
HUMAN RESOURCES & INSURANCE COMMITTEE 
March 30, 2021  4:00 p.m. 

 
AGENDA 

 
 
 
 
I. Welcome and Attendance 
 
 
II. Approval of the minutes of the March 2, 2021 meeting 

 
 

III. Workers Compensation Report 
 

 
IV. Resolution Authorizing Renewal of Workers’ Compensation Excess Liability Coverage 

 
 

V. Authorizing the County’s Insurance Coverages through May 8, 2022 
 
 

VI. Resolution Authorizing Amendment(s) to the 2021 Compensation Schedule Under the County 
Treasurer and County Attorney  
 

 
VII. Resolution Authorizing the Creation of a Petty Cash Policy to be Included in the Saratoga 

County Policies and Procedures Manual 
 

 
VIII. Vacancy Review 

 
 

IX. Other Business 
 
 
X. Adjournment 
 
 
 
Due to public health and safety concerns related to COVID-19, there is limited capacity in the 
Boardrooms.  The public will have an opportunity to hear the meeting live via an audio signal using 
this call-in number and access code: 
 
Dial: 1-978-990-5145     Access Code:  1840389 
 

Chair: Darren O’Connor  
Members:   
 Joe Grasso 
    John Lant 
    Jon Schopf - VC 
    Tom Richardson 
    Matt Veitch 
    Tom Wood 
 



Human Resources and 
Insurance Committee 

Meeting 
March 30, 2021 



Participant Total Paid Claims Received Yes No
City of Mechanicville-Public Works $2,395.40 0 0 0
City of Saratoga Springs-All Other $429.51 0 0 0
City of Saratoga Springs-Fire Department $3,697.95 1 1 0
City of Saratoga Springs-Police Department $4,773.39 0 0 0
City of Saratoga Springs-Public Works $5,294.86 0 0 0
Clifton Park Halfmoon Emergency Corp-Paid $7,979.23 1 1 0
Clifton Park Water Authority $5,253.65 0 0 0
Malta-Stillwater Ambulance Corps-Volunteer $2,110.52 0 0 0
Saratoga Co -Public Health Nursing Service $896.36 0 0 0
Saratoga Co -Public Works Building & Grnds $2,532.19 2 2 0
Saratoga County-Animal Shelter $158.74 3 3 0
Saratoga County-Board of Elections $1,094.70 0 0 0
Saratoga County-District Attorney $402.32 0 0 0
Saratoga County-Maplewood Manor $7,518.43 0 0 0
Saratoga County-Public Works Highway $15,924.18 1 1 0
Saratoga County-Sewer District $33,793.58 1 1 0
Saratoga County-Sheriff $3,036.90 8 7 1
Saratoga County-Social Services $4,020.17 1 1 0
Saratoga County-SYEP $206.90 0 0 0
Schuylerville-Victory Board-Water Mgmt $943.09 0 0 0
Town of Charlton-All Other $551.92 0 0 0
Town of Charlton-Police Department $0.00 1 1 0
Town of Clifton Park-All Other $1,965.52 0 0 0
Town of Clifton Park-Public Works $7.50 1 0 1
Town of Corinth-Jessups Landing EMS-Paid $1,382.72 0 0 0
Town of Edinburg-All Other $2,193.68 0 0 0
Town of Edinburg-Public Works -$128.14 0 0 0
Town of Galway-Public Works $1,317.00 1 1 0
Town of Hadley-All Other $582.52 0 0 0
Town of Hadley-Public Works $1,635.50 0 0 0
Town of Halfmoon-All Other $1,236.00 0 0 0
Town of Halfmoon-Public Works $1,429.95 2 2 0
Town of Malta-Public Works $92.30 0 0 0
Town of Moreau-All Other $779.14 0 0 0
Town of Moreau-Public Works $712.80 0 0 0
Town of Northumberland-All Other $127.00 0 0 0
Town of Saratoga-Public Works $70.60 0 0 0
Town of Waterford-All Other $749.55 0 0 0

24/7 Utilization

February
2021 Data
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Participant Total Paid Claims Received Yes No
24/7 Utilization

