bill.  Fees should be paid for before they are installed. We will need 

to get an inventory list on what is on hand.  

Steps for a Resolution: Need policy and procedures for tap in fees.  

 

16) Footnote Disclosures:  Regulatory Cash Basis entities are required to file financial 

statements and notes to the financial statements within 60 days of the fiscal year end. 

Notes to the financial statements are intended to communicate information that is 

necessary for a fair presentation of the financial statements that is not readily apparent 

from, or cannot be included in, the financial statements themselves. The notes to the 

financial statements are an integral part of the financial statements, intended to be read 

with the financial statements, and are the entity’s responsibility to prepare. To ensure 

compliance with the annual financial report filing requirements, entities should plan 

sufficient time and engage any necessary assistance to prepare their annual financial 

report.  The following errors were noted in relation to the footnotes: During the audit, 

aspects of the notes to the financial statements were corrected from the Hinkle filing to 

agree to the financial statements in the audit report and to include all necessary note 

disclosures.   

A) The Village used an older version of the notes template from the newest 

available on the Auditor of State’s website.  

B)  The footnotes were not updated for current year information.   

C) The Village should use the available templates for financial statements and 

notes to the financial statements on the Auditor of State’s website to 

prepare an accurate annual financial report 

Council Discussion: Need to find out who prepares the reports. 
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Steps for a Resolution: 

 

A Recess was taken at 8:24 p.m. and all returned back at 8:35 p.m. 

 

17) Disaster Recovery Plan: The Village did not have a Disaster Recovery Plan in place to 

recover from a disaster which impacts their data processing capabilities for the 

following departments:  

A) Income Tax Department   

B) Mayor's Court    

C) Utility Department  

D) Village-wide UAN software 

Disaster Recovery Plan should be developed, documented, tested and maintained. This 

plan should identify arrangements for contingency data processing on compatible 

hardware and software; key individuals to be contacted and their role in the recovery; 

and the location of backup data and source documents. Several copies of this plan 

should be kept off-site in the event that the on-site copies are destroyed during a 

disaster. In addition, the plan should be updated and tested periodically to ensure that it 

is current. 

Council Discussion: May want to set up a task force. Records retention, We Need to 

have multiple backups off sight and plan how we should back up all of this.  

Steps for a Resolution: Get with Bill Lewis to set this up. Need a Document with the 

plan that would include Document/record retention. Need to create a task force with the 

following: Bill Lewis, Mayor Jason Buda, Shonda Wallace for the Income Tax, Jerry 

Kirker for the Utility Department, Melissa J. Hall for UAN software and member of 

Council John R. Lafferty. 

 

18) Related Party Policy:  The Village does not have a formal policy established which 

informs employees of the policies and procedures related to related party transactions. 

Without internally documented policies and procedures over related party transactions, 

the Village increases the risk that such transactions could occur without proper 

documentation Ohio Rev. Code § 2921.42(A)(1) states that no public official shall 

knowingly authorize, or employ the authority or influence of his office to secure 

authorization of any public contract in which he, a member of his family, or any of his 

business associates has an interest. Ohio Rev. Code § 2921.42 (A)(3), prohibits a public 

official from occupying "a position of profit" in the prosecution of a public contract 

authorized by him or by a legislative body of which he was a member at the time of 

authorization, and not let by competitive bidding or let by competitive bidding in which 

his is not the lowest and best bid. Pursuant to OEC Advisory Op. No.87-008, a public 

official who is a member of a legislative body is subject to the prohibition of Division 

(A)(3), even where he has abstained from deliberating, voting upon, or otherwise 

authorizing the public contract.  

Council Discussion: Mary Jane Campbell gave explanation on what they are talking 

about for this one. An example was she had received calls that Jerry’s son-in-law works 

for the company that was working at the Panhandle. She explained it was ok because he 

doesn’t own the company, he can be a supervisor for the company, he doesn’t own the 

company. 

Steps for a Resolution: Need to have Tom Mayes, Solicitor draft policies.  

 

19) Political Activity Policy:  The Village does not have a formal policy established which 

informs employees of the policies and procedures related to political activity.  Without 

internally documented policies and procedures over political activity, the Village 

increases the risk that such transactions could occur without proper documentation.   

Ohio Rev. Code Section §124.57 contains legal requirements related to prohibited 

political activity.   This section imposes restrictions upon the political activity of 

employees in the classified service of the State, counties, cities, city school districts, and 

civil service townships.  
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A) The Village does not have a policy restricting public funds from being used for  

political activities.   

The Village should approve a policy prohibiting restricted political activities.  

Council Discussion: They are at will employees, just cannot use Village money to 

advertise. This is not limited to one party vs. another it also covers things such as 

advertising a levy. Randy Brewer stated: This job should never be political, we are here 

to serve the people. The policy needs to state that Village money cannot be used for 

political purposes.  

Steps for a Resolution: Solicitor to write a policy.  

 

Council member Donna Young made a motion to adjourn and seconded by Council member 

Mary Jane Campbell, roll call vote: all yea, motion passed.  
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