February
2021 Data

Town of Waterford-Public Works $13.50 0 0 0
Town of Wilton-Public Works $208.19 0 0 0
Village of Ballston Spa-Public Works $1,462.92 0 0 0
Village of Corinth-All Other $312.88 0 0 0
Village of Schuylerville-Public Works $2,871.72 1 0 1
Village of South Glen Falls-Police Dept. $215.67 0 0 0
Vol Fire Dept-Ballston Lake Fire Dept. $560.65 0 0 0
Vol Fire Dept-Clifton Park-Vischer Ferry Fre $132.08 0 0 0
Vol Fire Dept-Edinburg Volunteer Fire Co $843.61 0 0 0
Vol Fire Dept-Greenfield Fire District $5,237.39 1 1 0
Vol Fire Dept-Malta Ridge Vol Fire Co $49.22 0 0 0
Vol Fire Dept-Vil of Round Lake Fire Co $123.18 0 0 0
Vol Fire Dept-Vil of Schuylerville-Schuyler $4,620.00 0 0 0
Vol Fire Dept-Vil of South Glens Falls Fire $12,209.25 0 0 0
Vol Fire Dept-Vil of Stillwater-Newland Wd $1,600.00 0 0 0
Vol Fire Dept-Vil of Victory-David Nevins $100.78 0 0 0
Vol Fire Dept-West Crescent Fire District $334.99 1 0 1
Volunteer Fire Dept.-Providence Fire Dept. $104.53 0 0 0
Wilton Emergency Squad-Paid $1,749.89 1 1 0
Grand Total $149,918.08 27 23 4
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SARATOGA COUNTY 
AGENDA ITEM REQUEST FORM 

 

✔ 

 
 
 
 

TO: 
 
 

CC: 

Steven Bulger, County Administrator 
Hugh Burke, Interim County Attorney 
Pam Wright, Clerk of the Board 

 
Jason Kemper, Planning Director 
Therese Connolly, Deputy Clerk of the Board 
Matt Rose, Management Analyst 

 

FROM: 

DATE: 

RE: 

Margaret McNamara, Director of Human Resources 
March 22, 2021 
Workers' Compensation Employer Excess Liability coverage 

COMMITTEE: Human Resources & Insurance 
 

1. Is a Resolution Required: YES or   NO 
(If YES, please complete #2- #10) (If NO, skip to #10 and provide reason for bringing the item) 

 
2. Is a Budget Amendment needed: 

(If yes, budget lines and impact must be provided) 
No 

3. Are there Amendments to the Compensation Schedule: 
(If yes, provide details) 
No 

4. Specific details on what the resolution will authorize: 
Renewal of the third party employer excess liability insurance coverage for Workers' 
Compensation for the County's Workers' Compensation Plan.  The policy protects 
the County against any third-party lawsuits when an employee has sustained a 
severe injury.   

 
 

5. Does this item require hiring a Vendors/Contractors: 
a. Were bids/proposals solicited: 
b. Is the vendor/contractor a sole source: 
c. Commencement date of contract term: 4/15/21 
d. Termination of contract date: 4/15/22 
e. Contract renewal and term: 1 Year Renewal 
f. Contact information: Capitol Indemnity Corporation 
g. Is the vendor/contractor an LLS, PLLC or partnership: 
h. State of vendor/contractor organization:  
i. Is this a renewal agreement:  ✔ YES or NO 
j. Vendor/Contractor comment/remarks: 



SARATOGA COUNTY 
AGENDA ITEM REQUEST FORM 

 

 
 
 
 
 

6. Is this an annual housekeeping resolution: Yes 
(If yes, attach the last approved resolution) 

a. What were the terms of the prior resolution 4/15/20-4/15/21 
b. Are the terms changing: No 
c. What is the reason for the change in terms: 

 
 

7. Is a new position being created: No 
a. Effective date 
b. Salary and grade 

 
 

8. Is a new employee being hired: No 
a. Effective date of employment 
b. Salary and grade 
c: Appointed position: 
d. Term: 

 
 

9. Is a grant being accepted: No 
a. Source of grant funding: 
b. Amount of grant: 
c. Purpose grant will be used for: 
d. Equipment and/or services being purchased with the grant: 
e. Time period grant covers: 

 
 
10. Remarks/Reasoning (Supporting documentation must be attached to this form): 

Annual premium $23,868.00, renewal policy period 4/15/21-4/15/22.  This is an 
increase of $1,047.00 due to an increase in employees.   









SARATOGA COUNTY 
AGENDA ITEM REQUEST FORM 

TO: Steve Bulger, County Administrator 
Hugh Burke, Interim County Attorney 
Pam Wright, Clerk of the Board 

CC: Jason Kemper, Planning Director 
Therese Connolly, Deputy Clerk of the Board 
Matt Rose, Management Analyst 

FROM: Matthew Rose, Management Analyst 

DATE: 3/26/21 

RE: Saratoga County's property and casualty insurance coverages 

COMMITTEE: HR & Insurance 

l .  Is a Resolution Required: 0 YES or D NO
(IfYES, please complete #2- #10) (IfNO, skip to #10 and provide reason for bringing the item) 

2. Is a Budget Amendment needed:
(If yes, budget lines and impact must be provided)

.. \\o

3. Are there Amendments to the Compensation Schedule:
(If yes, provide details)
No

4. Specific details on what the resolution will authorize:
Authorizing the renewal of the County's property and casualty insurance policies 
proposed by Cool Insuring and Marshall Sterling Insurance.

5. Does this item require hiring a Vendors/Contractors:
a. Were bids/proposals solicited:
b. Is the vendor/contractor a sole source: 
c. Commencement date of contract term: 5/9/21

d. Termination of contract date: 5/8/22

e. 

f. 
g. 
h. 
l. 

J. 

Contract renewal and term:
Contact information:
Is the vendor/contractor an LLS, PLLC or partnership:
State of vendor/contractor organization:
Is this a renewal agreement: 0YES or ONO
Vendor/Contractor comment/remarks:





Saratoga County 
Proposal Premium Comparison 

05/08/2021 to 05/08/2022 
EXPIRING COVERAGE PROPOSAL 

213,500 Property [Chubb] 234,489 
Incl in prop Boiler & Machinery [Chubb] Incl in prop  

23,706 Inland Marine [Chubb] 25,896 
100,044 Gen Liability [Travelers] (PKG) 91,157 
58,000 Public Officials [Travelers] 62,390 
71,000  Law Enforcement [Travelers] 81,630 
10,100 Airport Liability [ACE] 11,615 
20,089 Cyber Liability [AXIS - PRS] TBD 

5,196 Crime [Travelers] 5,196 
750 OCP [Travelers] 750 

145,770 Automobile [Travelers] 151,687 
79,560 Public / Mental Health LIP [Allied World] 99,202 
35,541 Public / Mental Health [5] Mil Excess [Allied World] 43,583 
97,000 Umbrella – [10] Mil [Travelers] 101,478 

4,278 Drone [American Alternative Ins Corp] 5,135 
3,823 Vet Professional 4,185 

$868,357 ACCT TOTAL $918,393 
10,000 Loss Fund 20,000 

 
PAYMENT TERMS: 
Agency Bill – Prepaid – all carriers 

 
OTHER LOB EXPOSURE COMPARISON 

LOB Expiring Exposure Renewal Exposure 
Property 312,781,633 312,781,633 
Inland Marine  20,216,260 20,489,021 
Automobile  444 410 

 
GL EXPOSURE / RATE COMPARISON 

Classification Code 
Expiring 
Exposure 

Renewal 
Exposure 

Governmental Subdivision  44112 Per Budget Per Budget 
Streets/Roads/Highways 48727 362 Miles 362 Miles 
Streets/Roads/Highways/Bridges 48727 104 Bridges 104 Bridges 
Penal Institutions 46700 112,500 Sq Ft. 112,500 Sq Ft. 
Boats – not for rent 40117 6 boats 6 boats 
Dam/Levee or Dike Existence 41700 1 1 
Street or Road Construction 99315 If Any If Any 
Buildings or Premises Bank or Office 61215 15,000 Sq Ft 15,000 Sq Ft 

 
JXS / 2297167 



SARATOGA COUNTY 
AGENDA ITEM REQUEST FORM 

 

 
 
 
 

TO: Steven Bulger, County Administrator 
Hugh Burke, Interim County Attorney 
Pam Wright, Clerk of the Board 

 
CC: Jason Kemper, Planning Director 

Therese Connolly, Deputy Clerk of the Board 
Matt Rose, Management Analyst 

 

FROM: Margaret McNamara, Director of Human Resources 

DATE: March 23, 2021 

RE:  Position Reclassification(s) under County Treasurer’s Department 

COMMITTEE:    Human Resources and Insurance 
 

1. Is a Resolution Required:  YES or   NO 
(If YES, please complete #2- #10) (If NO, skip to #10 and provide reason for bringing 
the item) 

 
2. Is a Budget Amendment needed: No – Reclassification(s) will result in a savings of $40,372 

*Please see additional details under remarks* 
 
 

3. Are there Amendments to the Compensation Schedule: 
Yes – Amended as shown below: 
 Under County Treasurer 

• Reclassify (1) Foreclosure Supervisor to (1) 
Foreclosure Specialist 

• Create (1) Paralegal Specialist, Grade 10 
   Under County Attorney 
• Abolish (1) Legal Assistant – Real Estate 

 *Please see additional details under remarks* 
 
 

4. Specific details on what the resolution will authorize: 
Authorizing an amendment to the 2021 Compensation Schedule to reclassify (1) 
Foreclosure Supervisor to (1) Foreclosure Specialist under the County Treasurer, 
create (1) Paralegal Specialist, Grade 10, under the County Treasurer and to 
abolish (1) Legal Assistant – Real Estate under the County Attorney’s Department. 

 

5. Does this item require hiring a Vendors/Contractors: NO 
a. Were bids/proposals solicited: 
b. Is the vendor/contractor a sole source: 
c. Commencement date of contract term: 
d. Termination of contract date: 

X 



SARATOGA COUNTY 
AGENDA ITEM REQUEST FORM 

 

e. Contract renewal and term: 
f. Contact information: 
g. Is the vendor/contractor an LLS, PLLC or partnership: 
h. State of vendor/contractor organization: 
i. Is this a renewal agreement: YES  or  NO 
j. Vendor/Contractor comment/remarks 

 
 

6. Is this an annual housekeeping resolution: 
NO 
 (If yes, attach the last approvedresolution) 

a. What were the terms of the prior resolution 
b. Are the terms changing: 
c. What is the reason for the change in terms: 

 
 

7. Is a new position being created: YES 
a. Effective date: 4/21/21 
b. Salary and grade: 

• Paralegal Specialist, Grade 10, Base/Step 1 $53,025 
• Foreclosure Specialist, Base $44,069 

 
 

8. Is a new employee being hired: Unknown – Positions would be posted for new hires and/or 
potential transfers. 

a. Effective date of employment:  
b. Salary and grade 
c: Appointed position: 
d. Term: 

 
 

9. Is a grant being accepted: NO 
a. Source of grant funding: 
b. Amount of grant: 
c. Purpose grant will be used for: 
d. Equipment and/or services being purchased with the grant: 
e. Time period grant covers: 

 
 

10. Remarks/Reasoning (Supporting documentation must be attached to this form) 
 
 
UNDER COUNTY TREASURER 
 
 

• Reclassify  (1) Foreclosure Supervisor  to  (1) Foreclosure Specialist 
 

Foreclosure Supervisor, Base salary, $59,870 * 60% Fringe = $95,792 (Jan-Dec) 
 



SARATOGA COUNTY 
AGENDA ITEM REQUEST FORM 

 

 
 
 
Foreclosure Specialist, Base Salary, $44,069 * 60% Fringe = $52,882 (Apr-Dec) 
 
Savings of -$-42,910 
 

• Create (1) Paralegal Specialist, Grade 10, Base/Step1, $53,025 * 60% Fringe = $63,630 (Apr-
Dec) 

 
 
UNDER COUNTY ATTORNEY 
 

• Abolish (1) Legal Assistant – Real Estate, Incumbent Current Salary  $50,910 * 60% Fringe 
= $61,092 (Apr-Dec) 

 
 
 
SUMMARY OF COSTS 
 
 Reclassification of  Foreclosure Supervisor to Foreclosure Specialist -$42,910 
 
 Creation of (1) Paralegal Specialist $63,630 
 
 Abolishment of (1) Legal Assistant  -$61,092 
 
 Total Savings = -$40,372









SARATOGA COUNTY 
AGENDA ITEM REQUEST FORM 

 

 
 
 
 

TO: Steven Bulger, County Administrator 
Hugh Burke, Interim County Attorney 
Pam Wright, Clerk of the Board 

 
CC: Jason Kemper, Planning Director 

Therese Connolly, Deputy Clerk of the Board 
Matt Rose, Management Analyst 

 

FROM: Margaret McNamara, Director of Human Resources 

DATE: March 25, 2021 

RE:  Creation of a Petty Cash Policy 

COMMITTEE: 
 

1. Is a Resolution Required: X YES or   NO 
(If YES, please complete #2- #10) (If NO, skip to #10 and provide reason for bringing the item) 

 
2. Is a Budget Amendment needed: No 

(If yes, budget lines and impact must be provided) 
 
 

3. Are there Amendments to the Compensation Schedule: 
No (If yes, provide details) 

 
 

4. Specific details on what the resolution will authorize: 
Authorizing the creation of a Petty Cash Policy in the Saratoga County Policies and 
Procedures Manual. 

 
 

5. Does this item require hiring a Vendors/Contractors: No 
a. Were bids/proposals solicited: 
b. Is the vendor/contractor a sole source: 
c. Commencement date of contract term: 
d. Termination of contract date: 
e. Contract renewal and term: 
f. Contact information: 
g. Is the vendor/contractor an LLS, PLLC or partnership: 
h. State of vendor/contractor organization: 
i. Is this a renewal agreement: YES  or  NO 
j. Vendor/Contractor comment/remarks: 



SARATOGA COUNTY 
AGENDA ITEM REQUEST FORM 

 

 
 
 
 
 

6. Is this an annual housekeeping resolution: 
No (If yes, attach the last approved 
resolution) 

a. What were the terms of the prior resolution 
b. Are the terms changing: 
c. What is the reason for the change in terms: 

 
 

7. Is a new position being created: No 
a. Effective date 
b. Salary and grade 

 
 

8. Is a new employee being hired: No 
a. Effective date of employment 
b. Salary and grade 
c: Appointed position: 
d. Term: 

 
 

9. Is a grant being accepted: No 
a. Source of grant funding: 
b. Amount of grant: 
c. Purpose grant will be used for: 
d. Equipment and/or services being purchased with the grant: 
e. Time period grant covers: 

 
 

10. Remarks/Reasoning (Supporting documentation must be attached to this form): 
 

Policy being created to accommodate for departments that utilize petty cash.  Policy will 
incorporate an approval request process, audit process as well as the implementation of a 
petty cash bank account and debit card process.    



Saratoga County Petty Cash Policy 
March 2021 
 
This Petty Cash policy is in accordance with New York State County Law Section 371, which is an integral 
premise of this policy. This policy applies to all Saratoga County departments and employees. The purpose of 
this policy is to detail the required controls and processes by which county departments may hold, use, and 
replenish Petty Cash. 
 
Definition 

• Petty Cash is an immaterial total amount of county funds a) held in a segregated bank account accessible via 
a debit card, and/or b) as cash-on-hand in a secure place under a department head’s control. 

• Petty Cash may only be used by a department head to procure minor departmental items and/or services 
for which budget has been approved and is available, but for which the standard voucher and invoice 
process is insufficient or onerous compared to the small, timely expense incurred; the determination of such 
may be made by the department head. 

Limit 

• A department may be approved for the use of Petty Cash up to a maximum amount of $1,000.00 (one 
thousand dollars.) 

Request & Approval Process 

• Any department head desiring to hold Petty Cash must submit a Petty Cash Approval Request in writing to 
the County Administrator with a copy to the County Treasurer. 

• The Petty Cash Approval Request must detail the need and purpose of the use of Petty Cash within the 
department and detail the proposed methods by which proper controls and security will be managed. 

• The County Administrator is authorized to approve Petty Cash requests up to $500.00 (five hundred dollars.) 
Requests for amounts greater than this, but less than the limit defined above, must be approved by the 
County Administrator and the Law & Finance Committee. 

• The County Administrator and/or Law & Finance Committee will determine if the department is in need of 
the use of Petty Cash and determine the appropriate amount of Petty Cash to be held by the department 
based on the Petty Cash Approval Request submitted by the department head. The approved amount of 
Petty Cash shall be that department’s Petty Cash Limit. 

• The County Treasurer will review the department head’s proposed cash control procedures and provide his 
opinion of adequacy to the County Administrator. 

• A department’s Petty Cash limit will be determined on a case-by-case basis and may be amended from time 
to time by the County Administrator and/or the Law & Finance Committee. Once approved, written notice 
of the approval will be issued to the Department Head with copy to the County Treasurer, the IT 
Department, the County Auditor, and the Director of Finance. 

Establishment of a Department’s Petty Cash 

• Upon notice of approval of a department’s Petty Cash request, the County Treasurer will establish a sole-
purpose bank account (per the County’s Investment Policy) to hold the department’s Petty Cash. The 
account will be in the name of Saratoga County and further identified as the department’s Petty Cash bank 
account. 

• The County Treasurer will have deposited into this Petty Cash Bank Account an amount equal to the 
department’s Petty Cash Limit. 



• The County Treasurer will establish online access to the account through the bank’s online systems. The 
County Treasurer and his/her designated staff will be the sole administrators and signers of the bank 
account and of online access. The County Treasurer and his/her designated staff will have online access to 
the account for transactional purposes, and will establish view-only online access for the Department Head 
and his/her designated staff. 

• The County Treasurer will have issued a single debit card connected to this account in the name of the 
department head.  

• The department head, upon receiving the debit card, will sign it and set the debit card’s Personal 
Identification Number (PIN.) 

• The department head will establish the previously-detailed secure petty cash location within his/her 
department to hold any Petty Cash as cash-on-hand. 

• The IT Department will establish an electronic location specific and unique to the department to store 
electronic files relating to the department’s Petty Cash. Each department’s Petty Cash Shared Folder will be 
accessible by the department head and his/her designated staff, the County Treasurer and his/her 
designated staff, the County Administrator and his/her designated staff, the County Auditor and his/her 
designated staff, and the Director of Finance and his/her designated staff. 

Petty Cash Usage 

• The department head may use the debit card to withdraw cash from an Automated Teller Machine (ATM.) 
The department head should make every effort to only utilize ATMs that are free to use, such as those 
operated by the debit card’s issuing bank. In unusual and necessary circumstances, the department head 
may use the debit card at an ATM that does incur fees, and the department head will have to submit 
receipts of those fees to be applied against the department’s ‘bank fees’ budget (account 8140.) 

• Any cash withdrawn from an ATM must be held as cash-on-hand in the department’s secure Petty Cash 
location. 

• The department head may use the debit card to conduct point-of-sale transactions, or use petty cash-on-
hand, to pay expenses that adhere to the definition of Petty Cash above. 

• Every expenditure, whether by debit card or cash-on-hand, must result in an official transaction receipt, 
either electronic or paper. For transactions with a vendor who may not regularly issue transaction receipts, 
the department head must, prior to the transaction, draft a simple paper transaction receipt and have it 
signed by the vendor immediately upon completion of the transaction. All Petty Cash Transaction Receipts 
should detail the date of time of the transaction, the amount, and the method of payment. Ideally, all 
Transaction Receipts should detail the item purchased. If a Transaction Receipt does not already include 
details of the item purchased, the department head shall add a note to the receipt, either via handwriting on 
paper receipts or through an additional, accompanying electronic file for electronic receipts, detailing the 
item purchased. All paper receipts, complete with any department head’s handwritten notes, are to be 
scanned into an electronic file. All electronic files of transaction receipts, whether scanned paper receipts or 
electronic receipts, are to be stored in the department’s Petty Cash Shared Folder. 

Replenishment 

• At all times, the balance in a department’s Petty Cash Bank Account plus the balance of its cash-on-hand 
plus the balance of receipts not yet replenished must total the department’s Petty Cash Limit. 

• As necessary, the department head will submit through the County’s financial accounting system an invoice 
to replenish its Petty Cash. 
o This invoice shall be for an amount equal to the amount of expenditures conducted from its Petty Cash 

since the last replenishment. 
o This Petty Cash Replenishment Invoice shall be accompanied by electronic copies of all receipts for 

transactions conducted since the last replenishment and those receipts shall total the amount of the 
invoice. 



o This Petty Cash Replenishment Invoice shall be accompanied by a confirmation, signed by the 
department head, of the current balance of the department’s cash-on-hand as an electronic note 
attached to the Invoice in the Financial Accounting System. 
o The Invoice will expense each item purchased with Petty Cash against its appropriate and approved 

budget lines. 
• Per the County’s standard Invoice process, the County Auditor will review the Invoice and attachments. 
• If approved by the County Auditor, department heads (or their designee) will receive their Petty Cash 

replenishments from Treasury via an electronic deposit into the department’s Petty Cash Bank Account. 
• If not approved by the County Auditor, the County Auditor will immediately notify the Treasurer in writing of 

the disallowance. The department head, being personally responsible for the department’s Petty Cash, will 
personally reimburse the Petty Cash account for those unapproved expenditures.  Any of such bills or any 
portion of any of such bills as shall be disallowed upon audit shall be the personal liability of the official 
responsible for the use of the petty cash fund from which payment on account thereof was made, and such 
official shall forthwith reimburse such petty cash fund in the amount of such disallowances and/or face 
disciplinary action. If reimbursement has not been made by the time of the first payment of salary to the 
department head after the disallowance, the amount shall be withheld by the Treasurer from such salary 
payment and, if necessary, subsequent salary payments, and paid into the Petty Cash Account. 

Control Policies 

• The department head shall be personally responsible for the safe keeping, control, use, accounting, and 
overall management of the department’s Petty Cash, Petty Cash Account, and associated debit card. 
 

Debit Card and PIN 
 

• The department head issued a Petty Cash debit card will be solely personally responsible for establishing the 
card’s secure Personal Identification Number (PIN) and for maintaining the security and confidentiality of 
the PIN. 
o The department head should not select a PIN that is easy to guess, or that contains more than three 

repeating digits (e.g. 111x, x222, etc.) 
o Ideally, the department head should commit the PIN to memory and not print the PIN on paper. Should 

the department head print the PIN on paper for future reference, nothing on that paper should indicate 
that this number is the PIN of the debit card. This paper must not be scanned or photographed or stored 
electronically on any device or on any computer or computer system. This paper must not be stored in 
the department’s petty cash secure location. This paper must not be stored with the debit card itself.  

o The department head must not print the PIN on the debit card. 
o The department head must maintain the security and confidentiality of the PIN. If the department head 

suspects the PIN may be compromised, or that any other individual has learned the PIN, the department 
head must immediately a) notify the County Treasurer, and b) change the debit card’s PIN. 

• The department head issued a Petty Cash debit card will be solely personally responsible for maintaining the 
security of the debit card. 
o The debit card may be stored in the department’s Petty Cash secure location or on the department 

head’s person. 
o The department head shall immediately upon learning that the debit card may be lost or stolen or its 

security has otherwise been compromised notify the County Treasurer of the same. 
o The department head must, at all times, be able to immediately (or within a reasonable amount of time) 

produce the debit card upon request by the County Treasurer or the County Administrator.  
o The department head must relinquish the debit card to the County Treasurer immediately upon written 

request of the same from the County Treasurer and/or the County Administrator. 
 

Cash-on-Hand and Secure Location 



 
• Any and all cash withdrawn from the Petty Cash Account not yet spent on appropriate expenditures must be 

stored by the department head in a secure place with limited, controlled access; such place to be approved 
by the County Treasurer. A locking “Petty Cash box” should be procured by the department head, through 
the Purchasing Department, and kept in the department’s offices in a secure location with limited, 
controlled access. One key to the Petty Cash Box is to be kept by the Department Head in a separate, secure 
location, and a second key is to be provided to the County Treasurer. Whenever there is a change of 
personnel in the department head position, the department head’s Petty Cash Box key is to be transferred 
to the new person in the position as verified by the County Treasurer, or else a new cash box with new keys 
is to be procured. 
o The petty cash box key may be not be stored in the department’s Petty Cash secure location. 
o The petty cash box key may be stored on the department head’s person. 
o The department head shall immediately upon learning that the petty cash box key may be lost or stolen 

or its security has otherwise been compromised notify the County Treasurer of the same. 
o The department head must, at all times, be able to immediately (or within a reasonable amount of time) 

produce the petty cash box key request by the County Treasurer or the County Administrator.  
o The department head must relinquish the petty cash box key to the County Treasurer immediately upon 

written request of the same from the County Treasurer and/or the County Administrator; or upon the 
termination, retirement, or resignation from employment with the County. 

• The County Treasurer, County Auditor and/or the Director of Finance may ‘spot’ audit a department’s Petty 
Cash at any time with or without cause and with or without notice to the department head. At least one 
such ‘spot’ audit is to occur annually, and an unlimited number of ‘spot’ audits may occur within any given 
year. Results of such audits shall be disseminated by the auditing official to the County Treasurer and the 
County Administrator. 

• A summary of spot audit results and findings will be reported to the Law & Finance committee at least 
annually by the County Treasurer. 

• Any county employee noticing any suspicious petty cash activity, usage, misappropriation, or other potential 
unethical or otherwise improper use or keeping of petty cash, in any department, must report said activity 
to the Department Head, the County Administrator, and/or the County Treasurer immediately. The County’s 
then-current Whistleblower Policy, if any, shall apply here. 
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